
If you don’t specify who to send 
the invoice to, you will receive 
both the invoice and the report. 

You may include a purchase order 
number (PO#). Please print clearly and use black ink.

Name the 
project anything 

that makes 
sense for 

what you’re 
sampling. This 

is for your 
reference.

The Sample ID 
is the sampling 

point or 
location. 

If you have multiple bottles for one sample, you can 
keep it on one line if you filled the bottles within a 
few minutes of each other. Record the latest time as 
the sample time. If the bottles were filled more than 

a few minutes apart, use different lines. 

Please be accurate with sample time.

If you need more than 8 sample lines, use an additional chain of custody.

Indicate 
if it was a 

“composite” or 
“grab” sample.

It is important to specify the matrix. Some tests can be 
performed on multiple matrices. Use the appropriate code.

Be specific. For example, don’t just write “metals”. 
Specify which metals. If you abbreviate, use 

standard chemical abbreviations. 

Everyone who handles the sample must 
sign and date the chain of custody. 

If you make a mistake, do not white out or scratch out your error. 
It is easiest to start again on a blank chain of custody. If you do 
not have another form, draw a line through the error, make the 
correction, note why it was corrected, and write your initials. 

Use the notes for any 
additional information 
that you want the lab to 
know. The more specific 
you are, the better service 

we can provide.

If you select anything other than standard turnaround, please 
call the laboratory first. Not all tests can be rushed. There may 

be a charge associated with a rush sample.


