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Service Name

Laboratory Testing Services

Document Purpose

This procedure outlines the process necessary to ensure proper management of
client’s samples and guarantee quality of laboratory test results.
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Process owner

Deputy Director Technology Transfer and Extension Services.

Process writer

Deputy Director Technology Transfer and Extension Services.

Process Reviewer

Deputy Director Corporate Services

Process Flow

Step Activity Time/No. of Days | Actor

I The client arrives with the samples Customer care
for testing at the customer care desk | 5 Minutcs officer.
and fills the sample submission form
as per the test parameters to be
analyzed.

g The client pays for the service as 20 Minutes Finance officer.
per the test parameters indicated in
the sample submission form and the
receipt issued.

8. The samples are received by the 10 Minutes Laboratory
laboratory secretary who develops a Secretary
job card and laboratory reference
number.

4. The head of the laboratory service | 5 Minutes Head Laboratory

center assign the job card to analyst
as per the laboratory tests to be
analyzed.

Service Center.
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5. The analyst performs the tests on Varics based on Laboratory analyst.
the sample as received and the samples.
Jaboratory results.

6. The laboratory Test report is 1-2 Working days | Head Laboratory

| generated. service center.

7. The laboratory test report is sent to | 1 working day Head Laboratory
client via email or the client can service center.
collect a hardcopy of the test report
at the customer care desk.
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