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3007.01
EQUIPMENT AND REAGENTS
LABELING OF REAGENTS AND SOLUTIONS
1. Purpose.
2. Policy.
3. Procedures.
Attachment A - Warning Stickers.
1. PURFQSE This Guide establishes Center Far Food Safaty and

Applied Nutrition procedures designed to assure that reagent
and solution containers are identified as to their contents
and properties and that deteriorated reagents and solutions
are not used,

2. POLICY All reagents and solutions used in Center labora-
tories must be labeled in accordance with the procedures
outlined below. CFSAN Divisions may impose additional re-
guirements as needed for their specific operations.

3. PROCEDURES.

A, Commercially purchased reagents/solutions shall be
labeled with the date received and dated and initialed
when opened. Bench level containers (eg. wash bottles)
of undiluted reagents/solutions that have been trans-
ferred from the original container need not be labeled
with the date opened, however, the contents and concen-
tration must be indicated on the wash bottle label.

B. inhe expiration date shall be written on the label of the
container of any commercially purchased reagent/solution
that is unstable. The expiration date to be used for
peroxide forming compounds shall be either the date
printed on the container by the manufacturer or the date
from the time in which the container was opened (3 months
for isopropyl ether and 12 months for others) whichever
occurs first. Neither peroxide forming compounds nor or
any other chemical shall be retained beyond its
expiration date.

C. Reagents/solutions which contain hazardous properties and
require special protective measures while handling and
storing them (eg. need for protective equipment, use in
hood, etc.) shall have an appropriate-warning sticker
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affixed to each container (See Attachment A for 1l1lue-
trations). Any special protective measures to be used
must be fully explained in the laboratory notebook.

D. Storage requirements (eg. refrigerate at 4°C, store in
dark, etc.) shall be indicated on the container of the
reagent/solution.

E. Laboratory prepared solutions shall be labeled with the
identity, strength (concentration or "titer), date

prepared, initials of the preparer, date of expiration,
storage requirement and if applicable, with the
appropriate warning sticker(s).

F. The study director, principal investigator and/or super-
visor are responsible for determining the properties of
the reagents/solutions used in studies and for insuring
that they are properly labeled.

G. Qutdated and excess reagents/solutions shall be disposed
of as chemical waste by the CFSAN Safety Management
Branch. -
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3007.02
EQUIPMENT AND REAGENTS
EQUIPMENT/INSTRUMENT MAINTENANCE AND CALIBRATION
1. Purpose
2. Policy
3. Procedures
1. PURPOSE The Guide describes the policy and procedures asso-

riated with egquipment/inctrument maintcnance and calibration.

2. POLICY All equipment/instruments used in the Center for
Food Safety and Applied Nutrition (CFSAN) laboratories shall
be maintained in a manner to insure their proper function.
All equipment/instruments used as measuring devices shall, in
addition, be calibrated and/or standardized as required to
assure the accuracy and reliability of the measurement(s).

3. PROCEDURES

A. All laboratory equipment/instruments must be routinely
maintained. Calibration and/or standardization of equip-
ment/instruments shall be performed prior to use and as
necessary during use.

B. A log shall be maintained for all equipment/instruments
(including those in common purpose rooms) in which the
result of calibration, use and maintenance may be
recorded.

C. Balances must be checked prior to use with a set of
standard weights in the weight range of the items to be
weighed. Balances shall be calibrated annually by a
service contractor and record of this maintained.

D. Refrigerators, freezers and incubators are to be
monitored daily. A temperature monitoring log shall be
maintained that identifies the unit by FDA or sarial
number and that indicates the acceptable temperature
range at which the unit is to be maintained.

E. All major equipment/instruments shall be labeled with the
name of the principal user, his room and telephone
numbers. This is the individual to whom problems with
the instrument can be reported.
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F. Each laboratory involved in research particularly those
involved with studies subject to the Good Laboratory
Practice Regulations must have standard operating pro-
cedures (SOP’s) that describe or raference procedures
associated with maintenance, calibration, standard-
ization, performance checks and routine adjustments that
assure proper function of the equipment/instrument. The
procedure shall also include maintenance and calibration
record Keeping requirements. -

G. All SOP’s shall be readily available to personnel using
the egquipment.
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3007.03 ‘j

EQUIPMENT AND REAGENTS
DISPOSITION OF SURPLUS INSTRUMENTS AND EQUIPMENT
1. Purpose.
2. Folicy.
3. Procedures.

