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I.
PURPOSE:
To provide guidelines for the shipment of biological samples to laboratories by Federal Express.

II.
SCOPE:
This procedure applies to all personnel shipping samples.

III.
RESPONSIBILITIES:


A.
The Chief, Department of Animal Husbandry is responsible for reviewing this SOP annually.


B.
The Department NCOIC’s are responsible for implementing this SOP.


C.
The NCOIC, DAH will be responsible for updating this SOP as needed or annually.


D.
All Personnel will insure they follow the instructions outlined in this SOP.

IV.
PROCEDURES:


A.
Determine which laboratory the samples should be sent to. Laboratories presently under contract are listed in Annex 1.


B.
Instructions for sample submission:



1.
Call appropriate lab to receive specific instructions on samples to be submitted.



3.
Place serum in a plastic serum tube and cap tightly.



4.
Label tube with the animal's ID number and species using a permanent marker.



5.
Serum samples must be frozen and kept frozen during shipment.  Dry ice may be used for quick freeze.



6.
Serum samples will be placed in a ziplock bag with absorbent material such as paper towels.



7.
The ziplock bag will be placed in another ziplock bag containing cold packs or blue ice.



8.
Obtain a shipping box from the Division Pharmacy.




a.
These boxes have a styrofoam container already in them.




b.
If Pharmacy is out of shipping boxes, a styrofoam container must be placed in a cardboard box.



9.
Line the styrofoam container with a plastic bag.



10.
Place the ice packs, ziplock bags in the plastic bag inside the styrofoam and seal.



11.
Fill out lab slips (SF 557 MISC) with the following information: (or use lab provided slip).




a.
Name




b.
Address




c.
Phone number




d.
POC




e.
Annotate which tests are requested in the remarks section




f.
Annotate the number of samples in the top left portion of the form




g.
Animal ID #(s)



12.
Make 3 copies of the lab slip and place as follows:




a.
Put one copy in an envelope and place it in a ziplock bag.




b.
Place the ziplock bag inside the styrofoam container on top of the sealed plastic bag.




c.
Place one copy in an envelope and tape it to the outside of the box.




d.
Keep the other copy for section records.



13.
Place the cover on the styrofoam container and seal with tape.



14.
Place the styrofoam container in a cardboard box and seal the box with tape.



15.
Seal the box with masking tape or package tape.

NOTE:
This information will be needed for the Federal Express form and to give to the phone representative when you call for pick up. 



16.
Obtain the Federal Express form from the Department NCOIC.



17.
Complete the Federal Express Airbill.



18.
Call Federal Express (see airbill for phone #) to schedule a pick-up. Our account # is 1538-4704-5.



19.
The Department’s contract allows for seven (7) day, any hour (day or night) pick-up with next day delivery, if necessary.

NOTE:
This schedule allows for deliveries/shipments on weekends and holidays.  However, these types of deliveries should be minimized.



20.
Phone and inform the POC at the destination laboratory and inform them that the samples are en route.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-711 dated June 1997.

REVIEWED AND APPROVED:

JOHN H. PARRISH

LTC, VC

Director, Division of

Veterinary Medicine

Prepared by

ANNEX 1
SOP-711  Shipment of Serum by F.E.

Q-Fever samples are submitted to:

University of California, Davis

School of Veterinary Medicine

Dept. of EPM 111, Surge IV

Davis, CA 95616

POC:  Al Roth, Richard Casten

Phone: (916) 752-2377

Herpes B samples are submitted to:

B Virus Resource Laboratory

Viral Immunology Center

Georgia State University

50 Decatur Street

Atlanta, Georgia 30303

POC:  Dr. Julia Hilliard

(512) 673-3269
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