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Contact Information

Questions?

Zoë Potter, BA, CCRP, Study Coordinator

Phone: (317) 278-9086

Email: zdpotter@iu.edu

General NCRAD Contact Information

Phone: 1-800-526-2839

Email: alzstudy@iu.edu

mailto:zdpotter@iu.edu
mailto:alzstudy@iu.edu


Training Overview
• Kit Request Module

• Main Study – Plasma and DNA

• Blood-Based Collection Schedule
• Specimen Labels
• Handling/Processing Study Specimens
• Incomplete or Difficult Blood Draws
• Sample Shipping
• Sample Forms – Main Study

• Addendum 1 Subset – RNA, PBMC and CSF

• Subset Collection Schedule
• Specimen Labels
• Handling/Processing Study Specimens
• Sample Shipping
• Sample Forms - Substudy

• Creating Airbills/Scheduling Pickups via ShipExec

• NCRAD Website

• Questions?

- Ambient AND Frozen Substudy samples sent same day as collection



LIFE-DSR Kit Request 
Module

http://kits.iu.edu/lifedsr

http://kits.iu.edu/lifedsr


LIFE-DSR Kit Request Module
 Enter your email to receive a 

confirmation email after you 
submit your kit request.

 Choose your site from the 
drop-down list.

 The coordinator name and 
contact information will 
appear.

 Verify that this information is 
accurate. Correct if necessary.

If possible, only 
order what you 
will need in the 

next month



LIFE-DSR Kit Request Module
 Indicate the quantity needed of each 

kit
 Once selected, kit components of the 

chosen kit will appear at the bottom 
of the screen

 You can order extra supplies 
individually by selecting “Yes” here.

 Please indicate the soonest date you 
will need the requested supplies 
 We typically return requests within 2-

3 weeks from the order date.

 Click “Submit” to turn in your 
request.

 **Note: You can order more than 
one type of kit in a single kit 
request**



LIFE-DSR Kit List
• Main Study – Plasma and DNA

• LIFE-DSR Blood-Based Kit
• LIFE-DSR Blood-Based Supplemental Kit
• LIFE-DSR Small Frozen Blood Shipping Supply Kit

• Fits up to (3) 25-slot cryoboxes
• LIFE-DSR Large Frozen Blood Shipping Supply Kit

• Fits up to (5) 25-slot cryoboxes

• Addendum 1 Subset – RNA, PBMC and CSF
• LIFE-DSR Blood Substudy Kit
• LIFE-DSR CSF Substudy Kit
• 22G LP Tray Kit
• LIFE-DSR Substudy Ambient Shipping Kit
• LIFE-DSR Substudy Frozen Shipping Kit
• LIFE-DSR Substudy Supplemental Kit



Main Study
Plasma and DNA



Blood-Based Collection Schedule
Plasma and DNA

Baseline 16M 32M

Plasma X X X

DNA* X X X

*Buffy coats used to extract DNA.



Specimen Labels
Provided by NCRAD



Three Label Types

Kit Number 
Labels

Collection and 
Aliquot Tube 

Labels

LIFE-DSR ID 
Labels 



Kit Number Labels

• Used to track patient samples and 
provide quality assurance – Will be 
placed on the following locations :

1. Blood Sample and Shipment Notification Forms
2. Outside cryobox that houses aliquot tubes during 

storage and shipment



Collection and 
Aliquot Tube Labels  Collection and Aliquot Tube labels have 4 

components:
 Study name
 10-digit specimen number (assigned by NCRAD)
 Specimen type
 Kit number (assigned by NCRAD)

 Unique to subject AND visit

 Will be placed on the following locations:
 All collection and aliquot tubes

 EDTA (Lavender-Top) Blood Collection Tube (10 mL)
 Lavender Cap Plasma Aliquot Tubes
 Clear Cap Buffy Coat Aliquot Tubes
 Blue Cap Residual Plasma Aliquot Tube

