
Pipeline for Outgoing Materials from IRB laboratories

NO → obtained from third parties or commercially 
purchased

→ STOP - the IRB does not have the right for 
redistribution (unless stated in a specific contract)

Human samples
→ download and prepare aMTA
→ contact HRO
HRO = Human Research Office

Cell lines generated in the 
lab / animals or animal-
derived materials / antibodies 
or their plasmids → aMTA

Routine reagents (recombinant proteins, plasmids, …) → sMTA 

Research product from human biological material** → sMTA 

YES
Who is the Recipient?

Academia

Industry
→ download and prepare iMTA 
→ contact TTO
TTO = Technology Transfer Office 

Was the Material 
generated at the 

IRB?

Responsibility of the Group Leader: Complete the MTA [material to be transferred and scope (i.e., Annex 1 & 2 for aMTA)], send draft of aMTA to Recipient, and 
collect the Recipient’s notes/comments.

If any changes to the terms of the aMTA are made by you or the Recipient: contact TTO immediately (before collecting signatures).

If no changes to terms of aMTA:
Inform the TTO to start the signature process. The fully executed document 
is archived and a copy emailed by TTO to the GL.      END

Shipment of the Materials: please refer to the “IRB shipment guidelines”. The 
GL will sign the mailing order, certifying that the required MTA procedures have 
been concluded in compliance with this process (including all signatures).

Follow instructions in sMTA and send a copy of the sMTA + Reciepient 
acknowledgment to TTO

** Please see the guidelines for definition 
and in case of doubt contact HRO
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For mice from 
the Bios+ facility, 
please contact 

the Comparative 
Biology Facility 

Manager



Pipeline for Incoming Materials from Academia or Industry

Human samples
→ obtain MTA from the third party, 
as well as Ethical Committee approval for 
sample collection, empty informed consent 
form, and list of the coded samples that will be 
provided.
→ contact TTO
TTO = Technology Transfer Office 
→ contact HRO
HRO = Human Research Office

TTO will evaluate 
the MTA and ask 
HRO if necessary

Any other material (non-human 
samples)
→ obtain MTA from the third party
→ contact TTO

Signature process for IRB: The signature of the responsible Group Leader (GL) is required but not sufficient. For validity, the signatures of the IRB Director and 
President are also required. The fully executed document is archived and a copy emailed by TTO to the GL.     END

TTO will evaluate 
the MTA

Verify with the Shipments Office (shipmentsoffice@irb.usi.ch) if an Import Permit is required

Grant Office collects the required 
signatures.
The fully executed document is 
archived and a copy emailed to the 
Group Leader. END

Repository
→ standard MTA, not negotiable 
(e.g. Addgene or similar)
→ contact Grant Office

Mice for the Bios+ facility
→ contact the Comparative Biology                             
Facility Manager
→ obtain MTA from the third party
→ contact TTO
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Verify that you have 
the proper MTA* 
(see page 1)

Obtain copy of the 
  authorizations for 
    distributing the materials: 
     EC* and MTA* 
(for MTA: see page 1)

Contact 
  TTO and HRO
and follow instructions  

Contact the Shipments Office
and follow instructions

TTO = Technology Transfer Office (andrea.foglia@usi.ch)

HRO = Human Research Office (valentina.cecchinato@irb.usi.ch, mariagrazia.uguccioni@irb.usi.ch)

Grant Office: maryse.letiembre@irb.usi.ch

Shipments Office: shipmentsoffice@irb.usi.ch

SHIPMENT OF BIOLOGICAL MATERIALS

Please, be aware that some procedures will take time, therefore contact the persons indicated well in advance of the shipment

*Mailing order: see IRB “Inside” webpage for latest version, the Shipments 
Office will indicate the additional forms required.
EC: Ethical Committee
MTA: Material Transfer Agreement (see IRB “Inside” webpage)
HS: Tariff number of the Harmonised System (see IRB “Inside” webpage)

Biological materials
of human origin

Contact TTO
(except for sMTA)

Biological materials
not of human origin

Prepare Mailing Order* 
with HS* codes, 
collect GL signature

Prepare Mailing Order* 
with HS* codes and collect 
GL signature
HRO signature

Contact the Shipments Office
and follow instructions
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Lab Silvia Monticelli (120) – Roberta Marzi (roberta.marzi@irb.usi.ch)

Lab Maurizio Molinari (121) – Tatiana Soldà (tatiana.solda@irb.usi.ch)

Lab Petr Cejka (123) – Elda Cannavò (elda.cannavo@irb.usi.ch), Ilaria Ceppi (Ilaria.ceppi@irb.usi.ch)

Lab Roger Geiger (130) – Matteo Brioschi (matteo.brioschi@irb.usi.ch)

Lab Federica Sallusto (131) – Sandra Jovic (sandra.jovic@irb.usi.ch), Blanca Fernandez (blanca.fernandez@irb.usi.ch)

Lab Caroline Junqueira (133) – Pedro Ventura (pedro.ventura@irb.usi.ch)

Lab Luca Varani (220) – Mattia Pedotti (mattia.pedotti@irb.usi.ch), Luca Simonelli (luca.simonelli@irb.usi.ch)

Lab Samuel Nobs (221) – Ugne Ceplaite (ugne.ceplaite@irb.usi.ch)

Lab Santiago Fernandez-Gonzalez (222) – Louis Renner (louis.renner@irb.usi.ch)

Lab Greta Guarda (223) – Alessandro Zenobi (alessandro.zenobi@irb.usi.ch)

Lab Andrea Cavalli (230) – Patrizia Locatelli (patrizia.locatelli@irb.usi.ch)

Lab Mariagrazia Uguccioni (232) – Valentina Cecchinato (valentina.cecchinato@irb.usi.ch)

Lab Davide Robbiani (233) – Jasmine Cantergiani (jasmine.cantergiani@irb.usi.ch)

RESPONSIBLE PERSONS FOR PREPARING THE SHIPMENT DOCUMENTS IN THE IRB LABORATORIES
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