ORTIZ GROUP BIOLOGICAL COLLECTIONS MANAGER GUIDELINES
Massachusetts Institute of Technology

Department of Materials Science and Engineering

RM 13-4022, 77 Massachusetts Avenue, Cambridge MA 02139

Phone: 617-452-3084, Email: cortiz@mit.edu

Collections manager: Jeremy Brittan

● If a group member wants to log out a sample from a museum, please obtain email approval from Professor Ortiz beforehand. You can note where the sample has come from on the log-in form in the electronic and hardcopy catalog (stored in collections room).

● When group members want to log out samples, please do not leave them alone in the collections room. Wait with them and make sure the door is locked behind.

● No samples may be removed from the collections room and studied until logged in, both in hardcopy catalog in collections room and electronic catalog (http://web.mit.edu/cortiz/www/Collections/Collections.html). Verify that the sample is logged in before removing from Collections room.

● Log-in collection form should be sent to Professor Ortiz to post in the electronic and hardcopy catalog.
● Only one sample at a time may be removed from collections storage room per group member. Approval must be granted from Professor Ortiz to remove more than one sample. Please check catalog thorougly to ensure that the group member does not have another sample logged out before allowing the logging out of a sample.
● All labels must be kept with samples at all times, ensure when logging samples out and back in, they have labels contained with them.
● Make sure ziplock polyethylene bags containing sample tightly, as well as snap in plastic container lid tightly to prevent marine odors from escaping when logging samples back in.
● Once a week check for odors and in the unlikely case any odors have escaped remove the plastic bins immediately to a fume hood in 12-065 without opening it. 

● Do not open any ziplock bags in the long term storage collections room when logging out samples.
● Once a week check login sheets and scan in ones that are modified and post on the electronic catalog website (link above).

● The key to the storage room may not be loaned to anyone for any purpose.  Only Professor Ortiz and the Collections manager will have access and use the key.
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