BUFFY COAT



LIFE-DSR ID Labels
 Subjects will be identified by their LIFE-DSR ID
 Sites will be responsible for handwriting this 

onto the provided labels
 Must use fine point permanent marker

 Will be placed on the following locations:
 All collection tubes

 EDTA (Lavender-Top) Blood Collection Tube (10 mL)



EDTA Collection 
Tube Labels:

LIFE-DSR ID Label

EDTA (Lavender-
Top) Blood 

Collection Tube 
(10 mL)

Collection Tube 
Label

Plasma and Buffy Coat 
Aliquot Tube Labels:

Aliquot Tube 
Label



Properly Labeling Biologic Samples:

• Label all collection and aliquot tubes 
before cooling, collecting, processing 
or freezing samples

• Label only 1 subject’s tubes at a time 
to avoid mix-ups

• Wrap the label around the tube 
horizontally. Label position is 
important for all tube types

• Make sure the label is completely 
adhered by rolling between your 
fingers



Handling/Processing Study 
Specimens



Site Required Equipment

1) Personal Protective Equipment:
1) lab coat, nitrile/latex gloves, safety glasses

2) Tourniquet
3) Alcohol Prep Pad
4) Gauze Pad
5) Bandage
6) Butterfly needles (21 gauge) and hub
7) Microcentrifuge tube rack
8) Sharps bin and lid

1) Centrifuge capable of ≥ 2000 x g with 
refrigeration to 4°C

2) -80 ° C Freezer
3) Wet Ice Bucket 
4) Wet Ice
5) Dry Ice - ~45 lbs.. per shipment

BLOOD COLLECTION/SAFETY  EQUIPMENT PROCESSING/STORAGE  EQUIPMENT



Plasma and Buffy Coat Collection Tubes

Tube Type Number of 
Tubes Drawn Tube Image

1.   EDTA (Lavender-Top) Tube (10 ml) X 5



Aliquot Cap Colors
Cap Color Sample Type

Lavender Cap Plasma

Blue Cap Plasma Residual (<1.5 mL)
(Document Specimen Number and Volume of Residual Aliquot on Sample Form)

Clear Cap Buffy Coat

Lavender 
Cap 

(Plasma)

Clear Cap 
(Buffy 
Coat)

Blue Cap 
(Residual 
Plasma)



Plasma 
Collection

• 5 x EDTA (Lavender-Top) Blood Collection Tube (10 mL)
• Create up to (17) 1.5 mL plasma aliquots

• If residual aliquot created, document specimen 
number and volume on sample form

25 cell cryobox with 2 mL 
cryovials – sent to NCRAD

NOTE: When pipetting plasma from the plasma tube into the 50 mL 
conical tube, be very careful to pipette the plasma top layer only, 

leaving the buffy coat and the red blood cell layers untouched.

Close up view of 2.0 ml 
Cryovial



Buffy Coat 
Collection

• 5 x EDTA (Lavender-Top) Blood Collection Tube (10 mL)
• Create up to (5) 1 mL buffy coat aliquots

• Expected to have a reddish color from the RBCs.
• Be sure to only place the buffy coat from one EDTA 

tube into each cryovial 

25 cell cryobox with 2 mL 
cryovials – sent to NCRAD



Important Note: Ensure all tubes are not expired prior to collection and processing of samples.

X 17



Incomplete or Difficult Blood Draws

***Important Note***
If challenges arise during the blood draw process, it is advised that the 

phlebotomist discontinue the draw.  Attempt to process and submit any 
blood-based specimens that have already been collected to NCRAD. 

Document difficulties on the ‘Biological Sample and Shipment 
Notification Form’ prior to submission to NCRAD. Contact NCRAD and 

alert them of the challenging blood draw.

