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LIDS 621: GUIDANCE AND INSTRUCTIONS 
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To ensure that the Chain of Custody (COC) requirements are met and maintained, field personnel are to fill out the COC form during the collection of 
Environmental (ENV), Industrial Health (IH), and Occupational Health samples. Field personnel hold the responsibility to alert the laboratory of incoming 
samples under COC prior to their arrival. The information assigned to each field sample must include the following (as applicable): 

  
Project Name 
Project Number (WBS) 
LIDS ID Number 
Project Officer 
Preservative Code  
Matrix Code 
Client Sample ID   
Collection Date/Time 
Analysis Requested 
Shipping Method 
Date Shipped 
Relinquished By 

 
  
 
Relinquishing Sample Containers for Transportation 
Personnel are to include their signature and the date/time of the transfer on the original COC document(s) in the “Relinquished By” box. 
The designated carrier (e.g., Federal Express/UPS, etc.) is recorded in the “Shipping Method” box. 
Documents must be sealed in a waterproof, sealable plastic bag before being placed inside the shipping container. 
Shipping containers are to be sealed with tamper-proof shipping tape and forwarded to the laboratory for subsequent analysis. 
 
Unless hand carried, transportation containers must be shipped to the laboratory via common carrier (e.g., Federal Express/UPS, etc.) who are to abide 
by the Department of Transportation regulations regarding the shipment of COC sample(s). Upon receipt of containers from a common carrier or from 
the customer, COC shall be relinquished to the laboratory sample receiving area. USDA Regulated Soils shall not be hand carried and must be shipped. 
 
Any evidence of tampering (e.g., breakage of seal) during shipment by common carrier must be documented upon receipt. An inspection of the 
transportation containers by sample receiving personnel will be performed during duty hours or by those individuals assigned such responsibility during 
non-duty hours. Responsible off-duty personnel shall follow guidelines of the non-duty sample receipt policy. As soon as sample(s) is/are transferred to 
analytical laboratory personnel, custody must be formally relinquished to them. If, for any reason, the chain is broken between transfer of sample(s) 
from field to sample receiving/responsible off duty personnel, or from transfer of sample(s) from sample receiving/responsible off-duty personnel to 
the laboratory, a contingency plan will be implemented to determine cause of breakage of chain and to perform corrective action to reconstruct chain, 
if possible. 
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