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Standard Operating Procedure (SOP) – BSP2 Permit – Procurement Authorization for Biological Commodities
Dr. Reinhold Penner

Dr. Andrea Fleig

Queen’s Medical Center (QMC)

Queen’s Center for Biomedical Research (QCBR)

1. Purpose
This SOP describes the procedure for completing the Univerisity of Hawaii (UH) BSP2 Permit for the procurement of biological commodities.  Most biological commodities imported into the State of Hawaii require at minimum a state or federal permit or a letter of authorization.   
2. Scope
This SOP will be used by research personnel.
3. Definitions

LCMS intranet = 10.95.1.8

UH RSS = http://manoa.hawaii.edu/ovcrge/research/biosafety_program/procurement/index.html
4. Procedure
University Authorization to Import Biological Materials

Note:  Only individuals that have completed the UH Transportation of Infectious and Biological Substances Training may ship and receive biological materials.  Per Hubert Olipares, UH Biosafety Officer, only these persons are authorized to approve BSP2 permit applications.

1. Obtain a pdf version of the BSP2 permit application from the LCMS intranet or UH RSS website.
2. Fill in the information for all of the relevant fields.
3. Save the file and email to Andrea.  

4. Andrea will fill out the “For Official Use Only” box, then print, sign and date the application.
5. Once you receive the completed BSP2 permit from Andrea, fax or scan and email it to the shipper.

6. Instruct the shipper to place one copy of the BSP2 permit inside the package, and one copy on the outside of the package. No matter where the package is being shipped from, always have the shipper send the package out on a Monday to avoid the possibility of the package getting stuck over the weekend.  If the lab is paying for the shipping bill, obtain our FedEx account number from the lab manager.  
7. File the original hard copy of the BSP2 permit in the BSP2 binder (room 805).
