
SOP for the Animal Issue Regarding Equipment Malfunction 

 

I. For staffs in charge of the experiments 

1. Contact the equipment supplier to set a date for troubleshooting. 

2. Inform users by phone and send an e-mail to them and their PIs about the situation. 

(1) For users whose animals haven’t checked in or sending non-living samples 

Discuss the delay of their experiments. If the user cannot wait, refer the case to other 

affiliations providing the same service items if it’s possible. 

(2) For users whose animals have already checked in 

i. Suggest users to check out their animals and to send another batch of animals for 

the experiments after the equipment is fixed. If users agree, ask users to fill out 

the checkout form and animals can be checked out on the same day. However, if 

users also request other experiments, animals will be checked out after other 

experiments are done. 

ii. If users decide to keep their animals in TMC, inform users that there will be no 

charge for mouse hotel for two weeks. However, they will need to pay the fee 

afterward. 

When the equipment is fixed, inform users to re-organize a schedule for their 

experiments. 

3. Inform TMC staffs in charge of animal hotel.  

 

II. For animal hotel LIMS System 

1. For those who decide to check out animals, check out animals on LIMS immediately or 

after other experiments are done. If no experiments are performed, the deducted points 

for animal hotel will be returned to PIs’ accounts. 

2. For those who decide to keep their animals in TMC, TMC will check out their animals 

on LIMS immediately and will resume to deduct points two weeks later. 
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