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Republika e Kosovës 

 Republika Kosova-Republic of Kosovo

Qeveria -Vlada - Government 

Ministria e Bujqësisë, Pylltarisë dhe Zhvillimit Rural - Ministarstvo Poljoprivrede, Šumarstva i Ruralnog Razvoja - Ministry of Agriculture, Forestry And Rural Development

Pursuant to Article 1.3 point (d), of UNMIK Regulation  No.2001/19 of September 13th, 2001, on Executive Department of Provisional Institutions of Self–Government in Kosovo, and Article 38, of Veterinary Law, No. 2004/21,of 30.07.2004, The Minister of the Ministry of Agriculture ,Forestry and Rural Development,
Issues the following: 

ADMINISTRATIVE INSTRUCTION NO.21/2008

For definition of the procedures for recipiency of testing samples 
Article 1
Objective
By this administrative instruction, with objective to protect public and animal health, and with objective on work effectiveness of Veterinary and Food Laboratory of the Republic of Kosovo, are defined methods and procedures of sample recipiency, registering as well as issuing the results of laboratory testing (analyses, which are carried out in the Veterinary and Food Laboratory.

Article 2
Sample –testing material can be as;

a) Official sample inspecting, controlling-means any sample brought MAFRD-KVFA officer for inspection of quality and food safety;
b) Samples for self-control –business operators, plants approved by KVFA (dairy plants, slaughterhouses) for implementation of different systems ISO, HACCP;
c) Sample of national program, on the base of the MAFRD-KVFA;

d) Administrative instructions, for control of zoonotic animal disease.
e) Samples for diagnostic research-national projects or co operations-participation in different projects;
f) Samples for diagnostification of disease, brought by authorized veterinarians of KVFA;
g) Sample for validation, certification and accreditation with ISO 17025 of KVFL. 
Article 3
Accompanying documents of every sample, to be handed in laboratory shall have the following details; 

1. Sampling date; 
2. Type of sample – testing material;
3. Animal specie;
4. Protocol number;
5. Details of the person who has taken sample - person - business operator, License No;
6. Details of owner - name, surname, address, telephone, organization;
7. Details of animal-type, sex, breed, age, ID;
8. Sample description –material - sample registration and date;
9. Which tests are required;
10. Suspicion in disease or group of disease;

11.  Date of death or slaughter;
12.  Patho-anatomic changes - if has been carried out Necroscopy;
13. Epizootic situation - the number of animals affected, or humans, animal vaccinations, and in which disease;

14.  Treatment details, carried out;
15. Details of the sender of sample for investigation - person –operator;

16.  In the box, shall be written the content –for manipulation during the transport and in laboratory - especially if has not been transported by courier;
17. Fish are delivered mainly by the courier or veterinary officer of the competent authority;
18. A copy of the accompanying documents shall be placed in a pack or box, and due to possibility of the damage, a copy shall be delivered separately from the pack.
Article 4
The sample shall be handed over as representative sample; in we should take in to account:
a)  Correct selection of the sample -disease suspected, quantity 
     
b) Sample freshness; 

c) Method of sampling-sterile;
d) Packaging –wrapping;
e) The method of delivery - transport for testing - mobile fridge.
Article 5
The sample recipiency is carried out in Veterinary and Food Laboratory, by technical personnel, and in this case shall be filled the form ‘’Sample recipiency KVFL/M-1, having in regard compliance of the sample with accompanying document pf the client. The sample shall be recorded with identifying number.
Article 6
If the sample is not accompanied by documentation, then technical personnel shall fill the general form “General form KVFL/M-7 “taking in to account information of the client.

Article 7
If the sample has been carried out by laboratory officer, then he shall fill the form “Sampled, KVFL /M-5”.
Article 8

The form of recipiency in laboratory is consisted from four copies, the first one is given to the client, the second one belongs to the respective laboratory for the defined tests, the third shall be in the paper work and the fourth one to archive. 

Article 9
After the recipiency of the sample the same sample shall be ordered to be tested in accordance to the form defined “Order of the laboratory testing  KVFL/M-3” attaching the” Form of recipiency “KVFL/M-1’’.
Article 10
The sample, dependently in which laboratory is sent, shall be recorded in protocol books, according to the requests, type of test, required to be carried out.
Article 11
If the sample arrives by mail, it shall be implemented the same procedure of recording and completing of the form “General form KVFL/M-7, but the sender shall notify for sample arrival. 