***Important Note***
If the biofluids at a scheduled visit are not collected, contact the LIFE-

DSR Study Team to alert them of the challenging blood draw or 
circumstances as to why biofluids were not collected:

Aisha Vanderhorst: avanderhorst@lumindidsc.org
Jill MacDougall: jmacdougall@lumindidsc.org

LuMind General Contact: lifedsr@lumindidsc.org

mailto:avanderhorst@lumindidsc.org
mailto:jmacdougall@lumindidsc.org
mailto:lifedsr@lumindidsc.org


Packaging and Shipping Samples
Plasma and DNA



Blood Sample Shipment Summary

Sample Type Processing/ Aliquoting Tubes to NCRAD Ship

Whole blood (Lavender-Top 
EDTA) for isolation of plasma 

& buffy coat (for DNA 
extraction)

1.5 mL plasma aliquots per 
2.0 mL cryovial (lavender 

cap); residual volume placed 
in 2.0 mL cryovial with blue 

cap

Up to 17 Frozen

1 mL buffy coat aliquot per 
2.0 mL cryovial (clear cap)

5 Frozen



Frozen Shipping
Plasma and DNA



Notify NCRAD When Samples Ship:

1. Notify NCRAD of shipment by emailing NCRAD coordinators at: alzstudy@iu.edu
 Attach the following to the email:

o Completed Biological Sample and Shipment Notification Form (Appendix B – also found on 
the NCRAD - LIFE-DSR Active Study Page).

o If email is unavailable, please call NCRAD and do not ship until you’ve contacted and notified 
NCRAD coordinators about the shipment in advance.

o Please include the tracking number in the body of the email.
o Place physical copy of the filled out Biological Sample and Shipment Notification Form 

(Appendix B) in your shipment.

mailto:alzstudy@iu.edu
https://ncrad.org/resource/lifedsr.html


Frozen Shipment Packaging:
Place all frozen labeled aliquots of plasma and buffy coat in the cryovial cryoboxes.

Place up to 17 plasma and 5 buffy coat cryovials per 
participant visit inside 25 cell cryobox. Label cryobox 
with kit number label and place inside biohazard bag. 

Seal biohazard bag according to the instructions on the 
bag. Ship to NCRAD frozen. 

Place kit 
number label(s) 

on cryoboxes



Frozen Shipment 
Packaging

 Place 2-3 inches of dry ice 
in the bottom of the 
Styrofoam shipping 
container, then insert the 
cryoboxes laying upright.

 Fully cover the cryoboxes 
with about 2 inches of 
dry ice in the provided 
shipper.

 Each Styrofoam shipper 
must contain about 45 
lbs. (20 kg) of dry ice.

 Fill shipper to the top 
with dry ice!



Frozen Shipping Dry Ice Requirements

Dry Ice label should not be 
covered with other stickers and 

must be completed, or the 
shipping carrier will 

reject/return your package! 20

Net 
weight of 
dry ice in 

kg

• Apply all provided warning labels and the pre-printed UPS return airbill to the outside
of package, taking care not to overlap labels.



Critical Frozen Shipping Instructions
1. Hold packaged samples in -80°C freezer until time of UPS pick-
up/drop-off.

2. Frozen samples should be shipped via UPS Next Day Air

3. Frozen shipments should be sent Monday through Wednesday 
ONLY to avoid shipping delays on Thursday or Friday. 
BE AWARE OF HOLIDAYS and current weather conditions!

4. Remember to complete the requisition forms and include a copy in 
your shipment: Biological Sample and Shipment Notification 
(Appendix B).



Batch Shipping
Batch shipping should be performed every (3) three months or when specimens from 5 participants 
accumulates, whichever is sooner.

• If small shipper, batch ship up to 3 participants.

***Important Note for Frozen Shipments ONLY***
Batch shipping main study specimens and subset study specimens together: If shipping main study specimens same 

day as a subset collection, the 25-slot cryoboxes holding plasma and buffy coats from main study can be batch 
shipped with the subset specimens (PAXgene™ tube, 15 mL conical holding Cryogenic vial of CSF cells, and 48-slot 
cryobox holding CSF aliquots). Ensure there is ~45 lbs.. of dry ice for large shippers and ~14 lbs.. for small shippers.

