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I.
PURPOSE: This instruction defines specific Division of Veterinary Medicine policies for disposing of animal records (protocols, animal orders, etc.).

II.
SCOPE: This SOP applies to all personnel involved in handling, processing, filing, or using animal records, to include animal protocols, animal orders, animal invoices, etc.

III.
RESPONSIBILITIES:


A.
The Director, Division Veterinary Medicine (DVM) will review of this SOP annually.


B.
The NCOIC, DVM, will update this SOP annually and ensure that all military personnel are familiar with the contents of this SOP and comply to the policies contained herein.


C.
The LACUC Coordinator, Division of Veterinary Medicine, shall be responsible for the proper maintenance and disposal of animal protocols.


D.
Department Chiefs, DVM, will inform investigators of the proper use and disposal of animal records, cage cards, notes, etc.

IV.
AUTHORITY AND IMPLEMENTATION:


A.
AR 70-18, “The Use of DOD Animals in Research”


B.
USDA Animal Welfare Regulations

V.
PROCEDURES:


A.
Retention:



1.
Records, such as quality control data used in support of laboratory research will maintained for at least 3 years.



2.
Research protocols shall be assigned the MARKS number 70-9a.



3.
Research protocols, to include all related procurement and medical records that relate directly to proposed activities and proposed significant changes in ongoing activities which are reviewed and approved by the Animal Care and Use Committee shall be maintained for the duration of the activity and for an additional three years after completion of the activity.


B.
Staging:  Protocol files will be stored in the LACUC Coordinator's Office, in a secured cabinet.  The LACUC Coordinator shall be responsible for maintaining the security of these records.


C.
Access:  Files leaving the immediate storage area shall be signed out.  It is the responsibility of the LACUC Coordinator to ensure that the files are returned to their proper location.


D.
Destruction:  At the end of each 36-month period, old files shall be located and disposed of.   The Director, DVM, shall be notified prior to record destruction.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-751 dated April 1997.

REVIEWED AND APPROVED:

JOHN H. PARRISH

LTC, VC

Director, Division of

Veterinary Medicine
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