Article 12 

Inappropriate sample for testing shall be refused from the sample recipient by the following form KVFL/M-2. Whereas the sample which arrives in laboratory without accompanying documentation or incomplete shall be recorded as “sample on the process, “form KVFL/ M-4’’ and if not completed within 4 days shall b disposed as unsuitable sample for testing.
Article 13
Samples which can not carried out or be analyzes in KVFL, in other laboratories or shall be sent to referent laboratories - RL for confirmation of, or referent laboratories of Community, completing the form KVFL/M-6’’.

Article 14
For technical issues related to sampling, quantity, type, wrapping, storage, transport and other issues will be acted according to the guideline of KVFL, according to POS operational standard procedures.
Article 15
15.1 For implementation of this administrative instruction, Chief Executive of the competent authority shall issue special decisions on proposal of the KVFL Director.                                                                              15.2 As a content of this administrative instruction are forms attached.
Article 16
Coming in to a force
This administrative instruction comes in to the force on the day of its signature.

Prishtine 31.03.2008 

    
 Ministry of Agriculture,Forestry and Rural Development,

                                                                                     Minister,

                                                                                   Idriz Vehapi

                                                                                  ___________

FORMS OF RECEPTION OF THE SAMPLES IN KVFL;

1. Sample reception






KVFL / M -1

2. Refusal of samples






KVFL / M -2

3. Order of laboratory testing                                                                           KVFL / M -3

4. Samples awaiting






KVFL / M -4
5. Sampling 







KVFL / M -5

6. Sample delivery form to other Laboratories –Referent 


KVFL / M -6

7. General form ( Reception )




             KVFL / M -7
1. SAMPLE RECEPTION –KVFL / M-1
	CLIENT’S DETAILS 

	Sample identifying No (ID_S)
	 

	Name of client ,organization 
	 

	Address/Street 
	 

	Place /Village and Postal code 
	 

	Region
	 

	License No 
	 

	Telephone
	 

	Fax
	 

	E-mail
	 

	Sample details 

	Date of sample delivery:

	Type of sample:

	Taken on (date ):
	Hour:

	Name of the sampling person, operator:
	 

	The name of the person who has handed over the sample:
	 

	Wrapping:
	Quantity:

	Storage temperature (if appropriate ):
	 < 0°C
	0 °C - 10 °C
	 >10 °C

	Place of storage:
	Fridge
	Refrigerator 
	Room temperature 

	
	
	
	

	The sample has been handed over for the purposes of:
	
	
	

	Diagnostification or researching test 
	
	
	

	Governmental program ,on the base of Law (quarantine ,monitoring)
	
	

	Researches 
	
	
	

	__________________________
	
	
	

	
	
	
	

	
	
	
	

	DETAILS ABOUT PAYMENT METHOD 

	Payment according to the payment No.:
	Payment according to price list:

	Bank :
	Payment on the base:
	 

	
	
	
	

	
	
	
	

	The client is present during test performing:
	Yes 
	No

	Date:
	Hour:

	The signature of the Laboratory Director who has approved the presence of the client:

	
	
	
	

	After the completition of laboratory analyses, the sample shall be disposed, if it is not required otherwise. The type of the analyses, to be performed is mentioned in a form No. 3. The responsibility for sampling and sample delivery to laboratory takes the client.

	
	

	
	
	
	

	The sample has been handed over by:
	
	The sample has been receipted by :


2. SAMPLE REFUSAL   KVFL / M-2
	CLIENT’S DEAILS

	Sample identifying No (ID_S)
	 

	Name of client ,organization 
	 

	Address/Street 
	 

	Place /Village and Postal code 
	 

	Region 
	 

	License No 
	 

	Telephone 
	 

	Fax
	 

	E-mail
	 

	Sampling details 

	Sampling date and hour 
	 

	Place (address )of sampling 
	 

	Taken on (date ):
	 

	Name of the person organization who has taken sample
	 

	Sampling method 
	 

	Date and hour of the sample arrival in laboratory 
	 

	Refusal date of sample 
	 

	Type of sample 
	Quantity 

	
	
	

	
	
	

	The reason of the sample refusal:
	1.Lack sufficient sample details 

	
	2. Sample damaged an inadequate for testing 

	
	3.Ae not avoided reasons of the sample "awaiting " and expired within in which the sample is suitable for testing 

	
	4. Others:

	The name of the person in charge who has inspected and refused the sample:
	 

	
	

	
	

	Signature of the person in charge:
	

	
	

	Date:
	


3. ORDER OF LABORATORY TESTING   KVFL / M-3
	SAMPLE DETAILS 

	Sample identifying No (ID_S)
	 

	Date of reception of the sample 
	 

	Sample origin 
	 

	Sample 
	Type:
	 

	
	Quantity:
	 

