Appendix C
[bookmark: _GoBack]Instructions for sending Human Tissue to a Service Provider

You should use this form where Human Tissue is to be transferred from Sussex to a service provider for diagnostic or testing purposes (for which Sussex will usually pay the Service Provider).  This form should not be used for the purpose of sending Human Tissue to another academic or research institution.

1. QUESTIONNAIRE

	PRINCIPAL INVESTIGATOR DETAILS

	Name
	[bookmark: Text1]     
	School
	     

	Office Address
	     


	Telephone No.
	     
	Email
	     




	SERVICE PROVIDER DETAILS

	Name of Service Provider
	

	Address of Service Provider

	     

	Name of Contact at Service Provider
	     

	Email for Contact
	     




	
	CHECKLIST

	1.
	Is the Service Provider Licensed by the Human Tissue Authority? 

	



	2.
	If the answer to item 1 is “Yes”, please provide the Service Provider’s Human Tissue Authority Licence No.
	     

	3.
	Have you followed the University’s Procurement Guidelines for engaging this Service Provider?
(follow this link for further information)
	




	4.
	Have you obtained the Service Provider’s terms and conditions for the provision of their service?
(please note that this is vital and this matter will not progress until these have been obtained)
	



If “Yes” please  attach a copy to these Instructions.



Please note that answering “No” to items 1,2 or 4 on the above checklist will result in a delay to the progress of this matter. 


	THE MATERIALS

	5.
	Description of Materials to be Transferred (please be as  detailed as possible)
	     


	6.
	Quantity of Materials to be Supplied
	     

	7.
	Is there or will there be “appropriate consent” from each Donor, as required by the Human Tissue Act 2004, which permits the use of the Materials in the your research and permits the transfer of material to the Service Provider?
	


If “No”, please explain why consent is not required


	8.
	If the Materials have been or will be obtained by Sussex from Human Subjects, please provide a copy of the ethical approval under which the Materials have been or will be obtained and tick the box on this row in the column opposite.
	

	9.
	Were the Materials obtained by Sussex from a third party?

	



	10.
	If you have answered “Yes” to item 9, please provide the name of the third party and provide a copy of the MTA and/or other document(s) (e.g. NDA, research collaboration agreement) under which the Materials were obtained.

	Name of third party who supplied the Materials to Sussex:       


(Please attach copy of MTA or other document under which the Materials were obtained). 


	11.
	Were the Materials obtained by Sussex using funding from a third party?
	


	12.
	If you have answered  “Yes” to item 11, please provide the name of the third party whose funding was used to obtain the Materials and Sussex’s research project code for the relevant project or other information sufficient to identify the project.
	
     

	13
	What conditions of storage will apply to the Materials?
	
     



	USE OF THE MATERIALS BY THE SERVICE PROVIDER

	14.
	What will the Service Provider do with the Materials?  What results will they provide? (please provide a description of the work to be undertaken by the Service Provider)
	     






	15.
	How long will the Service Provider need to retain the Materials?
	     

	16.
	If the Materials will be retained by the Service provider for longer than a week, will the Materials be rendered acellular by the Service Provider within a week of receiving the Materials?
	


	17.
	Are all necessary ethical approvals been obtained for the materials to be sent to the Service Provider?
	

If “Yes”, please  attach a copy of the letter of approval letter or certificate..

	18.
	What will the Principal Investigator do with the results provided by the Service Provider? (i.e. are they intended for publication?  Might they be used for commercial purposes at any point?)
	     

	19.
	Is this connected with an ongoing research project?  Is it in collaboration with other institutions or researchers? (if so, please give the name of the Project, names of collaborating institutions and any other identifying information including a research project code if possible)
	     

	20
	When the Service Provider has finished using the Materials, should they destroy any remaining materials or return them to Sussex?
	     

	21
	Has a price been agreed with the Service Provider?

	


 
 (if Yes, please give price and VAT details)
     


	20.
	Is this price Inclusive or Exclusive of VAT?
	

 


Please provide information regarding any agreed payment terms.
     

	21
	Have payment terms been discussed?
	
 
 






2. DECLARATION

I  acknowledge that I have checked and satisfied myself that the transfer of these Materials is permitted  i) by the consent given by the Donor and ii) under any ethical approval which applies to the use of the Materials, that I am  not aware of any restrictions under which they were provided and that  I do not know of any other reason why the transfer to the Service Provider should not be made.



Signed by the Principal Investigator 	


Date of Signature______________________________________



Please email a scan of this form, with an electronic copy of the research summary or protocol (if applicable) and the Service Provider’s terms and conditions, to Contracts.Instructions@sussex.ac.uk or send a hard copy of all documents to Contracts & IP, 2nd Floor, Falmer House, marked as “MTA Request”.  The Contracts Team will then review the Service Provider’s terms and conditions and consider i) any changes which may need to be made to those terms and conditions and ii) whether the Service Provider needs to be asked to sign an outgoing MTA in Sussex’s standard form.  The matter will be allocated to a member of the Contracts Team who will take the negotiations forward with the Service Provider, with assistance from the Principal Investigator where required.
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