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I.
PURPOSE: To establish guidelines for printing and laminating cage cards for all animals assigned to Department of Animal Resources.

II.
SCOPE: Applies to all personnel in Division of Veterinary Medicine responsible for creating, printing and laminating cage cards.

III.
RESPONSIBILITIES:


A.
Chiefs, Departments of Animal Resources and Animal Medicine, will review this SOP annually.


B.
Department NCOIC will:



1.
Ensure all aspects of this SOP are followed and report any problems to the Chief, Department of Animal Resources or the OIC of the section involved.



2.
Ensure training of all personnel on printing and laminating of cards.



3.
Ensure all cage cards are printed as needed.



4.
Update this SOP annually.


C.
Section NCOIC will:



1.
Ensure all aspects of this SOP are followed and report any problems to the OIC of the section involved and the Chief, Department of Animal Resources.



2.
Train personnel on printing and laminating of cards.



3.
Ensure all cage cards are printed as needed.


D.
Department of Animal Husbandry (DAH) will:



1.
Provide appropriate personnel with a due in report.



2.
Provide appropriate personnel with issue request for cage cards.


E.
DVM Personnel will:



1.
Know how use software used to generate cage cards, input data, print and laminate cards.



2.
Dispose of old cards according to SOP (see IV. E).

IV.
PROCEDURES:


A.
General: All DVM animals are required to have individual cage cards with the exception of rodents housed by group and non-human primates.



1.
Rodents will have a single cage card made for a group housed in a single cage (five or less animals).



2.
Mice housed five to ten per cage will have two cards per cage.


B.
Data for Cage Cards:



1.
The Department of Animal Husbandry will provide a “Due-In Report” or a “Request for Cage Cards,” to appropriate personnel.



2.
These reports will contain all data needed for cage cards with the exception of the animal's ID # and the Date Euthanatized. 




a.
The ID# from the Due-In Report will be filled in upon receipt of the animal.




b.
The date euthanatized will be filled in upon euthanasia of the animal.




c.
Personnel who find animals dead will annotate date of death of animal on the cage card.


C.
Cage Card Requirements: All cage cards will have the following information:



1.
Animal Information




a.
Animal ID #




b.
Species/strain/breed




c.
Age /weight




d.
Number of animals in cage




e.
Location



2.
Administrative Information




a.
Receipt date




b.
Vendor




c.
Protocol #




d.
Investigator’s name & phone #




e.
Animal request #  (ANREQ)




f.
Date euthanatized (left blank until euthanatized)


D.
Printing and Laminating Cage Cards:



1.
Printing cage cards is the responsibility of individual section.  If an individual section lacks the ability to produce cage cards they will coordinate with a section with cage card capability. All cage card files will be archived on diskettes.



2.
Cage cards will be printed as soon as possible after receiving the “Due-in Report”.  The cage cards are color coded to identify vendor.




a.
Charles Rivers Labs - Blue




b.
Harlan Sprague Dawley - Salmon




c.
Jackson Labs - yellow




d.
Taconic - White




e.
Hill Top - Green




f.
FCRC - Pink




g.
Dominion - White




h.
Sasco - White




i.
All others -White 



2.
All cage cards will be trimmed down with the paper cutter before laminating. Cut 1 1/2 inches off the right side.



3.
Individual cage cards are now ready to be cut from the sheet. Use the guidelines on the paper cutter located in room 105 to ensure you have the correct size. 


E.
Disposition of Cage Cards:



1.
Cage cards for animals coming into individual sections will be annotated with individual animal ID numbers using a PERMANENT marker and placed in a cage card holder on each animal's cage.



2.
When animals are transferred, cage cards will be left in place and shipped them along with the animal.



3.
Cards taken from the animals euthanatized are marked in permanent ink "EUTHANATIZED and date", and hand carried or transmitted to the DAH. 


F.
Replacing Lost or Damaged Cage Cards:



1.
All cages will be checked during daily rounds for missing or damaged cage cards.



2.
When cage cards are noted as missing or damaged, the appropriate person will be notified to ensure replacement occurs.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-911 dated January 1997.
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