Attachment A - Form HSS-22, Property, Action
Request

i. Purpose This Guide references procedures for the disposition
of surplus instruments and equipment.

2. Policy All laboratory instruments and equipment that are no
longer regquired shall be surplused according to the procedures
identified below.

3. Procedures

A. Surplusing Equipment

1. Laboratory personnel and supervisors should peri-
odically inspect their laboratories for old, excess
or broken instruments and equipment that are no
longer needed or econcmical to have repaired. They
should notify their Custodial Officer of their
decision to surplus unwanted items.

2. The Custodial Officer shall prepare form HHS form
22, Property Action Redquest in quadruplicate
(Attachment A). The FDA number, serial number, a

brief description of the item, the condition code
and the room where the property is located shall be
recorded on HS55-22.

A. At FB-8, the Custodial Officer shall sign in
Block 13, maintain onecopy of the form for
his/her records and forward the original and
two copies to the General Services Branch,
HFS5-657 where staff will forward the original
of form HSS-22 to the Personal Property
Management Section, HFA-225 for pick-up of
surplus equipment.
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B. At MOD-I, the Custodial Officer shall sign
block 13, keep one copy for his/her records
and submit the original form to the clerical
assistant of the Beltsville Technical Opera-
tion staff who will coordinate pick-up of the
surplus egquipment with the Personal Property
Management Section, HFA-225.

3. All items that have been designated as surplus
shall be clearly labeled as such and-stored in the
laboratory until removal can be effected. At no
time shall the surplus items be placed in the
hallway.

4. The Personal Property Management Section will
arrange for the removal of surplus equipment. The
employee will not be notified of the pick-up date.
When the eqguipment is picked up, one copy of form
HS8-22 shall be signed by the person performing the
pick-up service (block 14} . This copy shall be
forwarded to Custodial Officer for his/her records.
At MOD-I the clerical assistant of the Beltsville
Technical Operation Staff will also retain a copy
of the signed form.

5. The Personal Property Management Section HFA-225
will make the necessary adjustment in the
inventory. This adjustment will be reflected in

the monthly updates that are sent to the Custodial
Officer, The Custodial Officer shall verify the
inventory update within ten days of receipt. 1If an
error is found or if there are any gquestions, the

General Service Branch, HFS-657, shall be contacted
for clarificatiwvi.
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3007.04

EQUIPMENT AND REAGENTS

MEDTA PREPARATION SERVICES

1. Purpose
2. Background
3. Procedures

Attachment A - Form FDA 1979, Media

Regquest
1. PURPQOSE This Guide establishes instructions for requesting
media,
2. BACKGROUND Media preparation services are provided by con-

tract at both the FB-8 and the MCD I facilities (See Guide
3002.09, Quality Assurance Responsibilities - Glassware and
Media Prep Services Contractor).

3. PROCEDURES

A. All common or standard request shall be made using FDA
form 1979, Media Request (Attachment A) and delivered to
the Media Preparation Section, Room B670 at FB~8 or to
the Laboratory Support Service office room 3208 at the
MOD I facility. The reguester should complete the upper
portion of the form indicating:

Type of Media

S8ize Container

Vol/Unit

No. of Containers

pH

Method of Sterilization (autoclave, steam,
side-arm filtered, carbon filtered)

¥ % % ¥ % %

B. All request for special media shall be indicated in the
"Special Instructions" area of the media request form and
discussed with Media Preparation Contract personnel.

C. Contract personnel will order the necessary ingredients,
prepare and deliver media as reguested.

D. Dirty media glassware (except agar plates and disposable
ware) shall be returned for cleaning using the same pro-
cedure as used for other dirty glassware explained in
Guide 3002.09.
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3007.05

EQITTPMENT AND REAGENTS

LABORATORY GASES, SOLVENTE_AND SUPPLIES

1. Purpose
2. Background
3. Procedures

Attachment A - Form FDH 1780 Storercom
Delivery Reguisition Form

1. PURPOSE This Guide describes the procedures associated with
the procurement of laboratory gases, solvents and supplies
from the Scientific Supply Storerocom at FB—2 and MOD I.