Large Frozen 
Shipper – fits 5 25-
slot cryoboxes and 
~45 lbs.. dry ice

Small Shipper – fits 3 
25-slot cryoboxes 
and ~14 lbs.. dry ice



Shipping Regulations and Training
All study personnel responsible for shipping should be certified in biospecimen shipping.
It is the responsibility of each site to ensure that the appropriate training has been provided and 
conducted in regards to IATA shipping.

UN3373 Biological Substance, Category B Training
• Biological Substance, Category B are specimens being transported for “investigational purposes”
• Recommend: investigator sites document training of category B/dangerous goods
• We recommend establishing a record of your staff’s training and date of instruction
• The training records must be made available upon request by the appropriate national authority

• Additional information from the Department of Transportation (DOT) can be found on their 
website http://hazmat.dot.gov

http://hazmat.dot.gov/


NCRAD Forms



Appendix A: Rate of Centrifuge Worksheet 

Note:
Use Rate of Centrifugation Worksheet to 
calculate RPM, if needed.



Appendix B: Biological Sample and Shipment 
Notification Form (link)

Note:
Please ensure Sample Notification Forms are filled out in 
their entirety. Complete during the participant study visit 
as samples are processed to guarantee accuracy.

https://ncrad.org/docs/resource/lifedsr/LIFE-DSR%20Biological%20Sample%20and%20Shipment%20Notification%20Form%20FINAL04.2021_20210929102811_166127.pdf


Addendum 1 Subset
RNA, PBMC, and CSF

***Important Note***
All Substudy samples should be collected Monday – Wednesday ONLY and shipped ON DAY OF 

COLLECTION



Substudy Collection Schedule
RNA, PBMC, and CSF

Baseline/16M* 16M/32M*

RNA X X

PBMC X X

CSF X X

*Collection will be at 2 time-points – Either BL and M16 OR M16 and M32.



Specimen Labels
Provided by NCRAD



Four Label Types

Kit Number 
Labels

Collection Tube 
Labels

LIFE-DSR ID 
Labels 

Cryovial Labels

RNA



Kit Number Labels

• Used to track patient samples and 
provide quality assurance – Will be 
placed on the following locations :

1. Sample and Shipment Notification Forms
2. Outside cryobox that houses aliquot tubes during 

storage and shipment



Collection Tube 
Labels  Collection and Aliquot Tube labels have 4 

components:
 Study name
 10-digit specimen number (assigned by NCRAD)
 Specimen type
 Kit number (assigned by NCRAD)

 Unique to subject AND visit

 Will be placed on the following locations:
 All collection tubes and cryogenic vial (2 mL) containing 

CSF cells/pellet
 PAXgene™ Blood Collection Tube (2.5 ml)
 NaHep (Green-Top) Blood Collection Tube (10 ml)
 Self-standing Cryogenic vial (2 mL)

0004165680
PBMC

CSF-PELLET
0004165672

318151



LIFE-DSR ID Labels
 Subjects will be identified by their LIFE-DSR ID
 Sites will be responsible for handwriting this 

onto the provided labels
 Must use fine point permanent marker

 Will be placed on the following locations:
 All collection tubes

 PAXgene™ Blood Collection Tube (2.5 ml)
 NaHep (Green-Top) Blood Collection Tube (10 ml)
 (1) Conical Tube (15 mL) - Place Cryogenic vial containing CSF 

cells/pellet in labeled 15 mL conical for shipping. 



Cryovial Labels

• Only one label to be placed on each 2.0 mL cryovial
• CSF

• Smooth Orange Cap Cryovials (CSF)
• Blue Cap Cryovial (CSF Residual)

318151



PBMC and RNA 
Tube Labels:

LIFE-DSR ID 
Label

NaHep (Green-
Top) Blood 

Collection Tube 
(10 ml)

Collection 
Tube Label

CSF Cells/Pellet Tube and 
Conical Labels:

Collection 
Tube Label

PAXgene™
Blood 

Collection 
Tube (2.5 ml)

Self-standing 
Cryogenic vial 

(2 mL

LIFE-DSR ID 
Label

Conical Tube 
(15 mL)

Self-standing Cryogenic vial will 
not fit in the 48-slot Cryobox 
due to the size of the tube. 

