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Sanpl e Handl i ng Responsi bilities

Primary Sanpl e Qust odi an

A ternate Sanpl e Cust odi an

OOC sign-of f authority

Alternate QOC sign-off authority

Heal th, and Safety
Gficer (R / Alternate
Envi ronment al Managenent

Cficer
Sanpl e D sposal

Coor di nat or

Dori s Quznman( ESAT)
Matt Hein (ESAT)

Bill Andrade (EIA)

Agnes

Van Langenhove(EIA)
or designated (EIA)
Labor at ory Chem st

John Desnond, (EAA)

Scott Pellerin,
(EAR)

Dani el Curran
(EIA)
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SAMPLE LGA N, TRACKI NG AND SAMPLE D SPCSI Tl ON
STANDARD CPERATI NG PROCEDURES

1.0 SUMVARY

This SCP outlines the procedures for sanpl e receipt, |ogin,
tracki ng and sanpl e di sposition. Sanple tracking i s done using
t he Labworks data managenment system Wilizi ng project/survey
nunbers, each group of sanples is tracked fromrecei pt through
report issuance and di sposal .

2.0 PURPOSE

To ensure that all sanples are | ogged-in, tracked, and properly
di sposed of or properly stored for evidentiary purposes in a
tinmely and orderly fashion foll ow ng consi stent QA procedures.
The Labworks tracking systemis intended to all ow CEME per sonne
to determne the status and other pertinent infornation for every
sanple that is being anal yzed. This will ensure that sanples
are anal yzed and reports issued in a tinmely nanner w thin agreed
upon deadl i nes.

3.0 APPLICABILITY

This SOP is applicable to all sanples that are in the custody of
CEME including field and XRF sanpl es.

4.0 SAMPLE RECEI PT AND LOG I N PROCESS

- All sanpl e shipnents received at CEME are to be delivered
directly to the Sanpl e Qustodi an, Doris Quzman in the

Sanpl e Storage and Recei pt Room 190. If Doris is not avail able
her backup is Matt Hein. |If neither of themare avail abl e cont act
the individual to whomthe sanples were sent or soneone in E A

- |If sanples are delivered outside nornmal working hours and no
one is available to log in the sanples, place themin the wal k-in
refrigerator in room190, except for the vocs which go in
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refrigerator R13 in room190. Leave a nessage for Doris on the
conput er screen.

- There is no provision for sanple receipt after normal working
hours unl ess speci al arrangenents are nmade i n advance.

- In the event that sanples are broken on arrival to the |lab, the
cooler will be placed in a ventilation hood in room190, and then

opened.

- The Prinary Sanpl e Qustodian or Alternate will fill out a
Sanpl e Recei pt Checklist (ATTACHMENT A). This formw || be put
in a 3-ring binder.

The Sanpl e recei pt Checklist nust be filled out upon receipt of
sanpl es including the cool er tenperature determned as fol |l ows:

Equi prrent: Col e Parner IR Ther nonet er, 39650-12, Enhanced
Model .

Procedure: pen the contai ner and renove a typical sanple
and aimthe IRunit at the side of the contai ner being sure
that the target fills the field of viewof the unit. Refer
to the side of the unit for the proper distance of the IR
unit fromthe target.

Choose a spot on the container that is not obstructed by the
sanpl e tag or tanper proof tape.

Pull the trigger, read the tenperature fromthe LCD and
recor d.

Rel ease trigger to stop.

If there are any problens will the sanples as received, call Bl
Andrade or the anal yst performing the test.




SOP:EIA-ADMLOG10.SOP

SAMPLE LOGIN, TRACKING, AND SAMPLE DISPOSITION
07/26/02

Page 7 of 12

- The Chain of Qustody formacconpanying the sanpl es i s checked
toinsure that the following information is present and accur at e:

Proj ect Nane

Sanpl ers Signature

Sanpl e Nunber s

Paraneters for Anal ysis

Mat ri x

Nunber and Si ze of Containers
Rel i nqui shed by S gnature
Date/Time

GsC Narre

NOTE: Al surveys comng into the lab for anal ysis nust be
acconpani ed by a chain of custody form Sanpl es received w thout
a formal Chain of Qustody form such as but not limted to XRF
sanples fromUniv. of Maine at Oono and Akron, CH Public Health
Dept will be logged i n and the acconpanyi ng docunentati on wil |
serve as the chain of custody. Sanples analyzed in the field wll
be | ogged i nto Labworks upon recei pt and a copy of the field

}/\or ksheets will serve as a substitute for the chain of custody
orm

- The Primary Sanpl e Qustodian or Alternate will verify that the
sanpl e nunber on the containers aqree with those on the Chai n-of -
Qustody form A copy of the chain of custody will be given to the
sanpl e delivery person.

