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Standard Operating Procedure (SOP) – CHEMICAL INVENTORY
Dr. Andrea Fleig

Dr. Reinhold Penner

Queen’s Center for Biomedical Research (QCBR)

Queen’s Medical Center (QMC)

1.  Purpose
This SOP describes the procedure for maintaining the chemical inventory.

2.  Scope
This SOP will be used by every lab member that uses chemicals.

3.  Definitions

LCMS intranet = 10.95.1.8
4.  Procedure

How to locate a chemical in the lab:
· Look on the LCMS online inventory on the intranet for the location of the chemical.

· Chemicals are stored by type and in alphabetical order.

· If you can not find a chemical, notify a Research Associate.

After you have used a chemical:

· Chemicals should be kept in their original containers, as much as possible.

· If a chemical must placed in another container, be sure that the container is labeled properly (see SOP #G7).

· Be sure to read the label and follow the required storage conditions.

· Parafilm around the outside of the caps of dessicate chemicals to prevent moisture from entering the bottle.
· If you have used all or most of a chemical, notify a Research Associate so that it can be reordered if necessary or removed from the inventory.

Maintaining the Chemical Inventory (Research Associates):

· Use the LCMS online ordering system to add new chemicals to the inventory when they are received. Make sure to check the hazard type, if any. 
· Perform a complete inventory of all the chemicals in the lab every year and submit to the QMC Safety Coordinator. Previous chemical inventories are kept on file on the intranet.
4.1 Locations
· BULK CHEMICALS must be stored on bottom shelves.

· TOXIC and CORROSIVE chemicals must be stored in a spill-proof secondary container. Toxic chemicals are stored separately from  non-toxic chemicals at room temperature (location #1) and at 4(C (location #18).

	
	LOCATIONS
	CHEMICALS STORED

	0
	Misc. (Ask Mahea)
	

	1
	Glass cabinets (rm 805b)
	Stock chemicals

	2
	-20°c freezer w/ int. & ext. solns (rm 804)
	Aliquots for int/ext solns

	3
	4°c frig by fume hood (rm 804)
	Int/ext solns

	4
	-20°c freezer (rm 804)
	Stock chemicals

	5
	-80°c freezer (rm 804)
	Personal storage

	6
	-20°c freezer near t.c. room (rm 803b)
	Tissue Culture

	7
	4°c frig near t. c. room (rm 803b)
	Personal storage

	8
	caustics (bases) under fume hood (rm 804)
	Bases

	9
	4°c refrigerator (rm 803)
	Tissue Culture

	10
	fume hood (rm 804)
	(hazardous waste)

	11
	acids and corrosives cabinet (rm 804)
	Acids

	12
	flammable cabinet (rm 804)
	Flammables

	13
	cabinet under water system (rm 803b)
	Cleaning supplies

	14
	-20°c chest freezer (rm 806)
	AST Lab

	15
	4°c frig top - by cyclone comp. (rm 806a)
	WB reagents / antibodies

	16
	-20°c freezer bottom - by cyclone comp. (rm 806a)
	antibodies

	17
	-80°c freezer (rm 805b)
	Stock chemicals

	18
	4°c walk-in refrigerator (rm 805c)
	Stock chemicals

	19
	4°c frig top - by fire extinguisher (rm 805)
	Molecular Biology

	20
	-20°c freezer bottom - by fire extinguisher (rm 805)
	Molecular Biology

	21
	-20°c freezer top - by entrance door (rm 805)
	Molecular Biology

	22
	-20°c freezer bottom - by entrance door (rm 805)
	Molecular Biology

	23
	4°c frig bottom - by cyclone computer (rm 806b)
	AST Lab

	24
	-20°c freezer top - by cyclone computer (rm 806b)
	AST Lab

	25
	White cabinet (rm 805b)
	Molecular Biology

	26
	4°c refrigerator top - (rm 802)
	Blood work 

	27
	-20°c freezer bottom - (rm 802)
	Blood work

	28
	4°c refrigerator top - (rm 803)
	Animal work

	29
	-20°c freezer bottom - (rm 803)
	Animal work

	30
	-20°c freezer top - (rm 803)
	Tissue Culture

	31
	Tissue Culture room (rm 803b)
	

	32
	Chemistry room (rm 804)
	

	33
	Molecular Biology room (rm 805)
	

	34
	Cabinet under fume hood (rm 804)
	Drierite

	35
	AST Lab (rm 806)
	AST Lab