Place Cryogenic vial containing 
CSF cells in labeled 15 mL 

conical for shipping. 



Properly Labeling Biologic Samples:

• Label all tubes before cooling, 
collecting, processing or freezing 
samples

• Label only 1 subject’s tubes at a time 
to avoid mix-ups

• Wrap the label around the tube 
horizontally. Label position is 
important for all tube types

• Make sure the label is completely 
adhered by rolling between your 
fingers



Handling/Processing Study 
Specimens



Site Required Equipment

1) Personal Protective Equipment:
1) lab coat, nitrile/latex gloves, safety glasses

2) Tourniquet
3) Alcohol Prep Pad
4) Gauze Pad
5) Bandage
6) Butterfly needles (21 gauge) and hub
7) Microcentrifuge tube rack
8) Sharps bin and lid

1) Centrifuge capable of ≥ 350 x g with 
refrigeration to 4°C

2) -80 ° C Freezer
3) Wet Ice Bucket 
4) Wet Ice
5) Dry Ice - ~10 lbs.. per shipment
6) CoolCell® - provided by NCRAD

BLOOD COLLECTION/SAFETY  EQUIPMENT PROCESSING/STORAGE  EQUIPMENT



Blood and CSF Collection Tubes
Tube Type Number of 

Tubes Drawn Tube Image

1. PAXgene™ Tube for RNA 
(2.5 mL) X 1

2. Sodium Heparin (Green-Top)
Blood Collection Tube (10 mL) X 5

3. CSF Preparation (20 mL total) –
Pellet/Cell Preparation X 2



Aliquot Cap Colors
Cap Color Sample Type

Orange Cap, smooth CSF

Blue Cap CSF Residual (<1.5ml)
(Document Specimen Number and Volume of Residual Aliquot on Sample Form)

Yellow Cap CSF for local lab

Orange cap with ridges CSF cells/pellet

Orange cap 
smooth

(CSF)

Blue cap 
(CSF 

Residual)

Yellow cap 
(CSF for 

local lab)

Orange cap with 
ridges

(CSF Cells/Pellet)



RNA 
Collection

• 1 x PAXgene™ Blood Collection Tube (2.5 mL)
• Tube is to be shipped to NCRAD frozen, without 

processing at the collection site. 

***Important Note***
All Substudy samples should be collected Monday – Wednesday ONLY and shipped ON DAY OF 

COLLECTION



Important Note: Ensure all tubes are not expired prior to collection and processing of samples.

• Important Reminder: 
All Substudy specimens 
are shipped same day 
of collection.



PBMC
Collection

5 x Sodium Heparin (Green-Top) Blood Collection 
Tube (10 mL)

• Tubes are to be shipped to NCRAD ambient on day of 
collection via UPS Next Day Air without further processing 
at the collection site. 

***Important Note***
All Substudy samples should be collected Monday – Wednesday ONLY and shipped ON DAY OF 

COLLECTION



Important Note: Ensure all tubes are not expired prior to collection and processing of samples.

• Important Reminder: 
All Substudy specimens 
are shipped same day 
of collection.



• Seal the Sodium Heparin tubes in the ambient 
shipment kit. There should be no more than 3 Sodium 
Heparin tubes in each ambient shipment kit.

• Remember to add one (1) temperature monitor per 
ambient shipping kit. Temperature monitor will be 
placed in Styrofoam cooler with tubes. Please see 
directions below.

Temperature Monitor



CSF
Collection

• 2 x 15 mL Sterile Conical Tubes for CSF and 
Cell/Pellet Preparation

• Create up to (14) 1.5 mL aliquots of CSF in orange-cap 
smooth cryovials

• If residual aliquot created, aliquot into blue-cap 
cryovial and document specimen number and 
volume on sample form

48-slot cryobox with 2 mL cryovials

Cryogenic vial will not fit in the 48-slot 
Cryobox above due to the size of the 

tube. 
Place Cryogenic vial containing CSF 

cells in labeled 15 mL conical for 
shipping. 