A copy of the Sample Disposal Formwi |l be sent to the OSC or
Project Oficer. If the OSC wants to save the samples they nust
return the formw thin 14 days of receipt of the report. A copy
of this formis attached i n (ATTACHVENT B) .

- The Primary Sanpl e Custodian or Alternate will sign the chain
of custody and | og the sanples into the sanpl e | og book by
stapling the original GQOC formin the | ogbook, and witing the
Proj ect Nunber, Survey Name, Date and Ti nme Received on the

| ogbook page.

- Sanples wll be logged into the Labworks systemper the
Labworks | og-i n SOP, ADMLABWLOGN1.SOP by the Sanpl e Qustodi an or
Al ternate, as soon as possi bl e. Labworks generates a stick on

| abel that contains the Lab I D, client (field) I D, Project Nunber,
Survey Nane, Collection Date, and Date Received. A project form
Is also generated that lists the lab ID, client 1D and the
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paraneter for analysis. The Primary Sanpl e Custodi an or
Aternate will nake a project folder for each paraneter to be
anal yzed and i nclude the project form Project folders are col or
coded for each group: Blue - Volatiles, Yellow - | norganics, and
G een - Oganics.

- The Prinmary Sanpl e Qustodian or Alternate will photocopy the
Chain of Qustody formthat comes with each survey (making sure to
put the Project Nunber. in the upper left hand corner of the
Chain of Qustody forn). Qne copy goes in each project folder.
The original Chain of Qustody formw Il be stapled into the | og
book. A copy of the Sanpl e Receipt Checklist will al so be

i ncluded in the project fol der.

- The Qustodian or Alternate wll print a project formfromthe
Labworks systemand place it in the project folder, along with
t he appropri ate bench sheets.

- Appropriate bench sheets will be included in the project
f ol der.

- The Prinmary Sanple Qustodian or Alternate will place the
project folder in the appropriate fol der hol der, |ocated next to
the PCat the | og-in station.

- The Prinmary Sanple Qustodian or Alternate will place the
sanples in the wal k-in refrigerator except for the vocs which are
placed in R13. The sanples will the be logged into the sanple
refrigerator | ogbook with the follow ng infornation:

Proj ect Nunber

Survey Nane

Date/Time | ogged in

Initials

Sanpl e Nunber s

Location in refrigerator (shelf)
Par anet er s

If there are specific instructions that the sanpl es do not
need refrigeration, a notation wll be nade on the Sanpl e
Recei pt Checkli st.

- Primary Sanpl e Qustodian or Alternate will LAN a nessage to the
appropri ate anal yti cal group(s) to informthem of sanple arrival.
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The message shoul d include the foll ow ng i nformation:
- Survey Nane
- Project #
- Paraneters

Location (i.e. R3 #6)

- Oimnal Enforcenent Sanples will be | ogged i n by EPA personnel
wth GOC sign-off authority. A no time will the sanples be |eft
unattended until properly |ocked up. The sanples wll be | ocked
In a separate container with restricted access. If refrigeration
I's needed the container will be placed in refrigerator #3 and

| ocked. If nore than one anal yst is requested to work with the
sanples, WlliamJ. Andrade will keep the key to the sanple
contai ner and access to the key is provided by using a sign-out
sheet. The sign out sheet will record the nane of the person
taking the key, date, tine, and the date and tine of return. If
only one analyst will be working with the sanpl es, then the key
to the sanple container wll be signed over to that individual.

A person requesting the addition of paranmeters or changes to the
chain of custody nust notify the Sanpl e Qustodi an who wil|l note
the changes in the | og-i n book.

