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IMPORTANT INFORMATION ABOUT THIS GUIDE

This guidance document provides key instructions to support the correct completion of IQVIA
Laboratories paper requisition forms by investigator site staff.

IMPORTANT: The example images of requisition forms in this document may differ slightly in
appearance from the paper form found in your lab kit.

The differences are related to the way the study is designed internally at IQVIA Laboratories.
Regardless of the format of your requisition form, the general guidance for completing the form is very
similar.

Where there may be requirements for completing the requisition form which only apply under certain
circumstances, this will be clearly pointed out in this guide.

Should you have any questions or difficulties when completing a requisition form, please see
your study-specific documentation for guidance on how to contact IQVIA Laboratories for further
assistance.
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HOW DO | COMPLETE A PAPER REQUISITION FORM?

Importance of completing the form correctly

For studies using paper requisition forms, the form will be found in the lab kit box alongside the tubes
and other supplies applicable to the visit.

Please carefully review the form and complete all required fields clearly, adhering to applicable
study guidelines.

o Do not leave any required fields blank.

o Fill'in the fields clearly.

o For requisition forms with requirement to fill out circles (see following pages for examples), please
fully color the circle with black ink.

o Avoid adding handwritten comments on the requisition form unless necessary. If comments are
unclear, it is likely a query will be sent to site to clarify. It may be more beneficial to contact IQVIA
Laboratories directly if you need to provide additional information.

o Each site is responsible for completing the requisition form accurately and thoroughly.

The requisition form is the primary source of information for the lab and must reflect correct and
complete data, in compliance with Good Clinical Practices.

Should any information on the form be missing or unclear, IQVIA Laboratories will contact the site to
clarify. Usually, this will be in the form of a query which you can view and respond to via the Portal.

Please note that results may not be released until this information is confirmed, so it is important
that the information is accurate and consistent.

Returning the requisition form to IQVIA Laboratories

You should find two copies of the requisition form in lab kits for studies using paper requisition forms —
one white copy and one yellow copy.

The white copy of the completed requisition form should be inserted into the back pouch of the
Specimen Shipping Bag (SSB) with the first shipment to IQVIA Laboratories for the visit.

o Once this copy of the requisition form is received at IQVIA Laboratories, all information from
the form will be added to our database and the form retained per our records management
procedures.

o If sending additional shipments of samples for the same visits, there is no need to send
further copies of the requisition form. The matching accession barcode on the requisition
form and sample labels ensures that, when these samples are scanned into our database
upon receipt, they will be associated with the correct requisition form and patient record in the
system.

The yellow copy of the completed requisition form is to be kept at site as part of the Investigator records.
Do not return the yellow copy of the requisition form to IQVIA Laboratories.
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Single Visit

Q2 VALENCIA
27027 TOURNEY ROAD, VALENCIA, CA 93204 USA

FB123456

Form Completion Instructions:
Please complete the below fields with
black ink. Print clearty in all boxes.
Fill circles completsly )

Accession Number

Z[QVIA

LABORATORIES

|E2E Scenario 1 2 |-—’ Site Number: ###

Test Investigator
Demo Address Line 1

Date of Birth Gender Subject ID:
(THTTHITI] ©=°= [11]
Day onth Year
Visit Information:

Visit: Screening

[ Collection Date & Time

]

T HIT]

L)

Demographic
Information

Collection
Information

Optional testing fill bubble if
requred (testing needed to
confirm post-menosausal status

o Serum Pregnancy
Optional testing - required ¥
patuiert is of childbearing
potential

Hematology
HhALe

3.6mL PLain Cap Cryovial

3mL Lavender EDTA Tube

7~
Fasting Status O Yes O No
Questions
Number of meals consumed: D] (Where
\ :
applicable)
RGP <5
neavlredm:‘s:om’aw&e stated Sample Collection ﬁlxzm. i /e
Coagulation 3.6mL Plain Cap Cryovial Frozen- Daily
Chemistry Transfer Tube 2.5ml Plain Screw Cap Ambient - Daity
O FsH

Ambient - Daily

Ambient - Daily

Tests listed on the form are
Required, unless clearly
stated they are Optional.

Where applicable, fill in any
circles for optional testing

where sample IS being
collected.

