VA IACUC Semi-Annual Self-Review Forms

October 2005 Version

<Name and number of Medical Center>

<Official Address of Medical Center>

Form 1. Checklist

Instructions:  For each deficiency noted on this form, fill out a row in Form 2.
Part A.  PROGRAM REVIEW
Date(s) of Review for VA Animal Care and Use Program: <Date>

Key: NA = Not applicable, A = Acceptable, M = Minor Deficiency, S = Significant Deficiency

Reference: Section 2 in Appendix E, Handbook 1200.7, "Use of Animals in Research"

	Line #
	Check list number and item description
	Not Applicable
	Acceptable
	Minor
	Significant

	1
	I. IACUC POLICIES AND RESPONSIBILITIES
	
	
	
	

	2
	 IACUC Membership and Functions:  
	
	
	
	

	3
	At least 5 members, appointed by the IO in writing for renewable terms
	
	
	
	

	4
	Members include Attending Veterinarian, VA scientist, lay, and non-affiliated members
	
	
	
	

	5
	Chairperson is appointed by Director for 1 yr. renewable term 
	
	
	
	

	6
	Reports to the R&D Committee and the Institutional Official (IO) when appropriate
	
	
	
	

	7
	Responsible for oversight and evaluation of institution's animal care and use program 
	
	
	
	

	8
	IACUC conducts semiannual evaluations of the animal care and use program at the VA medical center 
	
	
	
	

	9
	IACUC either 1) conducts oversight and evaluation of the animal care and use program at all other institutions that house VA animals, or 2) the VA IACUC reviews and evaluates the semi-annual review of another IACUC in lieu of its own review of those programs
	
	
	
	

	10
	Conducts semiannual inspections of all VA animal facilities, laboratory and other procedure areas
	
	
	
	

	11
	IACUC either 1) conducts oversight and evaluation of the animal care and use facilities at all other institutions that house VA animals, or 2) the VA IACUC reviews and evaluates the semi-annual review of another IACUC in lieu of its own review of those facilities
	
	
	
	

	12
	IACUC semi-annual review includes all areas where animals are housed more than 12 hours, and all areas where procedures on animals are performed
	
	
	
	

	13
	A veterinary consult is provided prior to IACUC review of protocols
	
	
	
	

	14
	VA ACORP is used for review when applications will be submitted for VA funding (version 2 until January 1, 2005, version 3 thereafter)
	
	
	
	

	15
	Procedures in place for review and approval of all VA-funded research regardless of performance location 
	
	
	
	

	16
	Procedures in place for review and approval of research performed at the VA, regardless of funding source (1200.7, 4.c.) 
	
	
	
	

	17
	Procedures in place for review and approval of significant changes to protocols before work begins
	
	
	
	

	18
	Special procedures are reviewed prior to initiation (e.g. multiple surgeries, prolonged restraint)
	
	
	
	

	19
	Program/procedures in place for use of hazardous agents in animal research (see Section 7, Appendix C of 1200.7)
	
	
	
	

	20
	IACUC has procedures in place to review and investigate internal or external concerns or allegations about animal care and use (1200.7, 8.i.) 
	
	
	
	

	21
	IACUC has procedures in place to prevent reprisals against whistle blowers who report potential deficiencies in the animal care and use program, and to protect anonymity to the extent required by law (see 1200.7 6.d. and references therein)
	
	
	
	

	22
	IACUC has procedures in place for suspension of animal activities if warranted by findings and after majority vote of quorum (1200.7, 8.h.)
	
	
	
	

	23
	II.  IACUC REPORTING REQUIREMENTS
	
	
	
	

	24
	IACUC minutes meet formatting requirements in 1200.7, paragraph 8.f.(1)
	
	
	
	

	25
	IACUC minutes are submitted for review by VA R&D Committee and IO, and upon request, to CVMO/VACO (1200.7)
	
	
	
	

	26
	Semiannual reports approved by the IACUC are reviewed during a meeting between medical center Director and IACUC representatives, then  signed by medical center Director (1200.7, 8.d.(1)(e))
	
	
	
	

	27
	IACUC semi-annual report is not altered by any local official once a majority of voting IACUC members has voted to approve the report, and local officials do not pressure IACUC members to change the wording of such reports to language more favorable to the institution. (1200.7 8.d.(1)(f)/(g)) 
	
