UW Medicine - Pathology

2000-01-01-07
Unpacking Procedure
	Adopted Date: 06/03/11
Review Date:

Revision Date:


PURPOSE

The goal of this procedure is to identify in details the steps for receiving and unpacking the supplies for IHC lab.

PROCEDURE
The supply in IHC lab are of four kinds:
· Antibodies

· FISH probes

· Chemicals and reagents

· Other supplies

Follow these steps to unpack:

· Open the packing slip and make sure the package belong to our lab ( NW211- Main). If miss-delivered, please route it to the correct lab or call material management receiving to notify them of miss-delivered package.
· Open the package with a box opener. Make sure the item specified in the packing slip is the same item and same quantity as the one in the box.
· If correct, date stamp and initial the packing slip and put it in front of the "  packing slip folder" by the main terminal, in IHC lab. Then depending on  what item you received proceed with the following steps:

1. If antibody vial is received

· Date stamp the data sheet received with the antibody vial. If there is no data sheet print one from the vendor's website.
· Date stamp the antibody vial. 
· Take one " titration worksheet" and fill out the top portion of the of the form including: reagent's name, clone, storage, date received, vendor, catalog number, lot number, expiration date, species, number of vial received, diagnostic use and check mark the what category is the new vial for.
· Staple it back to back to the data sheet. Slide both sheet in a page protector. Take it to  IP Float desk and leave it  in area designated for new antibodies to be tittered. 
· If the new lot received is the same as current lot then mark it on  the titration form and file it in the data sheet binder. No further steps needs to be taken.
· If more than one vial was received number the vials. ( ie:    " 1 of 2"  or " 2 of 2" )
· Write the antibody's name abbreviation on top of the vial.
· Store the vial in the refrigerator in the backup box for the antibodies.
2. If FISH probe is received

· Date stamp the Probe kit vials and the data sheet. Write the lot number and expiration date on the data sheet and file it in the Fish data sheet binder.
· Fill the corresponding gray card with date received,  Probe lot number and expiration date.
· If FISH H2N probe is received, take all the reagents out of the original box, date stamp it. Store the FISH probe vials, DAPI and NP40 in -20 Freezer in the appropriate  box labeled for FISH H2N, DAPI and NP40.
· If FISH other than FISH H2N are received, put the kit in the Plastic Ziploc bag.Using a big sticky note, label the bag with  FISH probe's name, date received, lot # and  expiration date. Store it in -20 Freezer in the shoe box container labeled as " FISH probes".
3. If Chemicals and reagents are received

· Date stamp the chemical.

· If the chemical doesn't have an expiration date, put an expiration date of 10 years from received date.

· Stick an HMIS rating ( diamond label) on the container and store it in the chemical section. 
4. If supplies other than above  are received

· Date stamp them.
· Store them where it needs to be stored.
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