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End of Day Procedure: PAPERWORK

Overview:

Upon return from a sampling run there are several procedures that need completion by the field team in
order to ‘close’ the sample run. Those regarding paperwork are outlined below:

SAMPLE RUN COMPLETED
END OF DAY PAPERWORK PROCEDURES

COMPLETION OF LAB TEST
REQUEST SAMPLING FORMS

FORM COMPLETED AND
CHECKED

[REFER TO HYDROLOGY OPERATION
MANUAL 15.2]

FILING:
PIN COPY: REMAINS IN BOOK
AND IS RETURNED TO OFFICE

YELLOW COPY: REMOVED
FROM BOOK AND SENT FOR
DATA ENTRY VIA TRAY IN ED
OFFICE

WHITE COPY: REMOVED FROM
BOOK, BAGGED WITH FIELD

SAMPLING FORM(S) AND SENT
TO LAB WITH MICRO SAMPLES

COMPLETION OF FIELD
SAMPLING FORMS

FORM COMPLETED AND
CHECKED

[REFER TO HYDROLOGY OPERATION
MANUAL 15.2]

FILING:
PIN COPY: REMAINS IN BOOK
AND IS RETURNED TO OFFICE

YELLOW COPY: REMOVED
FROM BOOK AND SENT FOR
DATA ENTRY VIA TRAY IN ED
OFFICE

WHITE COPY: REMOVED FROM
BOOK, BAGGED WITH LAB TEST
REQUEST FORM AND SENT TO
LAB WITH MICRO SAMPLES
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