2. BACKGROUND The Scientific Supply Storerocom at the FB-8 and
MOD I are under the management of the Warehouse/Storeroom
Contractoer {See cuide 3002.11 for Quality Assurance
Responsibilities of the Warehouse/Storerocom Contractor). The
Scientific Supply Storeroom hours of operation are 8:00 am. to
4:30 pm. on weekdays. .

3. PROCEDURES

A. The FDA Scientific Supply Catalog identifies all standard
stock items available from the supply room. Copies of
the catalog are obtained through laboratory management.
Additional copies are available from the Scientific
Supply Storeroom. )

B. All request for storercom supplies must be made on the
Storeroom Delivery Requisition, Form FDH 1780. The
requestor shall provide the following information in the
appropriare block on the form:

1. Requistion Number
2. Allotment Number
3. Individual to receive item
4. Building (FB-8&, MOD I)
5. Requestor’s name
6. Stock Number (supply catalog)
7. Description (supply catalog)
8 . Quantity
g, Unit of issue (bag, box, each)
10, Unit Cost (supply catalog)
11. Total cost
TRANSMITTAL NO. 95~1 (10/95) Ll
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ATTACHMENT A
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3007.06

EQITTPMENT AND REGENTS

ELECTRONIC INSTRUMENT MODIFICATION AND REPAIR

1. Purpose
2. Background
3. Procedures

Attachment A - Form FDA 3251, Electronic Shop
Work Request

1. PURPOSE This Guide describes the procedures used to acquire
the services of the Electronics Shop, located at 200 C Street,
S.W., Washingten, DC. (FB-8)

2. BACKGROUND The Electronic Shop is located in room B-050
and provides a centralized facility for the repair of
instruments and equipment. Electronic Shop personnel also

have the capability to provide some minor modifications to
instruments and equipment. The hours of operation are B:00
am. - 4:00 pm. Monday thru Friday.

3. PROCEDURES

A. Consult with Electronic Shop personnel to assure that
repair or modification needs can be accommodated.

B. The Electronic Shop Work Request (Attachment A) is to be
completed for all modifications and repair. A descrip-
tion of the required modificatimn ar the nature of
equipment malfunction must be indicated on the form.
Laboratory personnel must arrange for the transport of
equipment and instruments to the shop for modification
and repair when possible or schedule repair/modification
for those instruments that cannot be transported.

C. Standardized electronic parts are available from the
Electronics Shop.

TAAHSMITTAL NO.
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3007.06 ATTACHMENT A

ELECTRONIC SHOP DATE RECEIVED
WORK REQUEST
NAME ! PHONE
BUREAU | orsion ROOM ~
DESCRIPTION OF EQUIPMENT
REMARKS
+
WORK ACCEPTED BY ] APPROX. TIME ON JOB
WORK PERAFORMED BY
THIS SECTION FOR PARTS NEEDED s —
ALSO ANY SKETCHES NEEDED DATE COMPLETED
\

FORM FDA 131 /K2
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3007.497

EQUIPMENT AND REAGENTS

EQUIPMENT FABRICATION, MODIFICATION AND REPAIR, FB-8

1. ﬁurpose
2. Background
3. Procedures
Attachment A - Form FDA 3252, Instrument Shop
Work Request.
1. PURPCSE This Guide describes the procedures associated with

the Instrument shop located at 200 C Street, S.W., Washington,
DCc. (FR-8}.

2. BACKGROUND The instrument shop is located in room B~066
and provides for centralized equipment fabrication (not
commercially available), modification, and repair. The hours
of operation are 8:00 am. - 4:00 pm, Monday thru Friday.

3. PROCEDURES

A. For fabrication, modification or repair of instruments or
equipment, complete Instrument Shop Work Regquest (see
attachment Aa). For fabrication or modification, the

materials, dimensions and other necessary information
should be indicated. For repair, indicate nature of the
malfunctions.

B. All reguest should be discussed with instrument chop
personnel, prior to completing the Instrument Shop Work

Request Form.

C. Materials will be provided by the instrument shop, if
avallable. Specialized materials may need to be provide
by the scientist.
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ATTACHMENT A

. INSTRUMENT SHOP WORK REQUEST NUMBER
NAME ! ROOM
DIVISION PRONE
DESCRIPTION =
e
SKETCH .
" RECEIVED DATE
DELIVERED DATE
FORM HD4& 1263 o/t
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