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Purpose: 

The purpose of this Standard Operating Procedure (SOP) is to provide detailed 

instructions and guidelines for integrating research specimen collection into routine 

clinical visits. This includes creating a Velos account linked to the IRB-approved 

protocol and requesting a custom Research Laboratory Requisition form for the study. 

 

Scope and Responsibilities: 

This SOP applies to all investigators, research staff, and personnel involved in adding a 

research blood draws to a clinical visit within the Department of Neurosciences at 

UCSD. Additionally, this SOP outlines responsibilities for ensuring compliance with 

research billing procedures, and processing of research samples to ensure the billing is 

routed to the appropriate study account. 

 

Definitions and Acronyms: 

ACTRI Altman Clinical & Translational Research Institute 

IATA International Air Transport Association 

COA Chart of Accounts (AKA Chart String) 

CRB Clinical Research Billing 

CTRI Clinical & Translational Research Institute 

EPIC EPIC (Electronic Medical Records system) 

ICF Informed Consent Form 

IRB Institutional Review Board 

PI Principal Investigator 

TRT Translational Research Technology 

UCSDH    University of California, San Diego Health 

Velos System for clinical trial management & research billing 
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Process: 

1. Pre-Velos Account Creation: 

Initiate a Research Account Application in Velos. The Velos account, ensures the 

research study is linked to the IRB-approved protocol for sample collection in the 

biobank. Velos interfaces with EPIC overnight, allowing for billing of research 

charges to the proper study account - Chart String (COA) - . 

 

1.1 Email CTRI support ctri-support@ucsd.edu the following documents: 

• IRB number 

• Proposed study name or acronym for easy identification 

• Attach a copy of the consent 

• Attach a copy of the research plan or protocol 

• In the subject line add the following in this exact format: 

“Velos-IRB Number-PI Last Name, First Name” 

 

 

1.2 The study team will receive an email acknowledging the request was 

received. The Velos Team will process the request within 24-48 hours. 

 

 

2 Post-Velos Account Creation 

 

2.1 After the Velos Account is created, the study team must complete 

applicable Velos forms for biobanking, including the Research Account 

Form and Research Laboratory Form. Ensure that the financial Chart 

String is correctly entered in the Research Account Form, as this is 

needed for Clinical Research Billing (CRB) to generate the Research 

Account Number and to link it with EPIC for proper billing. 

mailto:ctri-support@ucsd.edu
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2.2 After the Research Account Number is created, the Laboratory Systems 

Team will issue an email notifying the study team the account is finalized, 

Example of notification with Research Account Number on far-right column. 

This number is needed to request the research custom laboratory requisition 

form, also called the “pink form”. 
 

 

3 Custom Research Laboratory Requisition Form Request 

 

3.1 Request a study specific laboratory requisition form by emailing 

Laboratory Administration: Carlo Martinez at 

ctmartinez@health.ucsd.edu. 

3.2 Note that the “Lab Requisition Form” can only be requested after the 

Velos Account is created and the Research Account Number is issued. 

3.3 Carlo will send a study-specific questionnaire for completion, after which 

the custom lab requisition form will be created (Appendix A). 

3.4 Carlo will provide the study staff the links to view the study form and to 

request copies from the UCSDDH Copy Center. This process takes 

approximately 2 days. 
 

3.5 The custom laboratory requisition form must be renewed annually. 

mailto:ctmartinez@health.ucsd.edu
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4 Informed Consent within Clinical Appointments 

4.1 The assigned coordinator or physician will complete the informed 

consent process while the participant is in the exam room or immediately 

after the visit, provided that a private space available for ICF discussion. 

It is preferable to obtain consent before or during the clinic visit to 

guarantee participant enrollment. 

4.2 A copy of the ICF should be provided to the participant and the original 

should be filed in the participant’s chart or study binder. 

 

5 Completing the “Pink Form” and Research Sample Draw 

 

5.1 The physician will order the clinical labs as usual through the EPIC 

system. 

