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9/22/2014
Instructions for Completing the Annual Physical Inventory 
Be sure to open this form with Adobe Acrobat "Reader" to ensure its proper function.
New federal initiatives have prompted the need for annual physical inventories to be performed.  
This form is used to document the annual physical inventory of your freezers and liquid nitrogen stores.  This physical inventory check must be completed at least annually and documented using this form.
Freezer/Liquid Nitrogen Location: State the name and/or room number of the freezers/liquid nitrogen storage location(s) (e.g. Freezer 1, Medical Research Building 100). Only enter in one freezer/liquid nitrogen storage per line.
Comments: Verify the contents of each freezer/liquid nitrogen storage and ensure it matches your records.  Properly destroy any unknown or unlabeled material.  Use the comments section to document this process.
Note: Notify RLSS of any Select Agents and Toxins in your inventory.  A complete list of Select Agents and                   Toxins is found on the RLSS website. 
 
Following the annual physical inventory check, please have your Approval Holder or Approval Safety Coordinator review, sign and date the form.  Keep the completed form with your other biological safety documentation for inspection.
Feel free to contact us with any questions or comments you may have.
 
Recommendation: Create a list of your freezers and liquid nitrogen storage locations and create an inventory list or freezer map for each to ease this annual process.
 
 
PO Box 245101
Tucson, AZ 85724-5101
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You must complete an annual physical inventory check of all your freezers and liquid nitrogen stores. Use this form to document your annual physical inventory check and keep it with your biological safety documentation for inspection.
Annual Physical Inventory Check Form
Freezer/Liquid Nitrogen Location
Comments
 Thank you for completing the annual physical inventory check.  Please contact us with any questions or comments you may have.
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