[image: image1.png]


 


Information Sheet – Procedures for shipping samples to the NCI Frederick Central Repository Services (NCIF-CRS) at Fisher BioServices

Business Hours: Monday – Friday 8:00 am to 5:00 PM EST/EDT

Delivery Contact/Address Information

Business Contact: Judith Franke

Shipping Contact: Timothy Sharp
Shipping Address: Fisher BioServices, Inc.

4600 Wedgewood, Blvd., Suite H




Frederick, MD 21703

Phone:

301-694-5911

Fax:


301-694-8011
Schedule:  Shipments of biological materials sent to and shipped from the NCIF-CRS are sent Monday – Wednesday only to ensure delivery by Friday (local deliveries excepted).

Notification: On the date of shipment, please send an email that includes the electronic manifest listing the contents of your shipment as well as the courier used and the tracking and/or air waybill numbers to Timothy.Sharp@ThermoFisher.com and Judith.Franke@Thermofisher.com.  This information will provide the necessary information so personnel can track your shipment until delivery is confirmed.

Electronic Manifest: An electronic manifest will allow us to efficiently inventory your shipment and upload the data directly into our inventory tracking system.  The manifest may be in Excel, comma delimited or text delimited formats.  The following fields are required:

· ID on vial (Unique ID for each specimen/vial)

· Material Type

· Study ID or Source Code for which the sample was collected

· Volume (or Qty of material in vial)

· Volume Unit

· Box and grid or Row and column location within the box (Only required if samples are not uniquely labeled)

Only required fields are listed above, however, additional information is often recommended and may also be included in the manifest and uploaded to our system.  If you would like to track specific data points, please contact us, we would be happy to discuss it with you and determine the best way to assist you.

Labeling of vials:  We recommend that each sample vial be labeled with a bar-code that contains only a unique ID. The unique ID should also be printed (eye-readable) on the label to provide for human visual comparison.  Specific types of labels are needed to be able to stand-up to the harsh freezer environment.  If you do not currently print and apply barcode labels, we would be happy to assist you in implementing barcodes for your study/site.  We are also able to pre-print labels and send them to you. Information regarding guidelines for label choice can be found at http://web.ncifcrf.gov/repository/cr/docs/WhitePaper.pdf 

Study Initiation:  The more information we know at study initiation, the better we will be able to serve your needs.  Below is a list of some standard pieces of information we will need in order to provide you with accurate price quotes and to get your project started as quickly as possible.

What Services are you interested in? (Please mark all that apply)

Storage and Distribution

Fresh Specimen Processing

Aliquotting of frozen material

What is the project/study name?

How many vials/samples will you be sending to us?

What are the volumes/tube size(s)?

How are samples labeled?  Are they barcoded?  If not, would you like us to add a barcode upon receipt at the repository?  Are there patient identifiers (Protected Health Information) on the vials?
Is an electronic file/dataset available for our use in comparing inventory received to what you have sent to us?

At what temperature do you want your samples to be stored? (Ambient, +40C, -200C, -800C -1500C)

When would you like to initiate shipments to Fisher BioServices?  How often should we expect shipments and how many samples/boxes of samples and packages should be expected for each? At what temperature will the material be shipped?

How many sites/organizations will be shipping samples to us for your project?

Who are the contacts at each site?

What are the shipping addresses, email addresses and phone numbers for each site?

What material types are involved and are they infectious?  If infectious, what pathogen is present?

Will the site require assistance complying with the US Department of Transportation (DOT) and the International Air Transport Association (IATA) Regulations regarding personnel training, appropriate packaging, labeling and shipment classification?

Will you need us to provide supplies for shipment?  Would it be beneficial to you for us to decontaminate and return empty shipping containers to you for reuse?

Will an import/export permit be required?

Do you have a courier preference?  Fisher BioServices receives deep discounts for shipping due to our high volume and ability to access GSA rates. Typically, shipping charges are incurred by Fisher BioServices and then passed through to the user. Is this acceptable or do you prefer another mechanism?

Who has permission to add and withdraw samples from your collection?
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