	
	
	

	28
	Semiannual Reports are submitted to CVMO within 60 days of review (1200.7, 8.d.(1)(e))
	
	
	
	

	29
	Minority IACUC opinions are included in semi-annual reports (1200.7, 8.d.(1)(d)4.)
	
	
	
	

	30
	Departures from Guide or PHS Policy are detailed, and reasons for departure are given 
	
	
	
	

	31
	Significant deficiencies are distinguished from minor deficiencies in semi-annual report 
	
	
	
	

	32
	The semi-annual report include a plan and schedule with dates for correction of all deficiencies
	
	
	
	

	33
	IACUC notifies ACOS/R&D, IO, ORO, CVMO, USDA, PHS, and AAALAC within 15 days business days of finding instances of non-compliance (see 1200.7 8.g(5) and notes at the end of this form) 
	
	
	
	

	34
	IACUC promptly notifies ACOS/R&D, IO, ORO, CVMO, USDA, PHS, and AAALAC within 15 days business days of suspensions of protocols (1200.7, 8.g(5))
	
	
	
	

	35
	IACUC notifies ACOS/R&D, IO, ORO, CVMO, USDA, PHS, and AAALAC within 15 days of failure to correct major deficiencies (1200.7, 8.g(5))
	
	
	
	

	36
	USDA Annual Report is submitted online to USDA 
	
	
	
	

	37
	Mice and rats are not included in the USDA Annual Report but are included in VMU Annual Report per VA Policy (1200.7 8.j(1) and 8.j(4))
	
	
	
	

	38
	AAALAC Program Description submitted triennially to AAALAC (CVMO no longer receives copies routinely per 1200.7, 8.j(2)(a)) 
	
	
	
	

	39
	AAALAC Annual Report and other correspondence to and from AAALAC sent to CVMO (1200.7, 8.j(2)(b))
	
	
	
	

	40
	Annual VA VMU report sent to CVMO (1200.7, 8.j(4))
	
	
	
	

	41
	PHS Assurance, annual updates, and correspondence to and from OLAW sent to CVMO and ORO ((1200.7, 8.j(4) and 8.j(6)) 
	
	
	
	

	42
	III.  IACUC RECORDS REQUIREMENTS
	
	
	
	

	43
	Minutes of IACUC meetings and semi-annual reports kept 3 years
	
	
	
	

	44
	IACUC documents, including all PHS, USDA, AAALAC, other reports and correspondence related to the animal care and use program are maintained at least three years, and IACUC records of individual protocols are kept at least 3 years after end of study
	
	
	
	

	45
	As part of the Program review, the IACUC randomly reviews IACUC records representing at least 5 percent of the total active projects (a minimum of five) to determine if appropriate documentation of initial review, approval letter(s), annual and triennial approvals, modifications, and investigator correspondence are present. (1200.7, 8.d(1)(b))
	
	
	
	

	46
	Emergency power is available to power HVAC equipment in the animal research facility in the event of an electrical outage, or an effective plan exists to provide supplemental cooling or other measures to maintain temperatures within the ranges dictated by the Guide for the Care and Use of Laboratory Animals.  (1200.7, Appendix E, 3.b(8))
	
	
	
	

	47
	IV.  PERSONNEL QUALIFICATIONS AND TRAINING
	
	
	
	

	48
	All personnel involved with animal research receive training to competently and humanely perform their duties related to animal research (1200.7, 8.k.)
	
	
	
	

	49


	Station has established and implemented an effective annual training program consistent with 1200.7, paragraphs 8.k(1)-(4), including subparagraphs 
	
	
	
	

	50
	Includes professional/management/supervisory personnel 
	
	
	
	

	51
	Includes animal care personnel
	
	
	
	

	52
	Includes investigators, instructors, technicians, trainees, students
	
	
	
	

	53
	Includes humane practices of animal care (e.g. housing, husbandry, handling)
	
	
	
	

	54
	Includes humane practices of animal use (e.g. procedures, anesthesia, surgery)
	
	
	
	

	55
	Includes research methods that minimize animal numbers
	
	
	
	

	56
	Includes research methods that minimize animal pain or distress
	
	
	
