National Inventory of Wild Poliovirus Materials

Instructions 

http://www.cdc.gov/od/nvpo/polio
Each institution must submit a completed national inventory even if it retains no wild polioviruses or no longer has laboratories.

I.  Performing the inventory 

· Designate a responsible facility official (RFO).  
The RFO is a safety officer, a senior management official, or both, who is   authorized by the institution to complete and submit the inventory form.  The RFO receives all follow-up communications regarding the inventory and wild poliovirus laboratory containment.

· Inventory all relevant biomedical laboratories.  
The inventory includes laboratories that perform any microbiological research or tests. Many are located in departments other than microbiology. Many laboratories are unaware they have stored potential wild poliovirus materials.  

· Encourage destruction of all unneeded wild poliovirus materials.  

Do not enter on the inventory form materials that have been destroyed.   
· Institutions with multiple laboratories to inventory may wish to use the laboratory worksheet and the brochure National Inventory of Wild Polioviruses Materials. Both documents can be accessed at www.cdc.gov/od/nvpo/polio. The worksheet, which is to be returned to the RFO, may be modified to accommodate institutional needs. Copies of the informational brochure should be provided to all staff involved in the inventory. 

II. Completing the inventory form
Section A
 

· The RFO answers questions 1 and 2 to assist in identifying wild poliovirus infectious and potential infectious materials.

Section B

· The RFO enters the total number of laboratories under his/her jurisdiction and certifies that all have been searched for wild poliovirus materials.

· If no wild poliovirus materials are identified, the RFO completes Section B.

· If the institution possesses wild poliovirus materials, the RFO completes Sections B and C.

Section C

· The RFO lists the laboratories retaining wild poliovirus materials and enters the approximate number of materials retained.
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III. Submitting the inventory results
Institution branches or subsidiaries independently registered with CLIA were sent inventory packets with unique User Ids and Passwords. The institutional RFO reporting on behalf of branches/subsidiaries should submit each inventory result separately using the User ID and Password assigned to each branch/subsidiary.

Institutions without Internet access should mail or fax the completed inventory form according to instructions on the form listed under “Please submit report to.”    

Institutions with internet access should submit inventory results to:      http://www.cdc.gov/od/nvpo/polio/submit .

1. Click Login. Enter the institution User ID and Password shown at the top of the inventory packet cover letter. (If you did not receive a User Id and Password, login as a New User and follow instructions provided on the screen.) Click Login. 
2. Verify that the institution information is correct as provided or make any necessary changes. Click Submit.

3. Provide requested contact information. Click Submit.   

4. If your institution does not possess wild poliovirus materials or does not have  

qualifying laboratories, select NO, click Submit, and complete steps a and b.    

a. Enter the total number of relevant biomedical laboratories under your    

     jurisdiction (0 if you have no laboratories). Click Submit.
b. Confirm the number of relevant biomedical laboratories under your  

     jurisdiction. Enter the RFO name and phone number. Click Submit.   

     Submission of your inventory results is complete.

5.   If your institution possesses wild poliovirus materials select YES, click Submit,   

      and complete steps a – e. 

a. Enter the total number of relevant biomedical laboratories under your jurisdiction and the number of laboratories retaining wild poliovirus materials. Click Submit.
b. List the laboratory name, category, and approximate number of infectious and potentially infectious samples. Click Save. 

c. To add another laboratory to the list, click Add New.  

d. When all laboratories retaining wild poliovirus materials have been entered, click Complete.

e. Confirm the number of relevant biomedical laboratories under your jurisdiction and the number retaining poliovirus materials. Enter the RFO name and phone number. Click Submit. Submission of your inventory results is complete.

  Technical assistance for submitting inventory results via internet is available at PLCP@cdc.gov.
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