Transport
container is
listed here — this
is the container
to be shipped.

On applicable
forms, fill out
circles for any
samples NOT
collected.

Ensure each
sample is shipped
at the temperature

and frequency
stated on the form.

For full Specimen Processing instructions please refer to the relevant section of the study-

specific documentation provided to you on the Portal.
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Timepoint Visit

Sample Collection Information:

Testing Fill circle if Sample
Required unless otherwise stated Sample Collection NOT Collected Sample Shipment

Timepoint Collection Date & Time

PK Predose |

]

Day Month Year 24 Hour Clock
PK Primary 2mL Corning Self Standing Tube O Frozen - Daily
PK Backup 2mL Corning Self Standing Tube O Frozen - Monthly

ADA Predose l

|\ T L)L

Day Month Year 24 Hour Clock

ADA Primary 2mL Corning Self Standing Tube O Frozen - Daily
ADA Backup 2mL Corning Self Standing Tube O Frozen - Monthly
P e HEIEEN NN NN
Day Month Year 24 Hour Clock
PK Primary 2mL Corning Self Standing Tube @) Frozen - Daily
PK Backup 2mL Corning Self Standing Tube O Frozen - Monthly

* For each timepoint collected, please provide a collection date and time in black ink.

» For any timepoint not collected, date and time fields should be left blank. If present on the form,
the corresponding circle should be filled to indicate the sample is not collected.

» Ensure each sample is shipped at the shipping temperature and frequency as outlined in the
requisition form.

» If any timepoint samples cannot be collected by the courier at the same time as the other
samples collected for the visit (for example, there is a 12-hour timepoint collection and based on
the courier pick-up time you need to proceed with shipping the already collected samples), we
recommend the following:

» Leave the collection date and time fields blank on the requisition form for the samples not
yet collected.

Important: Do not partially complete these fields (for example, entering the collection date
but leaving the collection time blank), as this will trigger queries.

» The requisition form should be photocopied, and the original form should be sent to IQVIA
Laboratories, along with the samples already collected, and with the collection date/time
left blank for the sample(s) still to be sent.

* Once the remaining samples have been collected, fill in the complete collection date and
time on the photocopied requisition form.

» Send the updated photocopied requisition form along with the newly collected samples to
IQVIA Laboratories.
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Multi Visit

Some visits have the same testing requirements. These visits may share the same kit type. The
outside label on the kit will include the visit name applicable to the kit. The requisition form will
have all applicable visits listed.

Depending on the format of your requisition form, there may be either a circle or a box present
to mark the applicable visit.

e If a circle is present: completely fill the circle in black ink.
e |If a box is present, ensure to tick the box for the applicable visit.

Q2 VALENCIA ]
27007 TOURNEY ROADL, WALENCIA, CA 43204 USA = |OV | A .
LABORATORIES
ZZ1234586
Form Completion Instructions:
el e E2E Scenario 1_2 Site Number: ###
I:|I.!d( ink. Print clearly in all boxes. Tast Investigator
Fill circles cnmple‘beh-'. CA192Q7EQ Address Line 1
Patient Information:
Date of Birth Gender Subject 1D:
| I | | | | | | O Male D Female
Day exith Year
Visit Information:

Visit: Owst1 Ot 2

: Select the applicable visit by
Collection Date & Time
TTITTH 1| . either completely filling the
Day Month Year 74 Hour Clock relevant circle OR (If
o) applicable) ticking the relevant

Fasting Status O ves

box.
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Retests

Depending on your study design, the steps for collecting a Retest visit and completing the requisition
form may differ slightly.

e If your study has a UNSCH/RETEST visit and associated lab kit, please see Example 1 below.

e If your study has a Retest circle next to the visit name on the requisition form for Scheduled visit
kits, please see Example 2 below.

Example 1 — UNSCH/RETEST requisition forms Visit/lab kit name is
UNSCH/RETEST

Examble Protocol

EP123456A

=|QVIA
LABORATORIES

0 SQUARED SOLUTIONS EUROPE
THE ALBA CAMPUIS

ROSEBANS

UNSCH/RETEST

SUDject vemogra

v

Lol L ey
Date of Birth:

oofnooiEEEs 0

Dy Manth Year

LIVINGSTOMN, WEST LOTHIAN EHS4 7EG
UNITED KINGDOM
e Complete all required subject
Investigator and Site Details are SUBLECT NUMBER O A .
printed here ESEENEN and visit information.

