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ANIMAL PROCUREMENT

To comply with federal regulations, implement an animal health certification program and insure that space and cages are available prior to the receipt of the animals ordered, all animal purchases require two conditions:

i) an animal protocol approval by the Institutional Animal Care and Use Committee before any animals will be authorized for purchase.

ii) advance communication to the Animal Care Facility staff.

To ensure the above, investigators using animals must adhere to the following procedure:

1)
The investigator fills out a request for a standing order (“open PO”) with the vendor. Open POs can be requested for a full year, with or without a limit in the spending amount.  Obtain the hard copy of the approved open PO from the established channels (UAS or the University Purchasing Department).

2)
The investigator will bring/mail a copy of the open PO to the Animal Care Supervisor, indicating in the PO the protocol number under which those animals are being purchased.

3)
Every time the investigator needs to order animals, he/she sends an email to the Animal Care Supervisor, who will take care of placing the animal orders. 

a) There will be two contact names/phone/emails in all orders: that of the investigator and of the Animal Care Supervisor. This procedure will prevent in the future the ongoing problem of vendors being unable to communicate with the investigator/Animal Care personnel when there is a change with the shipping of the animals or any other related question.

b) The Animal Care Supervisor will notify the investigator on the expected delivery date.

c) Since the Animal Care Supervisor will be placing the orders, he will be responsible for monitoring the arrival of the animals, and will also have access to all the data needed to generate adequate cage cards. 

4)
When the number of animals included in a protocol reaches 80% of the maximum approved, the Animal Care Supervisor will notify the investigator via email, copying the message to the Compliance Specialist.

