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To maintain an unbroken record of possession of samples from the~t|me of recelpt o comple/tlon
of analysis. \ / S
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" \ \ . \'\\ \\

Scope: ‘\.1'»-’ L \

/‘h \\

. p
Chain-of-Custody procedures are applied to all samples and Ieg | Cha n b -Custody procedures
are applied to specific samples when requested by a cllent '

Proced ures: . 'V\‘%\)x-\\\: .\\(’/ \/\ n\\ \\\ “\-v.v‘v;’(

The Chain- of-Custody record form is used to document the possession of samples and sample
extracts. The secunty of. the samples and. extracts must be assured at all times while at AXYS. An
AXYS Chain- of-CustodyfAnaIyttcal Réquest form is sent to the client before shipment of the
samples, if- requested The o{rent may- provrde their own Chain-of-Custody/Analytical Request
form. The cltent prowdes the requlred mformatlon on the form and ships it with the samples. The
followmg procedures apply to. both Levet +Vand Level Il C-O-C procedures unless designated
spemf cally as Level II procedures :}

\\\\\\\\

1. Upon recetpt of Chaln of -Custody samples, the Assistant Project Chemist checks that the
records accompanylng the samples are complete with respect to the signature of the person
responsible for the sample from the time it was taken until receipt at AXYS.

2. The Assistant Project Chemist signs the Chain-of-Custody/Analytical Request form (Sample
Control 05. Rev 2).
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The Assistant Project Chemist examines the seals on the semples and netes if. any seals
have been tampered with. R AN

The Assistant Project Chemist checks that the Chaln-of-CustodyfAnalytlcal Requeét form
(attached) provides the following mformatlon N

1. Client Information

2. Sample Information AN

- No. of samples

- Type of Sample ./

- Sampling Information.. ™.

- SampleID N

3. Analysis Requested x RN

4. Special Instructlons \ N
) Fd \ N, ‘\ . Y

The Assistant PrOJect Chemlst completes the férm as well as an AXYS Sample Receiving
Record, documentmg the COndmon of samples upon recelpt

\\ ‘\Vr
The ASS|stant F’ro;ect Chem}t Iogsvm the s:implés and labels the samples W|th an AXYS ID

Cham-of—Custody form

: ;"““-\ \‘\ x'\ \\: “V‘“‘u
\ - .. -“‘_‘

Any- probiems or d‘iscrepa?rmes W|th sample condition, storage conditions, custody seals or
?cllent documentatlon are brought to the attention of the PrOject Chemist who undertakes

If a Srngle analy5|s |s reqdested the Assistant Project Chemist contacts the Group
Coordinator. respoh5|ble for the analysis. If multiple analyses have been requested, the Lab
Supervisor is contacted These individuals are then responsible for maintaining the sample
Chain-of-Custody at AXYS. They check the Chain-of-Custody/Analytical Request form
before signing it. The Chain-of-Custody form is filled in and signed by each party to reflect
this change in custody of the samples.

Samples are stored in locked coolers or locked freezers, as appropriate to the sample type.
Access to the locked cooler/freezer is limited to Sample Receiving Staff, Sample Preparation
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Analysis of Samples

Staff, the Lab Supervisor, Lab Manager, and Instrument Supewlsor These mdeuals\tave
keys to these facilities. The Laboratory Manager has. the responsrbltlty of malntalnlng a list of
personnel with keys to the storage facilities. Keys, dre in. the pOSSGSSIOFI of the key holder at
all times and may not be borrowed. Other AX’YS personnet who require acoess "to the
storage facilities, must be accompanied by arv authorlzed key holder Sthage t‘acrlltles when
unlocked, must always be in view of a key holder S .

AXYS Analytical Services malntams restrlcted access T he north bundlng, housing the
extraction laboratories and data productlon department has one doer for public access from
8:00 a.m. to 5:00 p.m. Monday to Frlday, with a receptlonist monltorlng the entrance to the
building. All other doors are" Iocked Out5|de the ‘above hours ‘the building is locked at all
times. The south bundlng housnng the mstrument taboratorles and QA department, is locked
at all times. Only AXYS emptoyees have keys to the buﬁdlngs

\'\
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Level Il (Legal) Cha|n~of Custody
\ S ‘ AN
2. Legal Chaln—of Custody sarnples ére kept under ‘an unbroken chain of custody during work-

up and analysrs Each® mdjwduat handllng the samples is responsible for maintaining the
Chaan-of Custody Record.. form from the tlme samples leave storage, through extraction,
clean- up and lnstrumental anaty3|s

\ \\ \“

Dunng extractlon the Env:ronmental Analytlcal Chemist who has signed the samples into
theur custody does riot Ieave the samples unattended. If the Chemist must leave the room
for any reason the Samples are signed into the custody of another Chemist who is present,
or the’ doorto the laboratory islocked until the Chemist returns.

The Instrument Manager receives custody of the sample extracts from the Environmental
Analytical Chemist by ‘completing and signing the Chain-of-Custody form and the samples
are stored in a locked box to which only the Instrument Manager, Coordinator, and
designated Night Operator have keys.

When the samples are to undergo instrumental analysis, the Instrumental Analytical
Chemist takes custody of the samples by signing and dating the C-O-C. Should the
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Instrumental Analytical Chemist leave the room for any reas\on the door to the*lnStrume\nt
Lab is locked. SN N TN s
6.  The original samples and sample extracts remain. under l00ked\condlt|ons in the ap r\priate
storage facility under the care of the Sample Preparatlon pel"sonnel The” “perl d that
samples are maintained is dictated by the requrrernents of. the IerlVIdU&l contract Samples
are disposed of or returned to the client accordlng to" the cllents 1nstruct|ons and SOP

ADMIN-13 Shipping of Samples and Samples Ccntalners A ,,,/
r/ . \,\ . L\ . N \ \}\ . /\
;,‘ . s \\‘ \-:;‘::\. ~ “ o
Data Production and Reporting {f \ R \
. .\ "\,‘ s . \_ ‘\\ N\A\\V\ '/‘

maintained by the AXYS QA/QGManager

“ . n\\
\ “ .\ .\ N, .

2. The final data package is prepared and transmltted so the client following the procedures
detailed in SOP AlMlN~23 Data Package Preparatlon
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Approval:




