MARQUETTE UNIVERSITY Office of RESEARCH Compliance 
REGISTRATION FOR PURCHASE OF RADIOACTIVE MATERIAL
1) REGISTRATION

	Authorized User:



	Registration Date:



	Department:

 

	PHONE:  Home:

     
	Office:

     

	Vendor:   FORMCHECKBOX 
 Perkin Elmer               FORMCHECKBOX 
 G.E.
              FORMCHECKBOX 
 Internal Transfer

              FORMCHECKBOX 
 Other: __________________________
	Original User (if Internal Transfer)

     

	Isotope and Chemical Form: 

     
	Quantity  (in microcuries):

                                                                                  (Ci

	ID NUMBER ASSIGNED:
	
	

	If New Source:


	     
	

	
	14 digits assigned by user at time of requisition
	6 digits (date of receipt) assigned by user upon receipt

	
	
	

	If Internal Transfer:


	     
	

	
	20 digits assigned by original user at time of shipment to campus
	3-4 digits (NEW user’s initials + additional lower case letter if necessary to distinguish between multiple sources) assigned at time of transfer


2) Office of RESEARCH COMPLIANCE APPROVAL:

	Approved:  

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
Deferred
	Approval Granted by (initials):


	Date Request is processed by ORC:

	
	
	


3) PURCHASING

	Purchase Order Processed by:  (initials)


	Date of Order

	P.O. #:


	FAX  copy of this registration to the Department of Biology immediately when order is placed


4) CENTRAL RECEIVING (Department of Biology, WLS Building)

	Delivery made by: (shipper)


	Date:

	Package Accepted by: (initials):


	

	External Damage:

  FORMCHECKBOX 
No      FORMCHECKBOX 
 Yes (explain):
	


5) TRANSFER TO USER This section MUST be fully completed, even if source is an internal transfer.
	Package picked  up by (printed name):


	Signature:

	Transferred to (Building and Room Number):


	Date:


6. PLEASE PUT COMMENTS AND NOTES ON THE REVERSE OF THIS FORM 

This completed form should be sent immediately to the Office of Research Compliance, 
560 N. 16th Street, Room 102, Phone: 288-7570, Fax: 288-6281
INSTRUCTIONS FOR COMPLETING THE REGISTRATION FOR PURCHASE OF RADIOACTIVE MATERIAL FORM

1) Registration

Fill this section out completely, whether it is a new purchase, or an internal transfer. If an internal transfer, the Original User is the person who originally purchased the source.  Be sure to list both the Isotope and its chemical form (e.g. P-32, ATP), and to state all amounts in microcuries ((Ci). The Registration Date is the date on which you will request approval from ORC.

2) Office of Research COMPLIANCE Approval

If ordering a new source from an outside vendor:

Fill Part 1 out completely, assign the first 14 digits of the ID number, and enter this ID number under ID NUMBER ASSIGNED If New Source. The format for these 14 digits is as follows:

Digits 1-3:
User’s Initials

Digits 4-6
First 3 letters of the chemical name

Digits 7-11
The isotope. This can range from 2 digits for H3 to five digits for AM241. If less than 5, use small x’ as placeholders.

Digits 12-14 
Initials of vendor

Example:    
JADATPP32xxNEN, is a source in Dr. John A. Doe’s inventory of ATP, P32 that was ordered from New England Nuclear (Perkin Elmer).

Bring this completed sheet to the Office of Research Compliance (ORC), 560 North 16th Street, Rm. 102 or fax to (414) 288-6281. The ORC will initial and date it, and you may proceed to step #3. You will assign the final 6 digits (the date of arrival) when you receive your shipment.

If obtaining an Internal Transfer:

Fill Part 1 out completely, and fill in the ORIGINAL ID number that the previous user assigned in the Blank labeled ID NUMBER ASSIGNED If Internal Transfer. DO NOT change this number to your own initials or a new date. ORC must be able to match this number with the original user’s disposal records. Instead, append this number with your initials. If you have received more than one portion of this same source (at different times), distinguish between different portions by adding a lower case letter to your initials.

Examples:
JADATPP32xxNEN010195RAR, is a source originally purchased by Dr. John A. Doe of ATP, P32, from New England Nuclear that arrived on 01/01/95 that was transferred to Dr. Renee A. Roe.


JADATPP32xxNEN010195RARa, is another portion of that same source that Dr. Doe transferred to Dr. Roe, except on a different day.


Note that in both examples, the original source ID does not change.

Skip steps 3 and 4, and fill Section 5 out completely. ORC must have the new location of the source (both building name and room number) and the transfer date.

3) Purchasing

Take the form to the Office of Research Compliance or fax to (414) 288-6281 for approval and proceed as with any other purchase order.

4) Central Receiving

Central Receiving will enter the shipper’s name (eg. Federal Express) into the form and enter the date and time of arrival. Central Receiving should check the package for external damage and note any abnormalities. Central Receiving will then notify the user that the package has arrived.

5) Transfer to User

If a New Source: When Central Receiving notifies the user that their package has arrived, the user should make arrangements to pick up the package within 30 minutes of notification. The person picking up the package should both print their name and sign for it. The User MUST enter the building and room number where the source is to be stored, and the date. This date MUST also be entered in the ID NUMBER ASSIGNED If New Source as the final six digits of the ID number.  

Example:  When Dr. Doe’s shipment arrived on 01/01/95, he filled in the final 6 digits under ID NUMBER ASSIGNED If New Source so that his ID number read: JADATPP32xxNEN010195
If an Internal Transfer:  The new user should both print his/her name and sign for the package, as well as list the new building and room number for storage of the source. The date should be the date of transfer.

In both cases: Forward this form to Office of Research Compliance immediately. Any form received by ORC that is not complete will be returned to the user for completion.

