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I.
PURPOSE: To establish procedure for receiving animals at Building 503.

II.
SCOPE: All personnel responsible for animal care.

III.
RESPONSIBILITIES:


A.
The Chief, Department of Animal Medicine will review and update this SOP annually.


B.
All personnel Division of Veterinary Medicine will read and comply with this SOP.


C.
The Civilian Supervisor will ascertain that all husbandry personnel are in compliance with this SOP. 

IV.
PROCEDURES:


A.
General: Transport and house animals in accordance with Title 9, CFR, Animal Welfare Act.


B.
Prior to Arrival:



1.
Following the receipt of the weekly “Due-In Report”, note various shipments due in by:




a.
Date of arrival




b.
Room location




c.
Investigator/Protocol




d.
Species/Strain




e.
Number of animals




f.
Any special housing requirements



2.
Prepare rooms, as needed, and set up appropriate caging as dictated by special housing requirements.



3.
Cage cards or medical records should accompany arriving animals.  If not, generate cage cards and/or individual medical records as per SOP-DVM-938, Computer Generated Cage Cards, and SOP-DVM-750, Animal Health Records, respectively.  Prior to generating a new medical record, contact the shipping facility/section for current medical record location.  NHPs, dogs, and swine will have individual medical records; rodents and lagomorphs will not.


B.
Animal Receipt:



1.
Receive animal cartons and shipping containers at the Loading Dock of Building 503.  Never place animal cartons directly on the floor.  Personnel receiving the animals should notify animal caretaker leader that animals have arrived.



2.
Check the receipt against weekly Due-In Report requests prior to accepting any animal delivery.



3.
Check the shipping label against the Due-In Report to make sure the animals were delivered to the appropriate receiving area. Note the number of crates, birth date, number of animals received.



4.
If any cages that have not been identified on the weekly Due-In sheet arrive, contact the Supply Management Officer (SMO) immediately.



5.
Check integrity of the shipping container if the shipment has come directly from the vendor.  Containers covered with a filter membrane and containing SPF/VAF animals must be intact.  Reject any container with a torn filter paper and contact the SMO immediately.



6.
An Animal Caretaker Leader will coordinate and prepare rooms and caging for incoming animals by doing the following:




a.
Sort boxes by investigator, protocol number and room location.




b.
Check the number of cage cards against the number of animals ordered.  Sort the cage cards and place on top of each group of animals.




c.
Move boxes to the outside of the designated holding room.  Resolve any discrepancies with the delivery prior to placing animals in the holding room.  Using appropriate precautions (IE: biohazard/barrier room) place animals in appropriate caging\per SOP’s.  While transferring animals check for overt signs of disease. Examples: ear/skin ectoparasites, nasal/ocular discharge, diarrhea, abscess, or infected wounds.



10.
Identify rejected animals, regardless of cause, and notify the SMO.  The SMO will provide disposal instructions.



11.
Record information in the Animal Receipt Logbook and notify investigator of receipt of animals.  Verify in the Animal Receipt Logbook when the investigator or investigator’s representative has been notified.



12.
For all large animal deliveries, a veterinary technician will assist with the identification, housing, and brief physical.  If necessary, identify the animals with electronic transponders.



13.
Send dirty transport racks and cages to the cage wash for cleaning prior to returning them to Building 511.



14.
The animal caretakers who house the animals will dispose of the empty containers and cartons in the designated dumpster as soon as they have transferred the animals into their proper housing.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-924 dated October 1996.
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