	

	57
	Includes use of hazardous agents and access to OSHA hazard notices
	
	
	
	

	58
	V.  OCCUPATIONAL HEALTH AND SAFETY OF PERSONNEL
	
	
	
	

	59
	OHS Program is established and complies with requirements of Section 10 of 1200.7 and Appendix C of 1200.7 
	
	
	
	

	60
	Covers all personnel who work in laboratory animal facilities (1200.7, Appendix C, 3.a(1))
	
	
	
	

	61
	Institution provides laundry service, uniforms, and all personal protective equipment needed free of charge to employees (1200.7, Appendix C, 5.a.)
	
	
	
	

	62
	OHSP program is based upon hazard identification and risk assessment (1200.7, Appendix C, 3.a(1))
	
	
	
	

	63
	Personnel training is provided as is appropriate for species used, and hazardous agents used (e.g. zoonoses, hazards, special precautions)
	
	
	
	

	64
	Husbandry and technical staff understand and use proper personal hygiene procedures during work (e.g. work clothing, laboratory policies)
	
	
	
	

	65
	Procedures in place for proper use, storage, and disposal of hazardous materials
	
	
	
	

	66
	Procedures in place to provide appropriate personnel protective equipment such as masks, respirators, gowns, eye protection, boots, etc. 
	
	
	
	

	67
	Program in place for annual medical evaluation and/or questionnaire review as described in Section 4 of Appendix C of 1200.7. 
	
	
	
	

	68
	A pre-employment evaluation is offered to employees to make sure the workplace does not pose unnecessary risks (1200.7, Appendix C, 3.a(2)(a))
	
	
	
	

	69
	Immunizations offered are appropriate (e.g. rabies, tetanus)
	
	
	
	

	70
	Zoonosis surveillance is appropriate for species housed (e.g. Q-fever, LCMV, parasites)
	
	
	
	

	71
	Procedures are in place for reporting and treating injuries, including bites, etc.
	
	
	
	

	72
	Special precautions for personnel who work with primates:
	
	
	
	

	73
	Tuberculosis screening includes all potentially exposed personnel
	
	
	
	

	74
	Training and implementation of procedures is in place for bites and scratches, including procedures and supplies to immediately treat human exposure to C. herpesvirus
	
	
	
	

	75
	Education is provided regarding Cercopithecine herpesvirus 1 (Herpes B) infections when susceptible primates are housed
	
	
	
	

	76
	VI.  VETERINARY MEDICAL CARE
	
	
	
	

	77
	Institutional arrangement is present with a veterinarian with appropriate lab animal qualifications
	
	
	
	

	78
	Backup veterinary care has been arranged
	
	
	
	

	79
	Veterinarian can access all animals and animal procedure areas as needed
	
	
	
	

	80
	Emergency/weekend/holiday veterinary care of animals has been arranged
	
	
	
	

	81
	Veterinarian oversees daily care of animals
	
	
	
	

	82
	Veterinarian oversees disease prevention and control/quarantine program
	
	
	
	

	83
	Veterinarian provides oversight/guidance for treatment of disease
	
	
	
	

	84
	Veterinarian provides oversight/guidance for surgery programs and pre/post-surgical care
	
	
	
	

	85
	Veterinarian provides oversight/guidance for anesthesia, analgesia
	
	
	
	

	86
	Veterinarian provides oversight/guidance for euthanasia procedures
	
	
	
	

	87
	Compliant drug control and storage procedures in place 
	
	
	
	

	88
	Visits by part-time veterinarians are documented
	
	
	
	


Part B.  FACILITIES Review
Date(s) of Facilities Review: <date>

Key: NA = Not applicable, A = Acceptable, M = Minor Deficiency, S = Significant Deficiency

	
	
	NA
	A
	M
	S

	89
	VII.  LABORATORY POLICIES AND RESPONSIBILITIES
	
	
	
	

	90
	Animal procurement from authorized vendors only
	
	
	
	

	91
	Primary enclosures, cage, or shelters are appropriate for species housed
	
	
	
	

	92
	Social environment- appropriate for species housed
	
	
	
	

	93
	A compliant primate enrichment program exists
	
	
	
	

