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1. Any isolate that will be stored for more than 30 days MUST be logged on a “Storage Log Sheet for Patient Derived Isolates”.  Additional Log Sheets can be printed from the shared drive.

a. LAB -> Biosafety -> Organism Inventory -> Storage Log Sheet for Patient Derived Isolates

2. Print 2 labels, one for the vial and one for the log.

3. Place the requisition label in the log.  Record the source of the specimen, the organism isolated, the date stored, and the initials of the individual storing the organism.

4. Write the name of the organism on the vial.

5. Place the organism in the section for the current month in the storage racks in the -70 freezer.

6. The status of the inventory MUST be verified quarterly and reported to Senior Management.

7. Discrepancies MUST be reported to the Laboratory Supervisor and the Biological Safety Officer IMMEDIATELY.

8. If isolates are removed from the inventory for any reason, the date they were removed, the initials of the individual that removed the isolate, and what that person did with the isolate MUST be recorded in the log.

9. Isolates may be removed for disposal after they have been stored for 1 year.  This activity MUST be recorded on the log as described in Step 8.
10. Remember, individuals performing the audits may not be Laboratory personnel.  Ensure that the isolates are easy to locate and correspond directly to the entries in the log.
