Agent Access Log - Instructions
Each Access Log should be completed fully.  Persons accessing the agent should have an approved Security Risk Assessment (SRA).
1.  Enter the Agent/Characteristics, Location, and Freezer/Cabinet I.D at the 
     top of each new page, prior to completing the table.

2.  Begin entry on a new line, and enter the following: 

· Date (mm/dd/yy) – Enter the day you are accessing the agent.

· Container Label - Enter where the sample is being derived (e.g. containers, vials, tubes, etc.). 

· Source - Place the origin of receipt of agent, differentiating between Clinical/Diagnostic, Environmental, or Other.  If the source is Clinical, please place a “C” in the box; if the source is Environmental; place an “E” in the box; if the source is Other, place “O” in the box along with stating the other source (e.g. “O”- Recombinant).  
· Purpose of Use -   Enter the reason for access.  One may denote entries such as:  research, destruction, transport, etc. 
· Concentration/Sample Size - This column notates the concentration or the sample size of the agent.  Please provide the initial and current quantity amount (e.g. tube, milligrams, milliliters, grams, etc.).  
· Amount Removed (Qty) - Please provide the amount of the agent that will be removed.  Specify the removal quantity amount (e.g. loopful, milligrams, milliliters, grams, etc.).  
· Removed by whom- Please provide the name (first and last) of the individual removing the agent. 

· Method of Removal - Please provide the method in which the agent will be removed. 

· Amount Returned (Qty) - Please notate the amount of the agent being returned to storage.  Specify the return quantity amount (e.g. 0.5 or 1.0 milligrams, milliliters, grams, etc.).  
· Returned by Whom- Please notate the person (first and last) returning the agent back into storage.  
· Discrepancy Justification - This column should only be utilized if there is a discrepancy in inventory found during reconciliation.  Please notate S if the inventory has been stolen, L if it has been lost, R if it has been released, or T if it has been transferred. 