Collect initial 1-2 mL of CSF into 15 mL conical. If 
not bloody, transfer 1-2 mL of CSF to yellow-cap 
cryovial and send to local lab for testing. Do not 
send yellow cryovial to NCRAD.

***Important Note***
All Substudy samples should be collected Monday – Wednesday ONLY and

shipped ON DAY OF COLLECTION



Important Note: Ensure all tubes are not expired prior to collection and processing of samples.

• Important Reminder: 
All Substudy specimens 
are shipped same day 
of collection.



Important Note: Ensure all tubes are not expired prior to collection and processing of samples.

• Document specimen number and 
volume of Cryogenic vial on the CSF 
Sample Notification Form.

• Leave samples in the CoolCell for at 
least 2 hours at -80°C before 
shipping on dry ice.

• Within 2 hours of CSF collection, 
samples need to be spun, aliquoted 
and in the freezer.

• Store at -80°C until shipment.
• Record time of freezing on CSF 

Sample Notification Form.

• Important Reminder: 
All Substudy specimens 
are shipped same day 
of collection.



CSF Cell Isolation and Cryopreservation Demo

• CSF Cell Isolation and Cryopreservation Demo Video - YouTube

https://www.youtube.com/watch?v=XlVqh4OVNQg&t=308s


Packaging and Shipping Samples
RNA, PBMC, and CSF



Blood and CSF Sample Shipment Summary

Sample Type Processing/ Aliquoting Tubes to NCRAD Ship

Whole blood for RNA 
extraction

N/A 1 Frozen / same day

Whole blood for PBMC N/A 5 Ambient / same day

CSF Collection

1.5 mL CSF aliquots per 
2.0 mL cryovial (orange 
cap smooth); residual 

volume placed in 2.0 mL 
cryovial with blue cap

Up to 14 Frozen / same day

2.0 mL Cryogenic Vial 
with CSF Pellet/Cells 

(orange cap cryovial with 
ridges)

1 Frozen / same day



Frozen Shipping
RNA and CSF

***Important Note***
All Substudy samples should be collected Monday – Wednesday ONLY and shipped ON DAY OF 

COLLECTION



Notify NCRAD When Samples Ship:

1. Notify NCRAD of shipment by emailing NCRAD coordinators at: alzstudy@iu.edu
 Attach the following to the email:

o Completed Biological Sample and Shipment Notification Form and CSF Sample and Shipment 
Notification Form (Appendix D and Appendix E– also found on the NCRAD - LIFE-DSR Active 
Study Page).

o If email is unavailable, please call NCRAD and do not ship until you’ve contacted and notified 
NCRAD coordinators about the shipment in advance.

o Please include the tracking number in the body of the email.
o Place physical copy of the filled out Biological Sample and Shipment Notification Form and 

CSF Sample and Shipment Notification Form (Appendix D and E) in your shipment.

mailto:alzstudy@iu.edu
https://ncrad.org/resource/lifedsr.html


Frozen Shipment Packaging:
Place all frozen labeled aliquots of CSF and CSF cells/pellet in the cryovial cryoboxes.

Place up to 14 CSF cryovials per participant visit inside 48-slot cryobox. Ensure 
cryobox has kit number label on lid and then place cryobox inside biohazard bag. 

Place cryogenic vial containing CSF cells/pellet in labeled 15 mL conical. Place 
PAXgene™ tube and 15 mL conical holding cryogenic vial of CSF cells/pellet in 

provided bubble wrap tube sleeves, seal and place in biohazard bag. Seal 
biohazard bag according to the instructions on the bag. Ship to NCRAD frozen ON 

DAY OF COLLECTION. 