5.0 Sanple Storage, Disposition, and Di sposal

- Sanpl e Disposal Policy: Sanples are disposed of 14 days after
the report is rel eased unless the | aboratory has received the
Sanpl e b sposal Formfromthe CSC stating that the sanpl es nust
be ret ai ned.

-After sanpl e anal ysis the sanples are returned to their original
location in the refrigerator. A red stick-on dot is placed on the
contai ner signifying that they have been anal yzed. Anal yzed VQA
sanples will be placed in Refrigerator #5. Sanpl es anal yzed in
the field and any associ ated extracts and chem cal waste will be
put in refrigerator #11.

-Every other Friday the Sanpl e D sposal Coordi nator will review
t he Labworks status report for surveys that have been rel eased.

-The Sanpl e D sposal Coordinator wll reviewthe Sanpl e D sposal
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Fornms to determne if any of the rel eased surveys shoul d have the
sanpl es ret ai ned.

-The Sanpl e D sposal Coordinator prepares a |list of surveys for
di sposal and asks the Sanple Qustodian to | ocate the sanpl es.

-The Sanpl e D sposal Coordinator and the Health and Safety
Cficer (HsS) dispose of the sanpl es.

-After the sanpl es have been characteri zed and di sposed of , the
H&S Cfficer will return the Sanple D sposition Formto the sanpl e
Qust odi an for archiving.

6.0 Retention of Sanples

Sanples to be retained will remain in the refrigerator where they
were originally stored. After four nonths the GSC or project
officer will be contacted(via E-Mail) to reaffirmthe need to
store the sanples. If no response is received within 21 days the
sanpl es will be disposed of. See the evidentiary Sanple tracking
SOP for nore specific information regarding retention of sanples.

7.0 HEALTH AND SAFETY WARNI NGS

- Each sanpl e should be treated as a potential health hazard.
Appropriate PPE nust be worn, and safety procedures as prescribed
in the Chemcal Hygi ene Pl an nust be observed.

8.0 DEFI NI TI ONS

- PPE - Personal Protective Equi pnent
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NO, COURIER PICKUP/HAND DELIVERED

COOLER TEMPERATURE UPON ARRIVAL °C/NA
CHAIN OF CUSTODY PRESENT? YES/NO
COMPLETE? YES/NO

CUSTODY SEALS PRESENT ON COOLER? YES/NO

SAMPLES? YES/NO

WERE SAMPLE CONTAINERS INTACT? YES/NO
WERE SAMPLES PRESERVED? YES/NO
APPROPRIATE SAMPLESVOLUMES
FOR REQUESTED ANALYSIS? YES/NO
SAMPLESAND COC MATCH? YES/NO
IFANY PROBLEMS WASPROJECT MANAGER NOTIFIED?
YES/NO
BY WHOM?
APPROPRIATE SAMPLE CONTAINERS? YES/NO
SAMPLESWITHIN HOLDING TIMES? YES/NO
ALL ANALY SIS SPECIFIED ON COC? YES/NO

DATE/TIME OF COLLECTION ON COC YES/NO

PROJ#: RECEIPT DATE:
SURVEY NAME: REC'D BY:
OSC/PO: ACCOUNT #:

WERE SAMPLES SHIPPED? YES, FEDEX /UPS/OTHER COMMENTS:
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ATTACHVENT B
SAMPLE DI SPOsSI TI ON DOCTIMENT
Proj ect Nane: Project Nunber :
Locat i on: 0SC/PO:
Dat e Rec’d: Anal yst :
Pr ogr am Enforcenent: Yes No (G rcle one)
Sanpl e Nunber s: Paraneter & Matrix

Additional site information to aid in sanple characteri zati on:
USE THE REVERSE S| DE FCR | NFORVATI ON

II) | hereby authorize the sanples to be SAVED or DI SPOSED (circle
one). |If no response is received 14 days after receipt of the
report, they wll be disposed of. Return disposition document to
Doris Guzman (ESAT), Sample Custodian, EIA, OEME EPA Region 1
Laboratory, 11 Technology Drive, Chelmsford, MA. 01863-2431

Signature, OSC or Proj. Manager  Date

Si gnature, Dan Granz _ Dat e
(Criminal Enf orcement Samples (nly)

Si gnature, Chem stry Team Leader Dat e

e ————————

(IIT) Comments:
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