
COLLECTION AND PACKAGING 
 

Collection Information 
 

·  All Paps are processed using the Cytyc ThinPrep liquid based process. 
·  ThinPrep collection kits and Pap Submission Form 1010 are available from Support Services at 

919-733-7656. 
·  Please refer to Scope for detailed instructions on completing the 1010 form. 
·  Please refer to the Pap Test Screening Manual: A Guide for Health Departments for instructions 

on collection.  Copies are available from the BCCCP office.  Contact Vicki Deem at 919-733-
1885. 

·  Documents available for downloading: 
·  Cytyc Training Bulletin on Specimen Adequacy 
·  Cytyc Training Bulletin on Collection Technique 

 

Suggested guidelines for   
Labeling and Packaging ThinPrep vials 

 
 SLPH Cancer Cytology’s CytoPrep lab suggests the following illustrated guidelines for labeling and packaging ThinPrep vials: 
 

INFORMATION ON VIAL LABELING 
 

The computer printed label or hand printed label should display 
at least the patient’s First and Last Names.  It is fine to include 
the Date of Birth and the Social Security Number if space 
allows.   
 
Use computer printed labels when possible.  This makes 
matching names on vial and form much easier and eliminates 
reporting comments regarding minor name differences. 
 
If using an impr inter  card please make sure that all H, M, and 
N letters are legible.  This can be accomplished by writing over 
the smudged letter with a ballpoint pen.  Also, imprinting 
directly over printed areas of the form can leave the information 
difficult to read by data entry personnel. 
 

 
 
 
For health departments without printer label capabilities 
handpr int or type on blank address labels.  Apply the label 
around the vial as described above.  Information on 
handwritten labels (for the vial) should be limited to the 
PATIENT’S NAME CLEARLY PRINTED and date of birth or 
SSN.  
 
 
 
 
 



 
 
It is often difficult to read names that are written in cursive.  It is 
preferred that the patient’s name be written prominently instead of 
smaller to accommodate the DOB and SSN 
 
 
 
 
 

 
 
 
 
 
Place computer printed label or hand written label hor izontally around 
the vial so that uncovered portion of the vial remains uncovered and 
toward the top of the vial so that the vial’s expiration date remains 
viewable.  This positioning will allow the depth of liquid in the vial to 
be viewed and allow a place for a bar code to be added sometime in the 
future.   
 
 
 
 

 
 
  

Vials should be labeled as in the example on the right. 
 
 
 
 
 
 
 
 
 

 
 
 
Vertical placement of labels makes it difficult to 
read the patient’s name at the time the vials are 
being accessioned as well as when vials are 
being processed.  
 
Additionally, labels that extend onto the bottom 
of the vial can prevent the proper “seating”  of 
specimen in the processor’s vial holder. 
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Once the specimen has been transferred to the vials, be sure to tighten 
the lid so that the black torque lines meet.  If the lids are not tightened 
so that the torque lines meet, the specimen will sometimes leak.  If the 
lid is tightened so that the torque lines move past each other the lid is 
difficult to remove at the time of processing.  Tightening the lids so 
that the black torque lines meet provides adequate insurance against 
leakage while preventing repetitive motion issues when capping and 
uncapping specimen.  The vial in the center  is proper ly tightened.  
The vial on the left is too tight and the one on the right is too loose. 
 
 
 
 
 

 
 

INFORMATION ON BAGGING BATCHES OF THINPREPS 
 
 

The most efficient way to bag specimens for shipping is to 
use a large ziplock bag .  It is permissible to use store 
bought bags as a cost saver.   Biohazard bags can be used 
but are not required.  No more than 15 vials should be 
placed in one bag.  Place enough absorbent material in the 
bag with the vials to absorb all of the liquid.  DO NOT put 
the accompanying forms in the bag with the vials UNLESS 
they have been placed in a ziplock bag of their own.  This 
protects the forms from getting wet in the rare event of a 
leaking vial.  Wet forms require drying prior to data entry of 
demographics, which delays processing.  The accompanying 
forms should be placed in the shipping box on top of the 
ziplock bag(s) of vials.  If possible the forms should not be 
folded (other than the original form fold).  
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If there are multiple bags of vials to be shipped in the same box, please label the 
bags and their accompanying forms as #1, #2, #3, etc.  Some clinics put each 
group of forms in a business envelope and label the envelopes #1, #2, #3, etc.  
Lab personnel at the State Lab will match up the vials and forms when they 
arrive. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

INFORMATION ON FILLING OUT FORM 1010s 
 
 

Please fill in all requested information on Form1010. 
Use computer printed labels whenever possible.  For health 
departments having to hand write information on Form 1010 
and the ThinPrep vial, the information should be PRINTED 
so that it is legible.  
 
If using an impr inter  card please help us by making sure 
that all H, M, and N letters are legible.  This can be 
accomplished by writing over the smudged letter with a 
ballpoint pen.  Also, imprinting directly over printed areas 
of the form can leave the information difficult to read by 
data entry personnel.   
 
The photo at left shows two forms that are legible and one 
that is not.  
 
All information requested on form is useful in the accurate 
screening of the ThinPrep pap test. 

 
Do not photocopy forms.  Form 1010s can be obtained free from the SLPH mailroom by calling 919-733-7656. 
Newer 1010 Forms have blocks for recording patient’s maiden name and previous last names.  When writing the previous name on 
the form above the current name there may be confusion if it is not clear which last name is current.  In those cases write “prev.” , 
“previous” , or “was”  in front of previous names.  Since name changes should be circled in red, it is helpful not to write previous 
names in red since it sometimes appears that this is the new current name. 
Stack the forms, face up with one form on top of the next, to make a bundle of forms for  each bag of vials.   Do not “ nest”  
forms one inside the other . 
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INFORMATION ON BOXING AND SHIPPING THINPREP VIALS 

 
Place securely zipped plastic bags of vials in sturdy 
cardboard box.  Be sure to remove or obliterate any old 
mailing labels or markings from box.  Place 
accompanying forms on top of plastic bags and tape box 
closed.  Include enough cushioning material to prevent 
bags from moving around in the box.  Apply “peach”  or 
“salmon”  PAP label on top of box.  
 
 
 
 
 

Use clinic address stamp to show return address 
(illustrated to the right).  Fill in date and signature 
lines. 
 
 
 

 
 
 
If more than 50 vials are put in box, please add a    
#3 FLAMMABLE label to the box. 
 
A Biohazard label is NOT required. 
 
 
 
 
 
 

 
Web link to CYTYC regarding ThinPrep PreservCyt Shipping Requirements 

 
“How do I ship a PreservCyt vial with sample? What is the maximum amount of vials that I can ship?”  
 
Go to www.cytyc.com , select Products and Services near the bottom of the page, then select Technical Services near the bottom 
of the left hand column, then select FAQ’s near the center top of the page,  select Disposables FAQ’s, and click on the link in the 
third Question,  
or go directly to http://www.cytyc.com/85507srv/tsfaq.htm . Requires Adobe Acrobat Reader. 
 