	
	Temperature :
	°C
	Correction: - 0,06 °C

	Laboratory stamp in which the sample is delivered 
	 

	Date and hour when the sample has been handed over in laboratory 
	 

	Signature of the person who has received the sample 
	 

	
	
	
	
	

	During the recipiency the sample packaging has been:
	
	

	Complete 
	Incomplete 
	
	
	

	In compliance 
	Not in compliance with specifications of consignment note 
	

	
	
	
	
	

	TESTS REQUIRED:

	1
	4
	7

	2
	5
	8

	3
	6
	9

	
	
	
	
	

	
	
	
	
	

	DETAILS FROMLABORATORY 

	Date of the beginning of researches:
	Date of ended of researches:

	Description of the methods used 
	1
	5

	
	2
	6

	
	3
	7

	
	4
	8

	Notes :

	
	
	
	
	

	
	
	The signature of the person who has carried out the test:
	

	
	
	
	
	

	
	
	
	
	

	 

	 
	 
	 

	 
	 
	 


4. AWAITING LIST (DEFECTIVE SAMPLES)   KVFL / M-4
	CLIENT’S DETAILS 

	Sample identifying No (ID_S)
	 

	Name of the client ,organization 
	 

	Address /Street 
	 

	Place Village and postal code 
	 

	Region 
	 

	License No. 
	 

	Telephone:
	Fax:
	E-mail:

	
	
	
	

	
	
	
	

	Sample details

	Date and hour of sample reception 

	Sample origin:

	Type of sample :
	Quantity:

	Name of the person who has inspected sample and accompanying documentation:
	 

	
	
	
	

	
	
	
	

	The reason for placing the sample in "awaiting list "
	1. Insufficient documentation 

	
	2. Others 

	
	
	
	

	
	
	
	

	
	
	
	

	PLACE OF STORAGE OF SAMPLE IN AWAITING LIST 

	Laboratory
	Fridge 
	Refrig
	Room temperature 

	 
	 
	 
	 

	
	
	
	

	NOTES :

	

	

	

	
	
	
	

	DATE OF AVOIDANCE OF THE INCOMPLETENESS:
	
	
	

	
	
	
	

	Name and signature of the person in charge:
	
	
	



5.  SAMPLING    KVFL / M-5
	CLIENT’S DETAILS 

	Name of the client ,organization 
	 

	Address/Street 
	 

	Place Village and postal code 
	 

	Region 
	 

	License No.
	 

	Telephone 
	 

	Fax
	 

	E-mail
	 

	 
	 
	 
	 

	SAMPLING DETAILS 

	Date and hour of sampling 
	 

	Name and title of the person who has carried out sampling 
	 

	Place (address ) of sampling 
	 

	Sampling method 
	 

	
	
	
	

	
	
	
	

	
	
	
	

	Sample details 

	Type of sample 
	 

	Quantity 
	 

	Environmental temperature during sampling (if appropriate)
	 

	Sample temperature during sampling (if appropriate)
	

	

	Notes 

	 

	

	

	

	

	
	
	
	


The signature of the person who has carried out sampling …………………………………………………
     6.  DELIVERY OF THE SAMPLE IN ANOTHER INSTITUTION /LABORATORY   KVFL/M-6
	SAMPLE DETAILS 

	Sample ID No 
	 

	The person who has ordered:
	 

	Owner:
	 

	Instruction No ./note:
	 

	Date /hour of sample reception in laboratory 
	 

	Sample description:
	 

	Quantity 
	 

	Tests required 
	 

	Sender’s note is kept:
	YES
	NO

	Delivery during reception:
	Open 
	Closed 

	Name of the Institution /Laboratory in which is delivered:
	 

	Date hour of delivery in another institution /laboratory 
	 

	Costs covers:
	The person who has ordered

	
	Owner 

	
	Laboratory 

	
	MAFRD,KVFA ,order ,monitoring …

	
	Others 

	Notes:

	
	
	

	
	
	

	Laboratory leader 
	
	Director:

	……………………………………
	
	

	
	
	


7. GENERAL FORM  KVFL / M-7
	CLIENT’S DETAILS 

	Client’s Name and Surname /organization 
	 

	Address /Street 
	 

	Place /Village and postal code 
	 

	Region 
	 

	License No. 
	 

	Telephone 
	 

	Fax
	 

	E-mail
	 

	SAMPLE DETAILS 

	Date of sample delivery:
	 

	Type of sample:
	
	 

	 
	 
	 

	Packaging :
	 

	Quantity :
	 

	 

	 
	 

	
	 

	
	
	

	
	
	

	
	
	

	Client’s signature:
	
	Signature of the person who has receipt the sample:
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