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	Work Instruction for booking a Marken Ltd courier for <insert study name>
research samples shipment. 


I. Background:  Provide background information to include:

· Which study samples are collected?

· At what time point are they collected?

· Where are they being stored at site and where are they sent to?

· Any specific shipping requirements e.g., dry ice, temperature monitoring?

· How often are the shipments? Quarterly, as needed?

For example: The four UK trial sites will collect research samples Plasma (EDTA tube), Peripheral Blood Mononuclear Cells (PBMCs) (EDTA tube), RNA (PAXgene tube), and optional Cerebrospinal fluid (CSF) during twelve trial visits, over a 36 week (+/- 7 days) period.   The research samples are being stored in a -80ºC freezer at the site.  After visit 12, the research samples will be sent to the Edinburgh Clinical Research Facility, FAO – XXXXX, Wellcome Trust CRF (WTCRF), Western General Hospital, Edinburgh, EH4 2XU.

The Plasma, PBMCs, RNA, and CSF samples will be shipped on dry ice, and temperature monitoring will be needed for all trial site samples, except from Edinburgh samples due to the proximity to the WTCRF lab. 

Sample shipment could occur earlier, if for example, the samples are needed for analysis for a DMC meeting and/or if a trial site requests shipment sooner due to site freezer capacity. 
II. Purpose:  Provide summary of purpose of Work Instruction.
For example: This Work Instruction document describes the procedure for the booking of a Marken Ltd courier to transfer AGS-RTI research samples from the trial sites to Edinburgh Wellcome Trust Clinical Research Facility (WTCRF). 
III. Scope:  Provide summary of scope of Work Instruction. 
For example: This procedure applies to all those involved in the booking of sample shipment couriers for the AGS-RTI trial. 
Procedure for booking a courier for sample collection: 
1. Before booking a courier, first check if your study requires a Service Level Agreement between the study and the courier company. 

2. The Trial Team will arrange for research samples from each trial site to be sent to <insert lab name and location receiving samples> 
3. The Trial Team will use the Edinburgh Clinical Trials Unit (ECTU) account with Marken Ltd courier company to book sample shipments by emailing ABA@marken.com  
4. It is advised to give Marken Ltd as much notice as possible (e.g., at least one week) when booking a sample collection. 
5. The Trial Team will request the following information from the site staff to book a courier for sample shipment:

a) What the samples are – whether they are biological or chemical in origin, or hazardous in any way.

For biological samples, advise whether they are non-hazardous, or Category A or B.
b) The dimensions of the samples as they are packed (e.g., in the sample boxes), or specify which packaging you would like Marken Ltd to provide.  Marken Ltd can recommend appropriate packaging depending on the destination of the samples and sample dimensions.
c) Full address and postcode of location of sample collection. 
Contact name & telephone number at trial site.  
Full address and postcode of location of sample delivery.
Contact name & telephone number of location of sample delivery.
Available dates/times for collection.
d) The temperature requirements of the samples (e.g. dry ice, and whether temperature monitors are needed)
e) ECTU account code with Marken Ltd is ‘ACCOUNT CODE UK474’ (Please note, ECTU account code can only be mentioned on quotes when the budget lies in ECTU, so check what school your budget is in – delete ECTU account number if not applicable to your study) 
6. Once the shipment has been booked with the courier let the site contact know the date and time of collection.  Send the site a reminder email the day before collection.
See Appendix 1 for an example email to Marken.  
For dry ice shipments, Marken Ltd can supply the following: https://www.marken.com/capabilities/temperature-controlled-packaging/
BIOsystem I dimensions:

· Internal 19 x 16 x 17 cm, vol 5.8 L

· External 32 x 30 x 31 cm, vol 30.2 L

BIOsystem II dimensions:

· Internal 23 x 19 x 28 cm, vol 12.6 L

· External 38 x 34 x 44 cm, vol 54 L

BIOsystem III dimensions:

· Internal 30 x 30 x 24 cm, vol 22.6 L

· External 47 x 47 x 42 cm, vol 92 L

Biotherm 45 dimensions:

· Internal 44 x 38 x 30 cm, vol 52 L

· External 57 x 52 x 44 cm, vol 130 L
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The Edinburgh Marken Ltd contact address, number, and email is:
Edinburgh Office
21 Cliftonhall Rd.

Alexandra House

Newbridge 
Edinburgh

EH28 8PW

United Kingdom

Tel: +44 131 333 4012

Email: marken.edi@marken.com
· Send the quote received by Marken to the ECTU business team / study specific contact (delete as appropriate for study) to request a PO, then send the PO to Marken once received.
I. Procedure for sample collection and transport 
1. If dry ice BIOsystem boxes are ordered, the courier would provide the packaging with dry ice on arrival.  The site staff will pack the samples into the BIOsystem boxes under the supervision of the courier.

2. The courier will provide an airway bill.  Additional paperwork is not required unless the shipment is exported abroad.

3. Marken Ltd will provide a tracking link, on request.  The Trial Team will ensure that a tracking link is provided for every sample shipment.  

In addition, for the most up-to-date information contact ABA@marken.com The temperature monitor data will be provided after delivery.  For dry ice shipments Marken Ltd would notify as soon as possible in the event of a thaw.
4. For any last-minute updates prior to collection, contact Marken Ltd at ABA@marken.com 
5. If Trial Team and/or trial site telephone number is provided for the airway bill then the courier can make contact on arrival, if this is requested. 

6. For collections outwith Scotland for delivery to Edinburgh, the shipment would be transported overnight for delivery in the morning.  Marken Ltd can arrange same-day delivery for an additional fee.
a) Access to the overnight storage location, on Marken Ltd premises, is restricted to operational staff.  
b) Dry ice is replenished if storage over the weekend is required. 
7. Sample shipments will only be arranged for collection on<insert days of collection> for arrival to <insert lab name receiving samples> on <insert week day> at the latest.
International Shipments (delete section if not applicable to your study) 

For international shipments Marken requires all the relevant paperwork for shipping outwith the UK. Depending on the country and samples being shipped, this may require additional paperwork. 
Be aware that international shipments take longer as Marken will need to have all the paperwork confirmed before booking the collection. 
Contact ABA@marken.com to book international shipments.  Marken will provide information on the paperwork required depending on the country of shipment.  
Document version tracker:
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	1.0
	21 Feb 2022
	Initial version using a template from the AGS RTI trial.

	2.0
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	Initial version of a generic work instruction for booking a Marken Ltd courier


Appendix 1 

“Hi, 

Hope all is well. Please can you provide a quote for the shipment of <insert number of samples boxes> sample boxes?

Collection from:

<insert collection address>
Contact name: <insert name>
Tel: <insert telephone name>
Delivery address:
<insert delivery address>
Contact name: <insert name>
Tel: <insert telephone name>
Box dimensions:
<insert dimensions required>
For example:

78 aliquot boxes – 13cm x 13cm x 5cm (h)

10 sample boxes – 13cm x 13cm x 10cm (h) 

Other key information for courier:

For example: “These boxes will need to be transported on dry ice. No temperature monitoring is required.”
We would be looking to organise this for <insert date and time>. Please let me know if this would be possible.”
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