We are looking forward to your shipment of clones to the repository.  To ensure a smooth flow please follow the checklist below:
Data Submission
· Before you start, please read through the “Submission Format” document, which includes both the details for the submission data and some key definitions for defining linker and coding sequences. Overall it will provide you with the format we need for data entry and the controlled definitions we are using to help you compile the data on your plasmids.

· If you are submitting additional vectors, please fill out the vector submission form and send this Excel spreadsheet, the vector sequence and vector map to me to import into our database.  The more detailed the information you provide the better.
· Compile your plasmid data as tab delimited text files (or in Excel according to the template we provide).  Be sure to include all required fields and any additional information that you feel is necessary to accompany your plasmids.  
· Double check your files ensure that the required data is present and in the computer compatible format. In addition, refer to http://psimr.asu.edu/DataSubmission.html for additional information and items to check before submitting the data.
· Send your data files to me.  Our informatics team will perform a data file and import check to confirm that the data will import properly into our databases.  If there are problems with your data files, we will alert you of the changes that need to be made and work with you to make these changes in a timely manner.

Sample Submission

· DO NOT send plates unless your data has been verified by the parsing systems, and we give you the “go ahead”.  Feel free to prepare your samples ahead of time but DO NOT SEND THEM!  It is essential for the information to be in our tracking system FIRST so that we can properly handle your samples when they arrive.
· When you get the okay from us to send your samples, prepare your plasmid samples to send to us either 
· DNA. Send at least 10-15ul of sample with at least 10ng/ul of DNA.

· Glycerol stocks in a 96-well plate.  DO NOT send us glycerol stocks unless you are certain that they are in T1/5 phage resistant E. coli.  
· Please only have one resistance marker per plate (ex. all 96 will only have ampicillin resistance).  
· Please do not send us plates that are partially filled as we do not have the manpower or time to re-array your samples.  The only exception is if you have extra clones with a particular resistance marker that do not fill an entire plate.

· Be sure to prepare your samples so that there is no cross contamination between wells.  In our experience, this is best achieved with plates tightly sealed with foil (E.g., product #FS100 from www.cryostuff.com). If you are sending glycerol stocks, please send these on dry ice to ensure that they are viable when they arrive here.  In addition, frozen glycerols are less prone to cross contamination than liquid glycerols.

· Ship the plates to:


Attn: Jason Steel


Center for Personalized Diagnostics


Biodesign Institute at ASU


1001 S. McAllister Ave


Tempe, AZ 85287-6401

Notify us when the plates have shipped, and ensure that the shipping is not done over a weekend as we do not have receiving personnel available to receive them.   

Questions
· If you have any questions, contact Cathy Cormier at 480-965-2857 or by email at catherine.cormier@asu.edu 
