Submission Checklist 

We are looking forward to your shipment of clones to the repository. Please follow the checklist below:
· Before you start, please read through the attached files “File Details.” This will provide you with the details about the data that you can provide about each of your clones.  We have provided an Excel spreadsheet that contains two forms that will allow you to easily prepare your plasmid information.
· Gather all the information you have about your vectors including maps, sequence, and features (i.e. selection markers, promoters, sequencing primers, cloning method, growth conditions, etc). The information can be compiled in the Vector form  within the Excel spreadsheet. Please send map and sequence files (if available) in separate files.  
· Fill out the clone submission forms.  Be sure to include all required fields and any additional information that you feel is necessary to accompany your plasmids. Don’t forget to only include one antibiotic resistance per plate.
· SAVE this Excel file and return to dnasuhelp@asu.edu
· DO NOT send plates unless your data has been verified by the parsing systems, and we give you the “go ahead”.  Feel free to prepare your samples ahead of time but DO NOT SEND THEM!  (Necessary markers for plates need to be created in the database before we can receive plates, or they may get lost.  Moreover, we need to confirm that we have freezer space to receive the plates.)
· When you get the okay from us to send your samples, prepare your plasmid samples to send to us either as DNA (10-15ul of sample with at least 10ng/ul) or as glycerol stocks in a 96-well plate.  DO NOT send us glycerol stocks unless you are certain that they are in T1/5 phage resistant E. coli. You can send in either tubes (<10 samples) or in a 96 well plate (>10 samples).
· If you use a 96 well plate, be sure to prepare your samples so that there is no cross contamination between wells.  In our experience, this is best achieved with plates tightly sealed with foil (e.g., product #FS100 from www.cryostuff.com). If you are shipping DNA, it may be safer to ship it dry instead of wet.  If you are sending glycerol stocks, please send these on dry ice to ensure that they are viable when they arrive here.  In addition, frozen glycerols are less prone to cross contamination than liquid glycerols.

· Notify us when you ship the plates and ensure that the shipping is not done over a weekend as we do not have receiving personnel available to receive them.   

· If you have any questions, contact us at (480) 965-5697 or by email at dnasuhelp@asu.edu
