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STANDING OPERATING PROCEDURE

Receipt and Storage of Animal Bedding

I.
PURPOSE: To establish procedures for receiving animal bedding.

II.
SCOPE: Applies to the receipt, storage, and issue of all animal bedding and litter.

III.
RESPONSIBILITIES:


A.
Chief, DAH will ensure that the guidelines contained within this SOP are followed and will review this SOP annually.


B.
Civilian Project Supervisor shall be responsible for training and oversight of these procedures and will update this SOP annually.


C.
Civilian Project Animal Care Supervisor at each facility will read and comply with these procedures.

IV.
PROCEDURES:


A.
The responsible individual as designated by the Contract Supervisor will:



1.
Check shipping documents and ensure that the shipment has arrived as ordered and has been delivered to the correct facility.



2.
Inspect all pallets as they are unloaded.



3.
Not accept any broken or torn bags or those that show signs of damage.



4.
Count all bags and verify number with the receiving documents.  If there is a discrepancy, contact the Civilian Contract Supervisor.


B.
Store bedding in a designated storage area on pallets at least 6 inches off the floor and away from the wall.


C.
Stamp the receiving date on each bag of bedding received.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-416 dated June 1997.
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