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PURPOSE

To establish guidelines by which all research investigators abide by in ordering research animals for approved protocols.

STANDARD OPERATING PROCEDURE

A.
Each principal investigator must have an approved animal use protocol before ordering animals.

B.
Each principal investigator/research technician must have gone through certification process prior to ordering animals.

C.
Each animal entering the ACHRI Animal Facility must be ordered or approved through the Office of Animal Research Administration.

D.
Animal order forms are available in the office of Animal Research Administration.

E.
Animal order forms must be completely filled out by the certified investigator or 
technician including account numbers, protocol file numbers, date needed, etc.

F.
Orders must be received in the office of Animal Research Administration no later than 5 business days before arrival of animal, this includes any changes in orders.

G.
The program coordinator for Animal Research is responsible for calling vendors and 
verifying availability on the dates requested and notifying the investigator of any 
problems.

H.
The program coordinator is responsible for processing the animal orders, including 
filling out appropriate paperwork, calling in PO# to vendors, handling delivery 
information, etc.

I.
If an animal is not available from the vendor requested, the program coordinator will 
explore other options of locating the requested animals and notify the investigator of 
these options.

