PROCEDURES FOR SHIPPING FROZEN EMBRYOS TO NIEHS

(FORM MUST BE TYPED)
	
	ORDER OF STEPS TO BE FOLLOWED IN NUMERICAL ORDER:
	DATE, NAME,

COMMENTS

	1.
	The Principal Investigator requesting the shipment to NIEHS shall provide the following information:

PI: _______________________________________________

NIEHS Animal Study Proposal # for transfer after rederivation: ______________________

Requested Shipment Date: _____________________________
Where embryos are being shipped from: _________________________________________

Strain:__________________________________________________ 

# Straws and embryos/straw:_________________________________________________     

Contact persons at origination point: _________________________________________

Phone/Fax/E-mail:________________________________________________________

My collaborator at the originating institute has informed me that a Material Transfer Agreement (MTA):

 Is required__________

 Is not required_______

Veterinarian at other Institution: _______________________________________________

        Phone #: ____________________________                     

        FAX #: _____________________________                     

        E-Mail address_________________________________________________________                     


	

	2.
	This form and a signed Material Transfer Agreement (if required by the originating institute) are sent to the Animal Resource Specialist, CMB/ARS (Donald Cozart), MD C0-01, Bldg. 101, Room C030, extension 1-1855.  The ACUC office reviews and approves the shipment request. 
	

	3.
	The Animal Resource Specialist for CMB/ARS sends the documents to the assigned CMB Veterinarian. The CMB veterinarian contacts the veterinarian at the origination facility for sentinel data and an animal health profile.

      Embryos are not approved for receipt_____.

      Embryos are approved for receipt_______.

The Veterinary Medicine Section, Room C120, extension 1-5708 is to be notified for receipt of frozen embryos.
	

	4.
	The Animal Resource Specialist for CMB/ARS will arrange the shipment in the order that the request is received, (prioritizing special requests as necessary).  Embryos will not be shipped without item #3 being completed.  Embryos will not be shipped on Thursdays or Fridays.  

All shipment arrangements will be made by the sender.  The Animal Resource Specialist for CMB/ARS will inform the sender of the following information.

· Courier: Fed Ex

· Must ship “Priority Overnight” – shipment will arrive by 10 AM the following day at the NIEHS Warehouse.

· Include complete shipping address and Bldg. 101/Laboratory C120 as final receiving point (the warehouse will deliver to room C120).

Pick-up date and time at origination:___________________________________________

Contact person/phone number at origination:_____________________________________

The Animal Resource Specialist will contact the warehouse on the morning the shipment is to be received to ensure timely delivery to room C120.
	

	5.
	The Animal Resource Specialist for CMB/ARS will notify the Veterinary Medicine Section (extension 1-5708) of the incoming shipment and the number of straws to be received.  


	

	6.
	The Animal Resource Specialist, CMB/ARS will complete NIH 1884 (Notice of Shipment) form along with the copy of the bar coded label and submit the form to the CMB Branch Chief for signature.  The signed form will be forwarded to the Office Services Branch, room C163, MD C1-01.
	.

	7.
	The Animal Resource Specialist, CMB/ARS will notify all involved parties when the embryos have arrived and will state any problems that occurred.
	

	8.
	The Animal Resource Specialist, CMB/ARS will complete the shipping paperwork and keep the records on file for three years.  This file will include any e-mail correspondence pertaining to this shipment.
	

	9.
	The Animal Resource Specialist, CMB/ARS will be responsible for returning the nitrogen shipper to the proper recipient within the allotted timeline.
	


