	Checklist for Materials In (animal transfer)
	Checklist for Materials In (non-animal transfer)

	 FORMCHECKBOX 
 Contact Office of Animal Resources for necessary forms when you first contact OTT to initiate an MTA.
	 FORMCHECKBOX 
 If collaborating with Providing PI, contact Office of Research Administration to verify if a collaboration agreement is needed.

	 FORMCHECKBOX 
 If collaborating with Providing PI, contact Office of Research Administration to verify if a collaboration agreement is needed.
	


MTA Standard Opearating Procedure

1. OTT will docket an MTA case under PI’s name and initiate the review process once it receives a completed and signed MTA Questionnaire from the PI.

2. If a PI is receiving materials, OTT will need the PI to confirm in writing that s/he has read certain sections in the providing institution/company’s MTA and that s/he understands the obligations under the MTA.

3. Once OTT receives the partially executed MTA from the other party, OTT will forward it to the PI for signatures.  If other institution requests that OTT initiate signing, OTT will ask PI to sign the MTA and return it to OTT.
4. OTT will email the PI the fully executed MTA in PDF format for his/her records.

5. If the PI is providing or receiving animals, once the MTA is fully executed, OTT will remind the PI to contact the Office of Animal Resources directly for appropriate paperwork to arrange shipment.

6. PI is able to check his/her pending MTA cases through OTT website: http://www.jefferson.edu/ott/Search_MTA.cfm
*For more information regarding MTAs, please go to OTT’s website: www.jefferson.edu/ott
*For future reference, the following are the links to the questionnaires:
MTA Questionnaire (Materials In): 
http://www.jefferson.edu/ott/downloads/MTA-Questionnaire-(Materials-In).doc
MTA Questionnaire (Materials Out): 
http://www.jefferson.edu/ott/downloads/MTA-Questionnaire-(Materials-Out).doc
MTA contact: 
Grace Zhang

Technology Transfer/Business Development

Thomas Jefferson University

1020 Locust Street, Suite M34, Philadelphia, PA 19107

Phone: 215-955-6862, Fax: 215-923-5835

Email: grace.zhang@jefferson.edu
TJU Materials (In) MTA Questionnaire

By responding to the questionnaire below, I hereby certify that I have read and understand the questionnaire, have responded accurately and completely thereto, and that for the duration of the applicable Material Transfer Agreement, I will fully comply with the terms and conditions as indicated by my responses to the attached questionnaire.  

Signature: _________________________________________    Date: ____________________________
	TJU PI’s name:
	

	Providing company/institution’s name:
	

	If you are aware that the Providing Institution is not the owning institution, please provide the name of the owning institution: 

	Providing PI’s name:

Department:

Email:
	

	(1)
	Please list the full name of each material that you are requesting. Please also indicate quantities if possible.
	

	(2)
	Is the material(s) available commercially?
	 FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No

	(3)
	Please list what funding sources you will be using for your experiment with this material(s) including TJU departmental funding. Commercial funding should include STTR/SBIR sub-awards.
	

	(4)
	What is the material’s intended use? Please be specific.
	

	(5)
	Will you be using the material(s) for its intended use or for a new use?
	 FORMCHECKBOX 
 Intended use              FORMCHECKBOX 
 New use

	(6)
	Does your use of the material(s) result in any modification or derivatives of the material(s)?
	 FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No

	(7)
	Are you collaborating with any personnel(s) of any non-TJU personnel on this research which you will be sharing the data with? If yes, please also contact Office of Research Administration to determine if a Collaboration Agreement needs to be established.
	 FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No

	(8)
	Please list all the material(s) provided or will be provided by any third parties under other agreements that you will be using in conjunction with the requested material in this MTA.
	

	(9)
	Do you think any invention will result from your research with the material(s)?
	 FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No

	(10)
	Please provide the Providing company/institution’s contact information.
	

	(11)
	How long do you expect the research to last? It will sometimes be needed to be listed on the MTA.
	

	(12)
	Is it necessary for you to receive confidential information from the provider regarding the use of the material(s)? Such confidential information might not be able to be included in any of your publication if requested by the Providing company/institution.
	 FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No

	(13)
	Please provide a brief description of your proposed research. It helps us to better negotiate with the provider depending on the terms in their MTAs.
	

	(14)
	Please indicate any known or potential biohazardous properties of the material.  The biosafety officer must also authorize the transfer of such materials.
	

	(15)
	Please provide your Campus Key so that you will be able to access the MTA status database through OTT’s website.
	

	(16)
	Please indicate whether you want to be copied on OTT emails to Providing company/institution.
	 FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No
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