PROCEDURES FOR SHIPPING ANIMALS FROM NIEHS TO OTHER INSTITUTIONS

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

COMMENTS

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

NIEHS PI:_____________________ Phone #:_________________ Mail Drop:_________

Animal Study Proposal (ASP) #: _____________

ڤ I am giving up ownership of these animals and a Signed Animal Transfer Agreement is attached. _______ OR

ڤ I am NOT giving up ownership of these animals.

ڤ Transfer of these animals is covered in my approved Animal Study Proposal and a copy of the approved ASP from the receiving institution is on file.

ڤ An amendment detailing the transfer of these animals and procedures is attached as well as a copy of the approved ASP from the receiving institution.
Completed Material Transfer Agreement submitted to Technology Transfer Coordinator (Dr. John Penta) is attached. _____

Requested Shipment Date: ___________________________

Where animals are being shipped to: __________________________________________

        Contact persons at destination: ___________________________________________

        Address: ____________________________________________________________

        Phone: ____________________________________

        FAX: _____________________________________

        E-Mail address: _____________________________

Principal Investigator at Destination: ____________________ Phone #: _______________

                                                                           Ship to address:_______________________

Veterinarian at Destination: ___________________________ _______________________

        Phone #: ____________________________                     _______________________

        FAX #: _____________________________                     _______________________

        E-Mail address:_______________________                     _______________________

Strain, sex and # of animals:__________________________________________________

Number of cages the animals are housed in at NIEHS:______________________________

Room # where the animals are located at NIEHS: _________________________________

**PI must mark the animals and/or cages of the animals to be shipped with animal shipment cage cards that can be obtained from Donald Cozart.  
The PI sends this form along with the Animal Transfer Agreement, Material Transfer Agreement, and amendment and the ASP from the receiving Institution, if needed, to the Animal Resource Specialist (Mr. Donald Cozart), MD C0-01, Bldg 101, Room C030, extension 1-1855. 
	

	2.
	The Animal Resource Specialist checks that above ASP is approved and current______ 

A copy of this shipping procedures form as well as the approved ASP from the receiving institution, or any amendments are sent to the ACUC Coordinator (Brooke Rogerson Beede), MD: C1-05, Room C159 for the ASP files.  This form is then sent to the assigned QAL Veterinarian (Dr. Jackie Locklear).
	

	3.
	The QAL Veterinarian contacts the veterinarian at the receiving facility for approval to ship.

Approval from receiving facility to ship animals: ________________________________

The QAL Veterinarian forwards this form back to the Animal Resource Specialist.


	

	4.
	The Animal Resource Specialist arranges the shipment in the order that the request was received, (prioritizing special requests as necessary).  Animals will not be shipped until approval from receiving veterinarian is received (item #3 completed).  Animals will not be shipped on Thursdays or Fridays.  Air carrier will not ship animals if the outside temperature (here or at destination) is in excess of 85(F or below 45(F.

Courier:___________________________________ Phone #:______________________

Truck:____________________Air:___________________________________________

Airbill #:________________________________________________________________

Pick-up date and time at NIEHS:_____________________________________________

Contact person at destination:_______________________________________________

Pick up date and time at destination:__________________________________________

Note:


	

	5.
	The Animal Resource Specialist notifies the Animal Husbandry Support

Contractor, at least three business days in advance of the shipment and the number of crates needed. Contractor notified:_______________________

The Animal Husbandry Support Contractor will construct the crates.

Number of Crates in Shipment with number of compartments:________________________


	

	6.
	The Animal Resource Specialist receives email notification from the Technology Transfer Coordinator that MTA has been approved:  

The original copy of this shipping form is sent to the ACUC office for confirmation of ACUC approval.
	

	7.
	The Animal Resource Specialist gives the VMS veterinarian (Dr. Terry Blankenship) three business days advance notice of the shipment.  The VMS veterinarian will examine the animals, complete the Animal Health and Shipping Certificate (NIH-1192), and give the completed form to the Animal Resource Specialist no later than the morning of the shipment.
	

	8.
	The Animal Resource Specialist will prepare the crates with the Health Certificate, packing slip, and labels.  

Animals that are to be shipped in microisolator (with bedding, feed, and a water bottle) cages will have their bar coded cage cards removed and be replaced by the PI with a shipment cage card.  Shipment cage cards can be obtained from Donald Cozart.
	

	9.
	On the day of the shipment the Animal Resource Specialist and a member of the animal husbandry contract will pack, identify, and label the shipping crate.  The shipping crates will have food, gel packs, nestlests, and bedding placed in each compartment. The shipping documents should be placed in a resealable plastic envelope so that USDA/APHIS personnel at the airport can view them.
	

	10.
	The Animal Husbandry Support Contractor will either have the animals available at a specific time for pick-up: _______ or will deliver animals to the airport :_______

The Courier will sign the waybill.
	

	11.
	The Animal Resource Specialist will notify all involved parties when the animals have arrived and state any problems that occurred.
	

	12.
	The Animal Resource Specialist will contact the receiving facility to coordinate the return of animal cages, if needed.  The Animal Husbandry Support Contractor will arrange for pick up and return of the caging to NIEHS.
	

	13.
	 The Animal Resource Specialist 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.
	