Place kit 
number label(s) 

on cryoboxes



Frozen Shipment 
Packaging

 Place 2-3 inches of dry ice 
in the bottom of the 
Styrofoam shipping 
container, then insert the 
cryoboxes laying upright.

 Fully cover the cryoboxes 
with about 2 inches of 
dry ice in the provided 
shipper.

 Each Styrofoam shipper 
must contain about 10 
lbs. (4.5 kg) of dry ice.

 Fill shipper to the top 
with dry ice!



Frozen Shipping Dry Ice Requirements

Dry Ice label should not be 
covered with other stickers and 

must be completed, or the 
shipping carrier will 

reject/return your package! 4.5

Net 
weight of 
dry ice in 

kg

• Apply all provided warning labels and the pre-printed UPS return airbill to the outside
of package, taking care not to overlap labels.



Critical Frozen Shipping Instructions
1. Hold packaged samples in -80°C freezer until time of UPS pick-
up/drop-off.

2. Substudy samples should be shipped via UPS Next Day Air ON DAY 
OF COLLECTION!

3. Samples should be collected and sent on Monday through 
Wednesday ONLY!
BE AWARE OF HOLIDAYS and current weather conditions!

4. Remember to complete the requisition forms and include a copy in 
your shipment: Biological Sample and Shipment Notification Form - SubStudy and 
CSF Sample and Shipment Notification Form - SubStudy (Appendix D and E).



Batch shipping main study specimens and 
subset study specimens together:

***Important Note for Frozen Shipments ONLY***
Batch shipping main study specimens and subset study specimens together: If shipping 

main study specimens same day as a subset collection, the 25-slot cryoboxes holding plasma 
and buffy coats from main study can be batch shipped with the subset specimens 

(PAXgene™ tube, 15 mL conical holding Cryogenic vial of CSF cells, and 48-slot cryobox 
holding CSF aliquots). Ensure there is ~45 lbs.. of dry ice for large shippers and ~14 lbs.. for 

small shippers.

Large Frozen 
Shipper – fits 5 25-
slot cryoboxes and 
~45 lbs.. dry ice

Small Shipper – fits 3 
25-slot cryoboxes 
and ~10 lbs.. dry ice



Ambient Shipping
PBMC



Notify NCRAD When Samples Ship:

1. Notify NCRAD of shipment by emailing NCRAD coordinators at: alzstudy@iu.edu
 Attach the following to the email:

o Completed Biological Sample and Shipment Notification Form (Appendix D– also found on 
the NCRAD - LIFE-DSR Active Study Page).

o If email is unavailable, please call NCRAD and do not ship until you’ve contacted and notified 
NCRAD coordinators about the shipment in advance.

o Please include the tracking number in the body of the email.
o Place physical copy of the filled out Biological Sample and Shipment Notification Form-

SubStudy (Appendix D) in your shipment.

mailto:alzstudy@iu.edu
https://ncrad.org/resource/lifedsr.html


Ambient Shipment Packaging:

Place refrigerant pack in the refrigerator, ~4°C, 24 hours prior to shipment. Place 
filled and labeled Sodium Heparin (Green-Top) Tubes (10 mL) within the slots in 

the absorbent pad provided, and place into the plastic biohazard bag with 
absorbent sheet. Ship (3) NaHep tubes in one ambient shipper and (2) tubes in the 

other (assuming all 5 tubes were collected). Seal the biohazard bag according to 
the directions on the bag. Place kit number label on the outside of the biohazard 
bag(s). Place refrigerant pack into the cooler on top of the filled biohazard bag. 



Ambient Shipment Packaging (cont.):

Place (1) temperature monitor in Styrofoam cooler with tubes. Place lid 
onto the cooler and place cooler into provided IATA Shipping Box. Place 

an extra copy of the emailed Biological Sample and Shipment Notification 
Form within the shipping box along with a list of contents form. Close the 

IATA Shipping Box and label the outside of the cardboard box with the 
enclosed UN3373 (Biological Category B) label. Place the closed, labeled 

shipping box within UPS Laboratory Pak. Seal the UPS Laboratory Pak. 



