Sampling Instructions for UM Core Lab 
Samples should be obtained from patients using the kit provided by University of Maryland Baltimore CCRL. 
It is imperative that you collect, process, and store samples according to the directions below.
**All human body fluids should be handled as potentially infectious.  Personal protective equipment should be used according to local safety regulations.**
Note: If there are any questions about any of the processing components, do not hesitate to contact the Core Laboratory at email: hrebuck@som.umaryland.edu or call 410-706-7734. 
Sample collection and Processing Instructions
Kit Components
Specimen Kits were sent to your facility with the following components: 
· (1) One - 6.0ml EDTA vacutainer
· (1) One - 6.0ml Lithium Heparin vacutainer
· (2) Two graduated disposable pipettes
· (12) Twelve sample vials
· (6) Six purple caps

· (6) Six green caps

Use one kit for each draw time – 0hr, 1hr, 2hr, 3hr.  All kits are identical.
Collection 

· Use standard venipuncture techniques in accordance with institutional standards and requirements to collect blood.  
Processing 
Each sample must be centrifuged within 2 hrs, and then aliquoted and frozen within 4 hrs. 
1)  MIX the EDTA and lithium heparin tubes well by inverting 8-10 times to ensure the anticoagulant is dispersed throughout the sample.
Inversion technique: An inversion is one complete turn of the wrist, 180 degrees, and back. Tubes should be inverted according to recommendations.

2) Centrifuge each tube at 1000-1300 x g (g-force) for 10 to 15 minutes. Older centrifuges may only use RPMs and may not automatically convert to g-force. Verify your centrifuge automatically converts RPMs to g-force. If not, locate the User Guide and/or User Manual and check to see if a conversion table is contained within for RPM to g-force. If not, check the manufacturer’s website for this information or check with your bioengineering group.

3) Use the graduated pipette, transfer 0.5ml of the resulting pale yellow plasma layer into each cryovial in the kit.  Use 1 pipette for each sample type – EDTA and Li Hep
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4) Cap the lithium heparin vials with the GREEN lids

5) Cap the EDTA vials with the PURPLE lids
Labeling Vials
· Use the roll of labels provided to label the vials. Be sure to match the correct label, paying attention to the anticoagulant for your aliquots!
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· Place the label on the vial so that the barcode is vertical along the side of the vial NOT horizontal. Otherwise, the barcode will not be able to be scanned*.
* The sample numbering depicted in the images on this page does not reflect the correct way to number samples for this study. Refer to these images for the barcode placement only.
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Correct label placement on vials
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  Incorrect label placement on vials

· Document your aliquots on the specimen tracking form as shown below.
Recording your samples on the specimen tracker

· After your aliquots are labeled, record them on the specimen tracker as illustrated below
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Box Placement

· Keep all samples vials from each subject together by placing the time points one after the other (from left to right in each row) in the sample box. Start with the EDTA vials for each time point. See Table A below for a visual aid. 
TABLE A
Subject #2 would then continue to the next box
BACK OF BOX
	EDTA                Subject 2                   time 2hr
	EDTA                Subject 2                   time 2hr
	EDTA                Subject 2                   time 2hr
	EDTA                Subject 2                   time 2hr
	EDTA                Subject 2                   time 2hr
	EDTA                Subject 2                   time 2hr
	Li Hep             Subject 2                   time 2hr
	Li Hep             Subject 2                   time 2hr
	Li Hep             Subject 2                   time 2hr
	

	EDTA                Subject 2                   time 1hr
	EDTA                Subject 2                   time 1hr
	EDTA                Subject 2                   time 1hr
	Li Hep               Subject 2                   time 1hr
	Li Hep               Subject 2                   time 1hr
	Li Hep               Subject 2                   time 1hr
	Li Hep               Subject 2                   time 1hr
	Li Hep               Subject 2                   time 1hr
	Li Hep               Subject 2                   time 1hr
	

