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	Work Instruction for booking World 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, or earlier if required, the research samples will be sent to the Edinburgh Clinical Research Facility, 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 World Courier to transfer AGS-RT 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. 
IV. 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 the <insert lab name and location receiving samples> 
3. The Trial Team will use the Edinburgh Clinical Trials Unit (ECTU) account with World Courier company to book sample shipments by emailing CSScotland@worldcourier.co.uk. 
ECTU account number with World Courier is 800039545.                 
4. It is advised to give World Courier 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) Contact name, telephone number and collection address

Office hours of collection point

Number of samples to be sent

Number of sample boxes to be sent
b) Contact World Courier for a quote by emailing csscotland@worldcourier.co.uk 

Include the following information:

I. Collection address and contact details 

II. Preferred day/time of collection
III. Destination address:


<<insert destination address>>
IV. Contact name & telephone number of location of sample delivery.

V. Number of samples to be sent or specific packaging requirements if known (for example ‘GDI15L, 10Kg dry ice and bio bag’)
VI. Confirm if dry ice and/or temperature monitoring is required. 
VII. Confirm the category of the samples e.g samples are UN3373 - Biological samples category B 
VIII. Account number (e.g ECTU account number, or check if account exists within school where budget lies)
See Appendix 1 for an example email to World Courier.
For dry ice shipments, World Courier can supply the below packaging with dry ice, biobag, and temperature logger.  Refer to World Courier website for box dimensions and dry ice quantities. 
· Send the quote received by World Courier to the ECTU business team / study specific contact (delete as appropriate to the study) to request a PO, then send the PO to World Courier once received.

The Edinburgh World Courier contact address, number, and email is:

World Courier Edinburgh

Unit 3, South Gyle Crescent Lane

Edinburgh

EH12 9EG

United Kingdom

Tel: 44 131 317 8700

Email: CSScotland@worldcourier.co.uk 
I. Procedure for sample collection and transport 
· The courier will provide the packaging on arrival and dry ice if required.
· The courier will pack the samples into the packaging.
· For dry ice shipments World Courier will record the temperature throughout the transit and the downloaded temperature monitoring data will be provided to trial management team. 

· World Courier will provide a House Waybill for confirmation of pick up.
· World Courier will provide a tracking link and job reference, which the trial management team can use to track the shipment via the World Courier portal.
· For any last-minute updates prior to collection, contact World Courier Edinburgh office on csscotland@worldcourier.co.uk 
· 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.
For collections from outwith Scotland for delivery to Edinburgh, if samples need to be held overnight:

· Storage in World Courier warehouse where only operational staff have access. 
· World Courier policy is to replenish dry ice every 24 hours. 
Shipment booking form

An optional World Courier booking form can be completed and sent to csscotland@worldcourier.co.uk to arrange sample shipment.  The booking form can be used for all types of shipment enquires (Domestic and International)
Document version tracker:
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	Comments

	1.0
	21 Feb 2022
	Initial version using a template from the AGS RTI trial.

	2.0
	14 -Aug-2025
	Initial version of a generic Work Instruction for booking World Courier.


Appendix 1

“Hi,

Could I please request a quote for a shipment as per the below details:

• Collection address and contact:

Contact name: <insert name>
Contact Number:  <insert number>
Collection Address:

<insert collection address> 
• Preferred day/time of collection:

<insert preferred day and time> 
• Destination address:

Contact Name:  <insert name>
<insert address>
Tel: <insert contact number>
Email: <insert contact email>
• Specify category of samples being shipped e.g., “Frozen category B biological samples to be shipped”
• Specify the packaging, temperature monitoring, and dry ice requirements e.g. “Packaging and dry ice to be provided by courier; previous shipments used a GDI15L shipper, 10kg dry ice and a Bio Bag. Temperature monitoring is not required.”
• Confirm account number for the quote. 
Once we receive a quote, I will be able to request that a PO be raised to that amount.”
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