
Community Health Care – FIT Mailing DRAFT_v2

Pe
rs

o
n 

1
TE

K
Pe

rs
o

n 
2

C
o

m
m

u
n

it
y 

H
ea

lt
h 

C
ar

e 
A

d
m

in
is

tr
at

iv
e 

O
ff

ic
e

C
lin

ic
 F

ro
n

t 
O

ff
ic

e 
St

af
f

C
lin

ic
 B

ac
k 

O
ff

ic
e 

St
af

f
La

bC
o

rp

Bad addresses and 
extraneous 

information is 
removed from 
tracking sheet

Addresses on 
tracking sheet are 

verified

Bad addresses 
identified by TEK 

are removed

Tracking sheet 
formatted to print 

labels

Test tube and 
address labels are 

printed

Envelopes are 
printed with 

postage

Envelopes are 
stuffed with correct 
number of flyers in 

Eng/Spn/Rus

Tubes and 
envelopes are 

affixed with labels

Send email to team 
when preparations 
for the mail out is 

finished

KITS are placed in a 
bag with the 

number of KITs in 
each bag displayed 

on the side

USPS bulk mail 
paperwork is 

completed (a copy 
is kept for records)

Bags are taken to 
USPS BMEU for 

mailing

Mail returned 
with new 

forwarding 
address?

Yes
KIT is resent to 

newly identified 
address

No

Patient returned 
completed FIT 

kit?

Yes

No
Automated call sent 

2 weeks after 
mailing

Patient returned 
completed FIT 

kit?

Yes

No
Automated call 4 

weeks after mailing

Patient returned 
completed FIT 

kit?

Yes

No

END
Pt refused FIT or is 
lost to follow up – 
pt will continue to 
be overdue for crc 

screening

START
Tracking sheet 

generated using 
master list report 

containing list of pts 
due for mailing 

Final count of Eng/
Spn/Rus materials 
needed is obtained

When the mail out gets to 
the stuffing/ mailing steps, 
multiple people help to get 
the mailing out the door.

FITs are separated 
by clinic code 

(code is printed on 
return label)

FITs are received by 
Front Desk staff

Courier transports

Front Desk staff 
gives FITs to Nurse 
or MA assigned to 

clinic

Nurse or MA places 
lab order into 

NextGen

FITs are received by 
LabCorp staff

FITs are processed

END
FIT results are 

entered into patient 
chart


	CHC_FITmailing_swimlane_v3.vsdx
	Page-1


