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Submission Guide

Containers
Preferred
• 25 mL or 50 mL conical tubes (free standing or U or V bottom)
• 2 oz (~60mLs) wide-mouth jars with screw cap lid (4 oz are fine 

too)
• Specimen/urine collection containers (Often ~3 or 4 oz)
• Sterile is preferred, but clean and manufacturer capped 

container is acceptable

Avoid
• Condiment or dipping sauce cups as they are not sturdy 

enough, nor are they screw cap.
• Milk collection snap-cap tubes because gases build up and 

cause tubes to open and splatter.
• Screw cap containers less than 10mLs, often used for 

cosmetics
• Sleeves or exam gloves, Whirl-paks, sandwich bags, grocery 

bags, glass containers will incur additional processing 
charges. 
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To replace photo:

1. Right-mouse click on photo.

2. Select “Change Picture” – “From a File”

3. Select your new image/photo.

To resize your image:

Resize image to fit the space the previous photo filled by clicking and 

dragging one of the corners. I have placed guides for you to resize to. 
Some instances you will resize to other objects (color boxes) instead 

of guides.

At this point, I like to crop the image to fit all sides. (Right-mouse click 
image and select “Crop”)

Once the image files the space the old photo filed you can manipulate 
the image to better suite your needs.

Using the “Crop” feature again you can resize the image and move it 

inside the final size. Do this by using the circle toggles not the crop 
toggles. You can move the image inside that box by clicking and 

dragging the image while your mouse is over the image part.

Replacing the logo – use a WMF file format of your logo. This file 

format does not lose quality when resizing.

To replace logo if you are a county office:

1. If you are a county, right-mouse click on Extension logo.

2. Select “Change Picture” – “From a File”

3. Select your county logo.

To replace logo option 2:

You can simply go to “Insert” “Pictures” and select your logo.

Resize your logo and center in the space. Make sure to leave space 

around the logo (including around the vertical line).

When Starting: Always do a Save As and rename the template to a 

name that pertains to your event.

When Design is Done:

Save it. 

Then do a Save As, select the folder you want it saved in. Select PNG 
under the “Save as type” drop down. Click save. Select “Just this One” 

on the pop-up window.

I have included 
different backgrounds 
for you to swap the 
background I have 
used in this template. 
Remember your 
audience when 
making your choice.

I have included NDSU’s accent colors for 
you to use sparingly in your designs. Use 
the “Eyedropper” to color your shapes or 
fonts.

Sample Quantity Container Storage Transport Turnaround 
Time

Feces >5 grams or 
1-2 mL

Leak proof, clean, 
plastic, screw-top 
container.

Clearly label with 
sample number 
only (1, 2, 3, etc.)

Refrigerated <2 
weeks

Ship on cold 
packs

Busy season: 
<15 days

Off-season: 
timelines posted 
on website



Before Sending to the Lab

• Fecal samples are REQUIRED to be submitted in 
rigid plastic containers and labeled with 
consecutive numbers, starting at 1 (1, 2, 3, etc.).

• Additional processing fees will apply to improper 
containers and/or labeling.

• Complete the Herd Submission Form and 
Sample Identification Form available at 
https://www.vdl.ndsu.edu/forms/.

• Email a typed Sample Identification Form with 
sample numbers and the corresponding unique 
animal ID to ndsu.vetlab@ndsu.edu.

o The ND Johne’s program requires unique 
animal IDs on the final report. 

o Clients are responsible for ensuring 
accurate IDs on the submission form.

o Animal IDs do not need to be written on 
the fecal containers.

• Submit different species on separate forms.

Packaging and Shipping

• Enclose the completed Submission Form in the 
shipping box & email a copy of the Sample 
Identification Form to the VDL.

• Submit one Johne’s herd case per box to avoid 
contamination.

• Do not save multiple herd cases and combine 
them in one shipment. This creates bottlenecks 
and delays.

• Do not send a single, large herd collection over 
multiple dates. Wait to ship until completed, 
even if collection takes a few days. If arriving in 
multiple boxes, indicate the number of boxes 
sent on the submission form.

• Contact the Laboratory with any questions. 

Pooling Information 

• Pooling of samples occurs by the laboratory. 
• Pool 1 includes samples #1–5, Pool 2 includes 

samples #6–10, etc. 
• Samples are pooled and tested in the order listed 

on the Sample Identification Form. 
o We cannot accommodate custom pooling 

requests.
• Requests for individual testing on an animal should 

be listed at the end of the form and clearly 
identified. 

• If an individual is removed from a pool, the 
remaining pool will contain fewer than 5 samples.

NDSU does not discriminate in its programs and activities on the basis of age, color, gender expression/identity, genetic information, marital status, 

national origin, participation in lawful off-campus activity, physical or mental disability, pregnancy, public assistance status, race, religion, sex, sexual 

orientation, spousal relationship to current employee, or veteran status, as applicable. Direct inquiries to Vice Provost, Ti tle IX/ADA Coordinator, Old Main 

100, 701-231-7708, ndsu.eoaa@ndsu.edu.
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