	Li Hep              Subject 2                   time 0
	Li Hep              Subject 2                   time 0
	Li Hep              Subject 2                   time 0
	Li Hep              Subject 2                   time 0
	Li Hep              Subject 2                   time 0
	Li Hep              Subject 2                   time 0
	EDTA                Subject 2                   time 1hr
	EDTA                Subject 2                   time 1hr
	EDTA                Subject 2                   time 1hr
	

	Li Hep                Subject 1                   time 3hr
	Li Hep                Subject 1                   time 3hr
	Li Hep                Subject 1                   time 3hr
	EDTA                Subject 2                   time 0
	EDTA                Subject 2                   time 0
	EDTA                Subject 2                   time 0
	EDTA                Subject 2                   time 0
	EDTA                Subject 2                   time 0
	EDTA                Subject 2                   time 0
	

	EDTA               Subject 1                   time 3hr
	EDTA               Subject 1                   time 3hr
	EDTA               Subject 1                   time 3hr
	EDTA               Subject 1                   time 3hr
	EDTA               Subject 1                   time 3hr
	EDTA               Subject 1                   time 3hr
	Li Hep                Subject 1                   time 3hr
	Li Hep                Subject 1                   time 3hr
	Li Hep                Subject 1                   time 3hr
	

	EDTA               Subject 1                   time 2hr
	EDTA               Subject 1                   time 2hr
	EDTA               Subject 1                   time 2hr
	Li Hep                Subject 1                   time 2hr
	Li Hep                Subject 1                   time 2hr
	Li Hep                Subject 1                   time 2hr
	Li Hep                Subject 1                   time 2hr
	Li Hep                Subject 1                   time 2hr
	Li Hep                Subject 1                   time 2hr
	

	Li Hep               Subject 1                   time 1hr
	Li Hep               Subject 1                   time 1hr
	Li Hep               Subject 1                   time 1hr
	Li Hep               Subject 1                   time 1hr
	Li Hep               Subject 1                   time 1hr
	Li Hep               Subject 1                   time 1hr
	EDTA               Subject 1                   time 2hr
	EDTA               Subject 1                   time 2hr
	EDTA               Subject 1                   time 2hr
	

	Li Hep                Subject 1                   time 0
	Li Hep                Subject 1                   time 0
	Li Hep                Subject 1                   time 0
	EDTA               Subject 1                   time 1hr
	EDTA               Subject 1                   time 1hr
	EDTA               Subject 1                   time 1hr
	EDTA               Subject 1                   time 1hr
	EDTA               Subject 1                   time 1hr
	EDTA               Subject 1                   time 1hr
	

	EDTA                Subject 1                   time 0
	EDTA                Subject 1                   time 0
	EDTA                Subject 1                   time 0
	EDTA                Subject 1                   time 0
	EDTA                Subject 1                   time 0
	EDTA                Subject 1                   time 0
	Li Hep                Subject 1                   time 0
	Li Hep                Subject 1                   time 0
	Li Hep                Subject 1                   time 0
	


FRONT OF BOX
Labeling Cryovial Boxes
A page of box labels has been included with your shipping materials.
Please begin each new shipment with box #1  - This means after you send your first batch to the lab, begin the next batch in your freezer with box #1
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CORRECT: Place labels on front of cryovial boxes so that the Central Lab is able to read them as they are stacked on top of each other in the freezer.
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INCORRECT: Do NOT place labels on the cryovial boxes top. The Central Lab will not be able to read them as they are stacked on top of each other in the freezer.
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Frequency of Shipping
· The FIRST shipment should be made after you collect 5 subjects.

· Subsequent shipments should be made after every 20 subjects and include all COMPLETE subject sets that have been collected. A complete set is considered to be all time points that have been collected for a subject.
· Begin each new shipment with box #1.  For example, if you send boxes 1 to 12 to the lab, you will begin your next batch of 20 patients with box #1.