Visit Information

Collection Cabe: Callection Time:

e

24 Hawr Cock

Submission of this completed form constitutes confirmation the subject has been consented in accordance with legal and
ethical requirements of the country where the sample has been collected

Required Test(s) Specimen |/ Transport Tube Ship Temp TiCk appl icable box for a"
[1) rothontin Tine, INR el B Bl —— samples collected.
[Tchemstry, Lipds Leave box blank if sample
-Reactive Serum, 2.5mL Plain Cap Tube i
S i has not been collected &
testing is therefore not
§hay w Amblent 9 .
[IrsH required.
O g:gmﬂg Serum, 3.6mL Purple Cap Tube Frozen
O laG, IgM, lgA, Serum, 2.5mL Green Cap Tube Ambient
Total Iy
O ;:: ::;d’ Serum, 2.5mL Biue Cap Tube Frozen
[ Bys Serum, 3.6mL Pain Cap Tube Frozen
] Hematalogy Whale Blood, 2mL Lavender EDTA Tube Ambient

Sew (J* Salutions Flaw Chart for detailed processing and shipping instructians.
Feturn White Copy with initial shipment, if e-requisition has not been submitted through Infosario, Retain Yellow Copy at the ske.

Site_Commants:

Page 1 of 1
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Example 2 — Retest option present on requisition form for Scheduled visits

?fa)ﬁlaim ROAD, VALENCIA, A 43204 LSk EZE |OV | A .
LABORATORIES
ZZ 12346586

Form Completion Instructions: .
Please compiete the below fields with Site Number: #&##ss4
Eﬁ?d.( "::g Print clearly in all boxes. ¢ piccion of this completed form constitutes confimation the subject has
il circles completely @) heen consented in accordance wkh legal and sthical requirements of the i Ao L 3
Patient Information: country where the sample has been collected

Test [nvestinator

Year of Birth Gender Subject ID

(oo™ LLIIITT]
Visit Information:
Visit: @ Visit 1 Screening m

Collection Date & Time

Dary Montty Year 24 Hour Clock
Weight (Kg)
L1 L] e
*opulate all baxes, add preceeding

and following zercs, if needed.

Fasting Status QOves  One
sty sy sampes st i 1 o e cllctad e s If study allows for a Retest of a
or non-fasting conditions, . .
SR Sche_d_u_led visit, the applicable
Fasting Transpost Contaiar pie Shig requisition form will have a Retest

Reguired uniess stated

with THE 2.6mL Nunc Cryovia Frazen - Daily circle in the Visit Information field,
I oL et 2.5mL Sarstedt Tube Ambient - Daly allowing the site to indicate that
this is a Retest.

SH

mmwymmwwmm, Ensure to use the correct lab kit

T R el S for the visit to which the Retest
applies.

Pregnancy Testing (Serum)
Required only far wamen of chikdbearing potential, fill
eirele to the LEFT Iif testing is required

If using a multi-visit requisition
form, ensure to completely fill the
circle for the applicable visit to

istradiol 2.5mL Sarstedt Tube Ambient - Daily
Required only far fernale subsject with fa menses for
12 months without an akemative medical cause.

fstg

Antibody A S which the Retest applies.
ematology, HbALc, % Reticulocytes 2mL K2 EDTA Vacutainer Tube Ambiant - Daily . . . T
B e B ) If using a timepoint requisition

gmcgﬁmmrﬁﬁm?r;ﬁmgu. form, gnsure to com_plete.the
finaiyss 10mL Urine Tubs W/ Presenvative Ambient - Daiy collection date and time fields for

8609485 i all samples collected for retest.

On the left side of the form, use the circles to indicate which tests should be performed. Completely fill the
applicable circle(s) using black ink and ensure to ship the relevant samples.

Towards the right side of the form, use the circles to confirm any samples which have NOT been collected.

If a kit is used for a Retest, it can ONLY be used for ONE patient and ONE visit, even if not all tubes are used.
ALL unused tubes from the kit should be discarded.
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REVISION LOG

V01 August 2025 N/A N/A — first version
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