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STANDING OPERATING PROCEDURE


CAGE CARDS Bldg 511
I.    PURPOSE: To establish guidelines for printing cage cards for all animals assigned to Bldg. 511 Quarantine Section.

II.   SCOPE: Applies to all personnel making cage cards for Quarantine Section.

III.   RESPONSIBILITIES:

 A.   The Chief, Department of Animal Resources is responsible for annual review of this SOP.

            B.   The OIC, of each section is responsible for ensuring this SOP is implemented, and for updating this SOP as needed.
            C.   The NCOIC, of each section is responsible for ensuring all materials needed for 

producing cage cards are available and personnel are trained to perform ale aspects of this SOP.

          
 D.     The Department of Animal Husbandry (DAH) is responsible for providing approved personnel with a "due in" report and a copy of "request for issue" of animals as needed.

           E.     All DVM personnel are responsible for knowing procedures for producing and disposing of cage cards (SOP 4935).

IV.
GENERAL:

All animals housed in Bldg. 511. are required to have  individual cage cards with 

the exception of Mice housed by group and nonhuman primates.  Mice housed 10 per cage will have two cards per cage.

V.
PROCEDURES:

                   A.
Data For Cage Cards

                 1.  The DAH will provide a "due in" report or a 

"request for cage cards" to approved personnel.

                   2.   These reports will contain all data needed for 

cage cards with the exception of the date euthanized.

       B.  Cage Card Information

           1.  
Animal Information

                  a.  
Animal ID number

                   b. 
Species/strain/breed

                   c. 
Age/weight

                   d. 
Number of animals in a cage

                    e.  Location

             2.   Administrative Information

                                    a.  Investigator/Phone #/Protocol

                    b.  Date of receipt

                    c.  Animal request number (ANREQ)

                    d.  Vendor

        C.
Cage Card Files

          1.  
Microsoft Word files (templates) have been created to facilitate the printing of cage cards.

             2.  
The files are located in the Rodent Quarantine office, in the diskette box.  The disk is labeled "MS Word Cage Cards".

             3.  
Turn the computer on.  Go into Windows and select Microsoft Office then Microsoft Word.

           4.
  Insert the Cage Card disc, click on "File" from the pull down menu, and then click on I open".

           5.  
Select the "All drive.  Each investigator has their own separate file or template.

           6.  
Select the file needed by using the pointer/or the up and down arrows, highlight and select "Open".

             7.  You are now read, to input data.

     D.    Entering Data Cards

            1.    Be sure to use the CAPS LOCK and INSERT keys when 

needed.

             2.    Input new data obtained from "due in report" into the appropriate areas.

             3.  Save all the changes.

         E.
Printing Cards

                   1.   The HP Laserjet 4 Plus in room 131 may be queued to print the cage cards.

                    2.  Click on "File" from the pull down menu and click "Print".  Select the number of copies needed to print.  Click on "Print".

                    3.   Place the labels on the appropriate colored cage card.  Vendor determines the color:

                          A.  Charles River Labs - Blue

                          B.  Harland Sprague Dawley - Salmon

                          C.  Jackson Labs - Yellow

                          D.  Taconic   White

                          E.  Hill Top   Green

                          F.  FCRC - Pink

                          G.  Dominion - White

                          H.  Sasco - White

                           I.  All other vendors - White
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