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Attachment F 
 
Sample Handling and Delivery Procedures 
 
I. Sample Handling 
 
After collecting a sample, the following procedures are followed: 
 
1. Record the following information on the daily field logs or in the field notebook, as appropriate: 
 

a. Project name and number; 
b. Sample number and depth; 
c. Sampling method; 
d. Date; 
e. Name of sampler(s); 
f. Sample collection time (military); 
g. Location (project reference); 
h. Analyses to be completed; 
i. Preservative; 
j. Organic vapor reading; and 
k. Any comments. 

 
2. Fill in sample label with: 
 

a. Project number; 
b. Sample number; 
c. Sample interval (if applicable); 
d. Sample type (composite or grab); 
e. Sample matrix (soil/sediment or water); 
f. Date; 
g. Sample collection time (military); 
h. Analyses required; 
i. Initials of the sampling personnel; and 
j. Preservative added, if applicable. 

 
3. Ensure that all sample containers have the sample labels securely affixed to the container with clear packing 

tape. 
 
4. Check the caps on the sample containers to ensure that they are tightly sealed. 
 
5. Complete the chain-of-custody form (Attachment F-1) with the required sampling information and ensure 

that the recorded information matches the sample labels.  Initial the chain-of-custody after sampling or prior 
to sample packing.  Note:  If the designated sampling person relinquishes the samples to other sampling or 
field personnel for packing or other purposes, the samplers will complete the chain-of-custody prior to this 
transfer. The appropriate personnel will sign and date the chain-of-custody form to document the sample 
custody transfer. 
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II. Sample Containers and Preservation  
 
In general, the sampling and preservation procedures for the samples to be analyzed by the contracted laboratory 
will follow those specified in USEPA’s document Test Methods for Evaluating Solid Waste (USEPA SW-846).  
The materials and methods used in sample handling (methods used to obtain and preserve the samples) are 
designed to: 
 

• Retard biological action; 
• Reduce chemical interactions; 
• Reduce volatilization of the compounds; and 
• Reduce alteration of the sample (by the selection of appropriate sample container materials). 

 
Sample preservation methods include the addition of parameter-specific chemical preservatives and/or 
refrigeration. The contracted analytical laboratory will supply the appropriate precleaned sample containers 
along with sample labels and preservative(s).  Where appropriate, samples will be field preserved.  The field 
personnel will be responsible for properly collecting, labeling, and preserving the samples (as appropriate).  The 
samples are then packed and shipped with the chain-of-custody forms. 
    
III. Packing 
 
1. Using duct tape, secure the outside and inside of the drain plug at the bottom of the cooler to be used for 

sample transport. 
 
2. Wrap bottles in bubblewrap or other cushioning material. 
 
3. Place 1 or 2 inches of cushioning material at the bottom of the cooler. 
 
4. Place the sealed sample containers in the cooler. 
 
5. Repackage ice in sealed plastic bags and place loosely in the cooler. 
 
6. Fill the remaining space in the cooler with cushioning material. 
 
7. Place chain-of-custody forms in a sealed plastic bag and tape the forms to the inside of the cooler lid. 
 
8. Close the lid of the cooler and fasten with duct tape. 
 
9. Wrap strapping tape around both ends of the cooler at least twice. 
 
10. Mark the cooler on the outside with the following information:  shipping address and return address.  Cover 

the labels with clear plastic tape.  Place a signed custody seal label over cooler lid (Attachment F-2). 
 
IV. Shipping 
 
1. All samples will be hand-delivered or delivered by an express carrier within 48 hours from the date of 

sample collection. 
 
2. The following chain-of custody procedures will apply to sample shipping: 
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a. Relinquish the sample containers to the laboratory via express carrier.  The signed and dated chain-of-
custody form(s) should be included in the cooler.  Place the form(s) in a plastic bag, and tape the bag to 
the inside lid of the cooler.  The express carrier will not be required to sign the chain-of-custody forms.  
The sampler should retain the express carrier receipt of bill of lading. 

 
b. When the samples are received by the laboratory, the laboratory personnel shall complete the chain-of-

custody forms by recording receipt of samples and compare the sample identification numbers on the 
containers with the chain-of-custody forms. 
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Chain of Custody Form
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Custody Seal
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