5.2 The PI, or any member of the study team will fill out the "custom 

laboratory requisition/pink form" with the participant’s details (name, 

Subject ID, MRN, etc.). The study-specific details are prefilled. 

5.3 Study staff and/or participant proceed to the lab for their blood draws 

Alternatively, the participant can proceed to the lab by themselves and 

provide the “pink form” to the laboratory staff. 

5.4 The cost of a research lab draw, regardless of number of tubes is $8.83 

5.5 The laboratory locations closest to UCSD East Campus clinic locations 

are as follows. These locations do not require appointments. 

 

 

5.6 Study staff must provide properly labeled (MRN, name of subject) 

collection tubes to the laboratory in a biohazard bag. 

 

6 Post-Draw and Processing of Samples 

6.1 The study team is responsible for retrieving the samples after the draw. 
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6.2 The study team is responsible for updating the Velos system within 5-7 

days of the service date to avoid billing issues (e.g. participants 

inadvertently billed for research-related blood draws). 

6.3 There are two options for sample processing: 

6.3.1 Option 1: A properly trained study coordinator (IATA 
certified) retrieves, processes, labels and stores the 
samples in a PI designated freezer. Processed samples 
can also be stored at the ACTRI TRT freezers by 
establishing an account for storage purposes only. 

6.3.2 Option 2: An account is set up with ACTRI TRT. The study 
coordinator retrieves the samples from the clinical lab 
and delivers them to the TRT for processing, labeling, and 
storage. 

6.4 Consultation requests for a biorepository account can be made through 
the ACTRI TRT Service Request From: ACTRI TRT Services Request Form 

(jotform.com). 
6.5 TRT Recharge fee sheet is included in Appendix A. Additional fees may 

be incurred for sample retrieval, shipping, etc. 
6.5.1 Processing and Storage Costs Details: 

Processing Time and Costs: 

 

• Time to Process: 40 cryovials takes approximately 

1 hour. 

o Processing Cost by a SRAI: $85 per hour. 

o Processing Cost by a SRAII: $110 per 
hour. 

• Material Costs: included if TRT processes and 

aliquots samples. Otherwise, there is a charge of 

$0.08/each for thermal labels. 

• Additional costs: there is an additional charge if 

TRT provides collection tubes. 

 

Storage Fees: 

 

• Cost Per 2” or 3”Box: $27 per box per month. 

• Box Capacity: 2” box can hold up to 81-1.5 ml 

cryovials (approximately two sets of 40 samples). 

3” are for whole blood storage and holds 6 ml size 

tubes and 36-1.5 cryovials. 

https://ucsd-actri.jotform.com/232777038956874
https://ucsd-actri.jotform.com/232777038956874
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• Rack Storage Rate: After 6 boxes, storage moves 

to a rack system. 

o Rack Rate: $164 per rack per month. 

o Rack Capacity: Each rack holds up to 24 
boxes. 

▪ Example 1: For 18 boxes, the cost 

is $164 (full rack rate). 

▪ Example 2: For 27 boxes, the cost 

is $164, which includes $164 for the 

full rack (24 boxes) and an 

additional $81 for the extra 3 boxes. 

 

5   Documentation 

 

All forms and records, including the custom lab requisition forms, TRT drop off form 

and signed Informed Consent Forms, must be filed in the participant’s research binder. 

Any changes to the study protocol must be reflected in updated IRB amendments and 

updated ICFs and HIPAA forms if applicable. 



Department of Neurosciences 

UCSDSOG-06 Integrating Research Specimen Collection into Routine Clinical Visits 

Integrating Research Specimen Collection into Routine Clinical Visits–Page 7 of 9 

 

 

Title: 

Obtaining Informed Consent 

Version 

Number: 

<#> 

Effective Date: 

<Date> 

Page 7 of 10 

 

Appendix A: 

 

Custom Research Lab Requisition Form (AKA Pink Form) 
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Appendix B: 
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