	94
	Exercise for dogs is provided when mandated by AWA Regulations
	
	
	
	

	95
	Special procedure policies (e.g. diet restriction, prolonged restraint) are conducted per IACUC approval
	
	
	
	

	96
	Use of specialized housing (e.g. barrier, isolation when appropriate) is utilized as approved by the IACUC
	
	
	
	

	97
	Food/water/bedding is appropriate for species housed
	
	
	
	

	98
	Animal handling is appropriate for species housed
	
	
	
	

	99
	Cage/room sanitation is appropriate for species housed
	
	
	
	

	100
	Waste disposal meets facility, municipal, and federal policies and regulations
	
	
	
	

	101
	Animal identification is appropriate for species housed
	
	
	
	

	102
	Medical/surgical records are accessible and appropriate for species housed
	
	
	
	

	103
	Genetics/nomenclature of species are accurate on protocol forms and on cage cards
	
	
	
	

	104
	Animal transportation inside facility is discreet and compliant with institutional policy and paragraph 10.c.(3) of 1200.7
	
	
	
	

	105
	Animal transportation between facilities is in climate controlled vehicles when appropriate and compliant with institutional policy
	
	
	
	

	106
	Emergency/holiday/weekend husbandry care of animals is provided
	
	
	
	

	107
	VIII.  PHYSICAL FACILITIES
	
	
	
	

	108
	Procedural laboratories that house animals >12 hours meet animal housing standards
	
	
	
	

	109
	All rooms and laboratories in which animal procedures occur are tracked by the IACUC during review for inclusion in the facilities review (see 1200.7, Appendix D, 1.q(1)) 
	
	
	
	

	110
	Specialized space (e.g. barrier, surgery, quarantine, necropsy) is maintained properly and safely utilized
	
	
	
	

	111
	Support facilities (cold storage, restrooms) are properly maintained and safely utilized
	
	
	
	

	112
	Facility maintenance problems are reported and corrected in a timely fashion
	
	
	
	

	113
	Ventilation is monitored to ensure adequate air changes and proper directional air flow
	
	
	
	

	114
	HVAC motors, belts, and equipment is on a regular preventive maintenance program to prevent HVAC failures
	
	
	
	

	115
	At least annually, the IACUC tests the ability of facilities management personnel to properly detect and respond to elevations in animal room temperatures by purposely overheat a temperature sensor, then noting the response (1200.7, 7.b(2)(c) and subparagraphs) 
	
	
	
	

	116
	Reheat coils in animal rooms fail in the off position to prevent catastrophic overheating of animals (1200.7, 7.b(2)(a))
	
	
	
	

	117
	Air changes per hour in animal rooms meet standards in the Guide
	
	
	
	

	118
	Directional air flow is proper to ensure a safe working environment and control of infectious agents 
	
	
	
	

	119
	Air is flowing into the animal facility from outside areas to reduce allergen and pathogen exposure outside facility
	
	
	
	

	120
	Wall, ceiling and floor finishes allow appropriate sanitation
	
	
	
	

	121
	Paint on animal housing services is intact and not chipped or cracked
	
	
	
	

	122
	Ceiling tiles and plaster ceilings that experience water damage are replaced in a timely fashion to prevent mold growth
	
	
	
	

	123
	Requests for emergency facility repairs are addressed in a timely fashion by institutional personnel to prevent distress to animals and personnel
	
	
	
	

	124
	 Temperature and humidity in animal rooms are monitored to ensure they stay within acceptable ranges
	
	
	
	

	125
	Temperature and humidity in animal rooms stay within normal ranges
	
	
	
	

	126
	Noise levels are controlled to prevent distress to animals and personnel
	
	
	
	

	127
	Facility cage, equipment and sanitation methods meets standards in Guide
	
	
	
	

	128
	Cage wash and autoclave temperatures are monitored to meet applicable standards in the Guide
	
	
	
	

	129
	Room care records document that husbandry staff observe animals on a daily basis and clean and water animals as is appropriate
	
	
	
	

	130
	Soiled bedding disposal procedures are appropriate
	
	
	
	

	131
	Infectious waste generated by animal experiments is handled appropriately 
	
	
	
	

	132
	Vermin control measures are adequate, and do not unnecessarily compromise animal and human health or scientific studies 
	
