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Instructions for filling out the Chain-of-Custody Form

� This field is used as the address for mailing the data report.  Complete company
name and mailing address is needed.  The "Contact" is the person to whose
attention the report will be mailed and who will be called if there are any questions
regarding the sample(s) received.

� This field is used for mailing the invoice.  If the address is the same as above,
indicate "Same".  If this field is not filled in, the invoice will be sent to the address
in the section above.

� If a purchase order is necessary for your sample(s), please write the number in
this field.

� The "Project Name" field is your identification for the project you are having
samples analyzed for.  It will be referenced on the data report you receive with
your results.

� The "Project Number" field is also your reference information.  If your project has a
number you assigned to it, reference it in this field and it will be reported to you on
your data report.

� Print the name of the person who collected the sample(s) in the "Sampler" field
and this same person should sign their name in the "Signature" field.

� In the "Requested Analyses" section, list all parameters you want the sample(s)
analyzed for.  There is space for 10 samples per COC.  On the line where the
sample information is, place an "X" in the field under the "Requested Analyses"
column for each sample you want analyzed for the parameters listed above.

� The date the sample was taken.

	 The time the sample was taken.


 In the "Relinquished By" field, sign the COC and indicate the date and time the
sample(s) left your possession.  This section is very important because it shows
possession of your sample(s) at all times.

The more complete the information provided on the COC is, the better we can serve
your needs.

If you have any questions, please feel free contact us.


