
Authorization
Process for New 

Principal Investigator or 
Senior Staff 

Fill out a Controlled 
Substance Use 
Authorization 

(CSUA) application
(CS Form A)

Fill out a CSUA 
Holder Screening 

Form
(CS Form A-1)

Department Chair or 
Director Approval

YES

Send both the approved  CSUA 
Holder Screening Form AND 

CSUA application to CS 
Administrator for review

NO
END

Review Dept approved CSUA 
including personnel, procedures, 

and proposed use; Inspect 
storage

CS Administrator 
Approval

YES

NO
Make requested 
changes or END

Waste Management

Expired or 
Unwanted CS

Empty CS 
Containers

Deface label on container 
with marker and put in 

regular trash

Authorized Person brings 
the CS and a copy of the 
log sheet (CS Form C) to 

CS Administrator by 
appointment.

Retain CS in approved cabinet 
until shipped to reverse 
distributor for disposal.

Prepare storage area, 
complete authorized 

personnel forms, 
develop protocol

Send copy of completed 
log sheet to HH 822 or 

email to kmurph@sfsu.edu

Remove CS from CSUA 
inventory

Remove CS from Master 
Inventory

Retain log sheet for 3 years

END

END

Ship to DEA registered 
reverse distributor for 

destruction or return to mfg

Ensure DEA Form 41 is 
received for each item 

disposed of through vendor.

Authorization of 
Personnel to be added 

to CSUA

Fill out a 
Authorized 
Personnel 

Screening Form
(CS From B)

Form signed by 
CSUA Holder 

approving the addition

Send signed Screening Form and 
CSUA Authorized Personnel List 
to CS Administrator. Keep copies 

in log book (CS Form D)

Review Authorized Personnel 
Screening Form and CSUA 
Authorized Personnel List.

CS Administrator 
Approval

File the forms in CS 
Program log book

SFSU Procedures for Authorization to Use and Dispose of Controlled Substances

Process 
Complete

YES

Retain DEA Form 41 for 
at least 3 years.
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END

Process 
Complete

NO