· Do NOT split subjects between shipping boxes. Ship only subjects in complete sample sets even if this means an incompletely filled 9x9 box is being shipped.  Please Do not ship any partial subjects. 
Shipments must include the completed Sample Shipping Form as described below (PLEASE SEE NEXT PAGE) and the Specimen Tracking Form as described in the sections above.  Make a copy of these completed forms to keep on site. 

[image: image14.jpg]CCRL
685W Baltimore St

MSTF 8-65
Baltimore, MD 21201

Sample Shipping Form

Were the samples received on time? B
Were the samples received at appropriate temperatures? _—

Was the shipment complete? Eda |

Date Received

STOP study




Shipping/Packing Instructions
Shipping Components

Shipping materials sent to your facility contain the following: 
· Styrofoam box with an outer cardboard cover
· FedEx air bill for return shipment

· Dry Ice label

· UN3373 label

· Zip bags

· Rubber bands

· Absorbent material
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Packing Instructions
All shipments must be packed with IATA compliance per the directions below:
1. After collecting all required samples, double check all tubes and paperwork to assure that all appropriate barcode labels are attached and records are accurate. Keep a copy of the Specimen Tracking Form and Sample Shipping Form for your records. 
2. Place a rubber band around the cryovial storage boxes and place them inside the zip bags with an absorbent sheet in each bag.
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3. Place a layer of dry ice on the bottom of the cooler.
4. Place the cryo boxes as packaged in step #2 on top of the ice 
5. Fill the cooler with at least 15 lbs. of dry ice, making sure the samples are adequately covered. 
6. Add enough padding material (newsprint or another insulating material) on top of the ice to limit air space and to prevent contents from shifting.
7. Close and seal cooler box.
8. On the outside of the cooler box place a UN3373 label and a dry ice label. (These have been provided inside the shipping box)
9. Be sure that the amount of dry ice on your label matches what it printed on your air bill.
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10. Place the provided FedEx airbill on the package.  Insert the airbill into the pouch and stick the pouch on the box. (This has been provided inside the shipping box)
11.  If the provided pre-paid airbill is lost, contact the Core Laboratory at hrebuck@som.umaryland.edu for a replacement. If an out of office message is received via email; contact the lab at 410-706-7734.  UMB will create a new FedEx airbill and provide it via email. 
Packages should be shipped  Monday, Tuesday, or Wednesday to:
Heather Rebuck

685 W Baltimore Street

MSTF 8-65

Baltimore, MD 21201

410-706-7734

hrebuck@som.umaryland.edu
For questions: call UM Core Lab at 410-706-7734 or e-mail Heather Rebuck at hrebuck@som.umaryland.edu
If for any reason you cannot reach someone in the Core Lab, please call or text Dr. Christenson at 410-218-6454 or Email: rchristenson@umm.edu.

Marking on the pipette


For 0.5ml or 500ul





If your site has a set volume or adjustable volume pipette and tips you can use that.





Match time point with the label








Match subject ID number with the label





Sample type  on label should match lid color.                                   EDTA = Purple                                   Li Hep = Green








At each time point – 0hr, 1hr, 2hr, and 3hr - enter the number of aliquots you have for each sample type





Enter Site number and shipping date here








Record the total number of aliquots you are sending for the subject and the box in which they are located. 


START WITH BOX 1 after each shipment.








Note that there are 2 sample types that need to have the aliquots recorded





Subject number and enrollment date entered here





Enter FedEx number at bottom of form








Enter date of shipment





Place FedEx tracking number here





Enter your box numbers here. example – 1 to 5





Fill out site information here





Dry ice label





Zip bag with absorbent and rubber band





Pre-printed air bill and pouch





UN3373 label





Box shown is an example. Yours may differ in appearance.





Sample


Box





Zip bag with absorbent and rubber band








Ready to ship





�








Fill out the “shipper” area with your site information. Fill out the “recipient” area with the lab address located in the information below.