	
	
	

	133
	Security measures meet applicable VA policies (see 1200.7, 7.k.)
	
	
	
	

	134
	Human injuries sustained in the animal facility are reported immediately and submitted for medical examination.
	
	
	
	


	135
	IX.  List of Investigator Laboratories, Holding Areas, and Procedure Areas Outside the Animal Facility Where Animals are Utilized, Manipulated, or Housed 
	
	
	
	

	136
	Location
	Investigator(s)
	Species utilized, brief description of procedures
	
	
	
	

	137
	
	
	
	
	
	
	

	138
	
	
	
	
	
	
	

	139
	
	
	
	
	
	
	

	140
	
	
	
	
	
	
	

	141
	
	
	
	
	
	
	

	142
	
	
	
	
	
	
	

	143
	
	
	
	
	
	
	

	144
	
	
	
	
	
	
	

	145
	
	
	
	
	
	
	

	146
	
	
	
	
	
	
	

	147
	
	
	
	
	
	
	

	148
	
	
	
	
	
	
	

	149
	
	
	
	
	
	
	

	150
	
	
	
	
	
	
	

	151
	
	
	
	
	
	
	

	152
	
	
	
	
	
	
	

	153
	
	
	
	
	
	
	

	154
	
	
	
	
	
	
	

	155
	
	
	
	
	
	
	

	156
	
	
	
	
	
	
	

	157
	
	
	
	
	
	
	

	158
	
	
	
	
	
	
	

	159
	
	
	
	
	
	
	

	160
	
	
	
	
	
	
	

	161
	
	
	
	
	
	
	

	162
	
	
	
	
	
	
	

	163
	
	
	
	
	
	
	


Important Regulatory Notes

Question: What must be covered by the semi-annual IACUC self-assessment? 
Answer: The semi-annual self assessment must include all VA facilities and investigator areas where laboratory animals are used in procedures or housed for more than 12 hours. It must also include all facilities and programs which house animals purchased with VA funds (see paragraph 3.c. in VHA Handbook 1200.7). If the animals are housed in a satellite/ affiliate facility, a formal arrangement may be made between the VA IACUC and the facility such that the VA IACUC may review that facility's semi-annual self-assessment as an IACUC business item instead of sending a VA IACUC team to inspect that facility and program.  If the VA IACUC does not set up this type of agreement, the facility and its animal care and use program must be evaluated as part of the VA IACUC semi-annual self-assessment report.  

Question: What is a significant deficiency?

Answer:  Nearly identical definitions of a significant deficiency are found in the USDA AWA Regulations and PHS Policy.  The two definitions are below:

1.  USDA Animal Welfare Act Regulations, 9 CFR Part 2, Subpart C, Section 2.31, par. (c)(3):  “A significant deficiency is one which, with reference to Subchapter A, and, in the judgment of the IACUC and the Institutional Official, is or may be a threat to the health or safety of the animals.”

2.
Public Health Service Policy on Humane Care and Use of Laboratory Animals, IV. Implementation by Institutions, paragraph B.3:  “…A significant deficiency is one which, consistent with this Policy, and, in the judgment of the IACUC and the Institutional Official, is or may be a threat to the health or safety of the animals. If program or facility deficiencies are noted, the reports must contain a reasonable and specific plan and schedule for correcting each deficiency…"

Question: Does the IACUC have to report significant deficiencies?

Answer:  It depends.  If the plan to correct a significant deficiency is not completed according to the schedule set by the IACUC in Form 2 ( TABLE of PROGRAM and FACILITIES DEFICIENCIES) and approved by a majority of a quorum, the USDA AWA Regulations state that the failure to correct must be reported in writing within 15 business days by the IACUC, through the Institutional Official, to USDA and any Federal agency funding that activity (USDA AWA Regs, 9 CFR Part 2, Subpart C, Section 2.31, par (c)(3)).  PHS Policy does not have the same requirement to report a failure to adhere to the correction schedule for a significant deficiency, but PHS Policy does require that the following be reported by the IACUC through the IO to PHS, regardless of whether a corrective plan is completed according to schedule:
-any serious or continuing noncompliance with PHS Policy (including the Guide for the Care and Use of Laboratory Animals).

