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Animal Import Ordering Guide

Rodent Health Monitoring Program (RHMP)

Step 1:
Complete the ‘Importing Animals from Outside Institutions’ Animal Request Form.

Step 2:
Request Health Reports directly from the sending institution. Health reports must be no older than three months.

Step 3:
Submit completed request form to Animal Purchasing along with:

 FORMCHECKBOX 
 Health Reports

 FORMCHECKBOX 
 Material Transfer Agreement (MTA) or any other signed legal documents (if applicable)
 FORMCHECKBOX 
 Invoice or Price Quote for related charges (freight not included) (if applicable)

Submit this packet via email to import@uw.edu.

Step 4:
The Animal Import Office will complete Department of Comparative Medicine information. If needed, a Purchase Order (PO) will be created and submitted to the UW Main Purchasing Office. Once the Purchase Order and any legal documents have been approved by the UW Main Purchasing Office, a PO approval email will be sent to the vendor/institution and the Animal Import Office.

Step 5:
Health Reports are reviewed and approved or denied by RHMP.

Step 6:
After Animal Importing has received approval from both RHMP and the Main Purchasing Office, the exporting institution is contacted and the requestor informed that the animals have been approved to ship. The necessary shipping information will also be included in this correspondence.
Step 7:
Notification of expected arrival date will be sent to the requestor when Animal Importing is informed from the exporting institution.
	     
Today’s Date
	Importing Animals from Outside Institutions

Request Form
	Comp Med Req #

	

	· Forms will not be accepted with blank information. Email as a *.doc or *.docx attachment to import@uw.edu. 
· The following page is for DCM use only.
· Handwritten, faxed, and walk-in orders are not accepted. Forms revised older than one year are also not accepted.
Animals obtained through the University of Washington are the property of the university; not the individual investigators.

	I have completed and submitted:


 FORMCHECKBOX 

Animal Import Form


 FORMCHECKBOX 

Health Reports
	If required, I have completed and submitted:


 FORMCHECKBOX 

Material Transfer Agreement

 FORMCHECKBOX 

Invoice or Price Quote for related charges (freight not included)

	A. University of Washington Requesting Lab Information

	     
	     
	     

	Principal Investigator Name (Last, First MI)
	Protocol #
	Department

	     
	     
	     
	     
	     

	Requester Name (Last, First MI)
	E-Mail Address (@uw.edu)
	Lab Phone # (206)
	Order Budget #
	Per Diem Budget #

	

	B. Description of Animals If more space is needed, please attach documentation.
	C. UW Final Housing

	     
	1
	     
	Qty
	     
	     
	     
	     

	Species
	
	Strain
	
	M
	F
	Age or Weight
	Facility Name

	
	2
	     
	Qty
	     
	     
	     
	     

	
	
	Strain
	
	M
	F
	Age or Weight
	Animal Room #

	
	3
	     
	Qty
	     
	     
	     
	ABSL2
 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

	
	
	Strain
	
	M
	F
	Age or Weight
	

	

	D. Exporting Institution Information

	     

	Institution Name

	     
	     
	     
	     

	Institution Mailing Address
	City, State
	Zip
	Country

	

	     
	     
	     

	Principal Investigator Name
	Phone #
	E-Mail Address

	     
	     
	     

	Lab Contact Name
	Phone #
	E-Mail Address

	     
	     
	     

	Veterinarian Name
	Phone #
	E-Mail Address

	     
	     
	     

	Export Shipping Coordinator  Name
	Phone #
	E-Mail Address

	

	E. Non-Freight Expenses
	F. Additional Information

	Will the Exporting Institution be billing us for expenses that do not include shipping or freight? Comparative Medicine will create the

Purchase Order.
	No   FORMCHECKBOX 

Yes  FORMCHECKBOX 

	(ex.) Will these be used for terminal experiments during the quarantine period? 

Do you have a tentative delivery date?
     

	

	Department of Comparative Medicine Use Only

	AT Supervisor Room Approval
	Approved By:
	Notes or Comments

	Quarantine Room:
	
	
	

	Final Room:
	
	
	


Department of Comparative Medicine Use Only
	Animal Purchasing

Animal Import Worksheet
	
	
	

	
	Trans SIRIUS #
	RHMP #
	CompMed Req#

	Receiving Investigator Information

	     
	     
	     

	Today’s Date
	Investigator’s Name
	Department

	     
	     
	
	     
	     
	     

	Protocol
	Budget
	Purchase Order
	Lab Contact
	Phone
	E-Mail

	     
	     
     
     
	M     /F     
M     /F     
M     /F     
	     
     
     
	           

	Species
	Strain
	Sex/Quantity
	Weight / Age
	Facility / Room

	     
	     ,      

	Sending Institution 
	City, State, Country

	Date
	Notes
	Date
	Notes

	
	Sent to Rodent Health Monitoring for approval.
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Quarantine & Testing Notes
	Additional Information from Requestor: 

	
	House as Requested
	Additional Notes:
	     

	
	K-Wing Quar K002A
	
	

	
	Foege Quar N040
	
	

	
	SLU Quar B50
	
	

	
	SLU 3.1 Quar E070
	
	

	
	UW quarantine panel
	
	

	
	UW Opti-Q
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