Critical Ambient Shipping Instructions - Substudy
1. Substudy samples must be shipped the day of blood draw via UPS 
Next Day Air in Styrofoam cooler.

2. Substudy samples should be sent Monday through Wednesday ONLY.
BE AWARE OF HOLIDAYS and current weather conditions!

3. Remember to complete the requisition forms and include a copy in 
your shipment: Biological Sample and Shipment Notification Form - SubStudy 
(Appendix D).

4. Include no more than three tubes per shipping container and 
include only tubes from one participant.

5. Place (1) temperature monitor inside ambient shipper with samples. 
Directions on page 45-46 of the Manual of Procedures or slides 55-56.



Shipping Regulations and Training
All study personnel responsible for shipping should be certified in biospecimen shipping.
It is the responsibility of each site to ensure that the appropriate training has been provided and 
conducted in regards to IATA shipping.

UN3373 Biological Substance, Category B Training
• Biological Substance, Category B are specimens being transported for “investigational purposes”
• Recommend: investigator sites document training of category B/dangerous goods
• We recommend establishing a record of your staff’s training and date of instruction
• The training records must be made available upon request by the appropriate national authority

• Additional information from the Department of Transportation (DOT) can be found on their 
website http://hazmat.dot.gov

http://hazmat.dot.gov/


Creating Airbills/Scheduling 
Pickups

Frozen and Ambient Shipments



UPS 
ShipExex™
Thin Client 

Website

Log into the ShipExec Thin Client: 
https://kits.iu.edu/UPS

Click on the “Shipping” dropdown and 
click on “Shipping and Rating”

https://thinclient.shipexec.com/Account/Login?ReturnUrl=%2F#!/






Verify Information

• Please verify that both the shipping information AND study reference are 
correct for this shipment



Entering Shipment Information

• Frozen shipments
• Enter the total weight of your 

package in the “Weight” field
• Enter the dry ice weight in the “Dry 

Ice Weight” field
• The “Dry Ice Weight” field cannot 

be higher than the “Weight” field 
(will receive an error message)

• Ambient shipments
• Enter the total weight of your 

package in the “Weight” field and 
leave the “Dry Ice Weight” field 
empty.

1



Need to request UPS Pickup?
• Click on the “Pickup Request” button

• Fill out all fields for the pickup request

• Enter in the “Earliest Time Ready” and 
“Latest Time Ready” in 24-hour format

• Users must schedule pickup minimum 1 
hour before “Earliest Time Ready”

• Choose a name and number that is the 
best to contact if the UPS driver has 
questions related to picking up your 
package

• Entering the Room Number and Floor will 
help the UPS driver locate your package

• Room number field is free text
• Floor field is numerical only

• Hit “Save” when done



Shipping Packages

• If all fields in “Ship From” and 
“Shipment Information” fields are 
completed, and pickup request is 
completed (if necessary), click Ship 
in the bottom right corner of the 
page













NCRAD SubStudy Forms



Appendix C: Rate of Centrifuge Worksheet 

Note:
Use Rate of Centrifugation Worksheet to calculate 
RPM, if needed.



Appendix D: Biological Sample and Shipment 
Notification Form - SubStudy

Note:
Please ensure Sample Notification Forms are filled out in 
their entirety. Complete during the participant study visit 
as samples are processed to guarantee accuracy.



Appendix E: CSF Sample and Shipment 
Notification Form - SubStudy

Note:
Please ensure Sample Notification Forms are filled out in 
their entirety. Complete during the participant study visit 
as samples are processed to guarantee accuracy.



NCRAD Website



NCRAD Website: Helpful Pages

https://ncrad.org/holiday_closures.h
tml

https://ncrad.org/shipping_address.
html

NCRAD - LIFE-DSR Active Study Page

https://ncrad.org/holiday_closures.html
https://ncrad.org/shipping_address.html
https://ncrad.org/resource/lifedsr.html
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