-any suspension of an activity by the IACUC.

Thus, if a deficiency is considered a significant one using by the IACUC and IO, consideration should be given as to whether it also qualifies as "any serious or continuing noncompliance with PHS Policy."  For assistance, contact the Chief VMO for the VA  (Michael.fallon@med.va.gov).  Remember that the CVMO must be copied on all correspondence regarding animal compliance issues.

Question: Where can I get a clean copy of this form?

Answer: Go to the "Animal Research" documents/references link at www.researchtraining.org for a copy you can download.

Form 2.  TABLE of PROGRAM and FACILITIES DEFICIENCIES

October 2005 Version
Instructions:  For each deficiency noted on Form 1 (Checklist), enter the checklist number in the first column, and provide the information requested on this form.  This form can also be used to track corrections afterwards (see last column).  After Form 1 and 2 are complete, fill out Form 3 (Post-Assessment Documentation). 

	Line # from first column, Form 1
	Location
	Description of Deficiency, Reason(s) for the Deficiency, and Plan for Correction
	Type of Deficiency
	Timetable For Correction

(e.g. 30, 60, 90 days)
	Date of Correction

	
	
	
	Minor
	Significant
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


FORM 3.  POST-REVIEW DOCUMENTATION

October 2004 Version

A.
DOCUMENTATION of REVIEW TEAM (minimum of three members for program review, and three members for facility review; add more rows as needed):

	Typed Name
	Role on IACUC (chair, veterinarian, scientist, lay member, non-affiliated member)
	Indicate Participation in:

	
	
	Program review
	Facility Review

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


B.
Documentation of Minority Opinion(s).  Any member who wishes to provide a minority opinion MUST be allowed to do so.  Did any member wish to submit a minority opinion?     

_______  Yes

_________ No     If "yes", fill out section E below.

C.  DOCUMENTATION of REVIEW and APPROVAL by IACUC MEMBERS.  A majority of all voting members (not a majority of a quorum) must approve and sign the report.  The report must be completed within one month of the self-assessment to facilitate IACUC review of the report.  

By our signatures, we verify that 1) we have reviewed and approved Forms 1 (Checklist) and 2 (Table of Deficiencies), 2) we have read any minority opinions appearing in item D of this report, and 3) we hereby authorize IACUC representatives to review this report with the Medical Center Director: 

	TYPED NAME
	ROLE on IACUC (chair, veterinarian, scientist, lay member, non-affiliated member)
	signature
	date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


D.
Statement of AAALAC Accreditation (reference: PHS Policy on Humane Care and Use of Animals, par. IV.B.3).  Are all of the facilities and programs covered by this review accredited by AAALAC?

____Yes   _____No.  If no, describe which portions of the facilities and program are not accredited below:

E.  Minority Opinion(s).  If part B is checked "yes", provide the typed minority opinion(s) here:

F.  Communication with MEDICAL CENTER DIRECTOR.  VHA Handbook 1200.7 paragraph 6.n(10)(a)5 stipulates that after a majority of all voting IACUC members approve the report and indicate their approval by signatures next to their typed names and roles on the committee, the report must be discussed with the Medical Center Director by the VMO/VMC, the IACUC Chair, and the ACOS/R&D (other IACUC members may also attend), and the Medical Center Director must sign the reporting indicating that he/she has reviewed it. Note: the Director's signature does not imply that he/she agrees with the report, but once approved by the IACUC, it may not be altered by any official.  A discussion of disputed items may be provided in a cover memo. 

Cetification:  By my signature, I acknowledge receipt of this report, and verify that I have personally discussed its contents with the IACUC.

	Typed Name of Director
	Signature
	Date

	
	
	


G.
FINAL PROCESSING

A signed copy of the complete report (including Forms 1, 2, 3) must be sent through the ACOS/R&D and Medical Center Director to the CVMO within 60 days of the self-assessment date.  The R&D Committee should review the approved report as an item of business, but R&D approval is not required before submission of the final document to the CVMO.  Send a Xerox copy with all signatures to Dr. Michael Fallon, CVMO, Atlanta VA Medical Center, Research Service-151V, 1670 Clairmont Road, Decatur, GA 30033.  The original must be retained for at least three years. 






Form 1 (Checklist), Page 1

