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I.
PURPOSE: To establish guidelines for printing and laminating cage cards for all animals assigned to Building 503.

II.
SCOPE: Applies to all personnel making cage cards for Building 503.

III.
RESPONSIBILITIES:

A.
The Chief, Department of Animal Medicine is responsible for reviewing this SOP annually.

B.
The NCOIC is responsible for updating this SOP annually, and for ensuring all materials needed for producing cage cards are available.

C.
The Supply Management Officer (SMO) is responsible for providing section NCOIC, 4th floor Civilian Supervisor and receiving leader with a "due-in" report.

D.
All personnel are responsible for knowing procedures for producing and disposing of cage cards.

IV.
DEFINITIONS:


A.
The cage card generating program is located on the COMPAQ Prolinea 4/100 system located in Room ____, Building 503.  


B.
Information for cage cards is obtained from the weekly “due-in” roster or may be obtained from the SMO.

V.
PROCEDURES:


A.
General: Access the cage card program by turning on the computer and go to WordPerfect 6.0.  Go to C: drive by clicking File menu, choose open, then choose file manager F5, then type “C:”.  Retrieve the cage card file.


B.
Cage Cards:



1.
Once the program has been started you can create cage cards by changing all the necessary information on the first cage card on the screen.  Delete all the other cage cards by highlighting the other cards then pressing the delete button.



2.
To copy the number of cards needed, highlight the cage card, go to edit menu, choose copy and paste, move cursor to next blank cage card, then press enter.  To make more copies, move the cursor to the next blank card and press CTRL-V.  Repeat until you have the desired number of cards.


C.
Printing cage cards



1.
Once all data has been entered or updated click and hold on the FILE menu and drag down to PRINT\FAX ‑ release button.



2.
The print\fax window is now on the screen.  Select number of copies.  Check to make sure that printer is set to LaserJet II



3.
Click on PRINT then press Shift F7, 6 to resume printing.



4.
Feed laser/label paper (2x4) into printer and press G.



5.
After labels are printed, place on colored cage card paper.



6.
Save the file.


E.
Disposition of Cage Cards



1.
Any information hand written on the cards should be done in pen.



2.
Cards will be placed in a cage card holder on each cage of animals.



3.
Cards taken from animals euthanized will be marked with the date of euthanasia on appropriate line and placed in the "Cage Card" box located outside of room 4019.


F.
Replacing Lost or Damaged Cards



1.
All cages will be checked during daily rounds for missing or damaged cards.



2.
Anyone noticing missing cards will notify appropriate personnel immediately.



3.
Replacement cards will be made immediately.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-938 dated October 1996.
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