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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 sample delivery to the lab are outlined below: 

SAMPLE DELIVERY FROM REGIONAL HOUSE: SOE SAMPLES

ALL MICRO  SAMPLE 
BOTTLES ARE 
SEPERATED

Sample QC checks:
(i) Samples are labelled, tightly capped 

and have not leaked
(ii)Chilly bin is dry and clean prior to 

couriering
(iii) Paperwork bagged and put with 

samples

Sample Temperature: 
Samples are well packed with fresh ice 

packs

[REFER TO HYDROLOGY OPERATION 
MANUAL 15.6]

Prepare Chilly bin for courier:
(i) Check weight of chilly bin

(ii) Seal Chilly bin with clear tape
(iii) attached address label

(iv) attach courier label
[REFER TO HYDROLOGY 

OPERATION MANUAL 15.5]

Handover to courier:
(i) Leave by back door [up to 16:30 NZST]

OR 
(ii)Drop off ay couriers [up to 18:00 

NZST]iv) attach courier label
[REFER TO HYDROLOGY OPERATION 

MANUAL 15.5]

Sample QC checks:
(i) Samples are labelled, 

tightly capped and have not 
leaked

(ii)samples are bagged

Place sample in outdoor 
refrigerator (leaving the 

door locked)

Text the lab courier the 
prompt:

HORIZONS SAMPLES READY 
FOR PICK UP

Samples will be picked up 
the following morning

ALL SAMPLES ARE 
TO BE COMBINED 

INTO THE 
MINIMUM 

NUMBER OF CHILY 
BINS

SAMPLE FRIDGE
ALL OTHER  SAMPLE 

BOTTLES

CHILLY BIN
MICRO SAMPLE BOTTLES
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SAMPLE DELIVERY FROM REGIONAL HOUSE – SAMPLES WITHOUT MICRO AND TEMP 
ON ARRIVAL BOTTLES

PERIPHYTON 
SAMPLES

TURBIDITY GRAB 
SAMPLES

AUTOSAMPLERS

Sample QC checks:
(i) Samples are labelled, 

tightly capped and have not 
leaked

(ii)samples are bagged
(iii) paperwork completed 

and bagged

Place sample in outdoor 
refrigerator (leaving the 

door locked) with bagged 
paperwork

Text the lab courier the 
prompt:

HORIZONS SAMPLES READY 
FOR PICK UP

Samples will be picked up 
the following morning

SAMPLE FRIDGE
ALL SAMPLE BOTTLES& 

PAPERWORK

Sample QC checks:
(i) Samples are labelled, 

tightly capped and have not 
leaked

(ii)samples are bagged
(iii) paperwork completed 

and bagged

Place sample in outdoor 
refrigerator (leaving the 

door locked) with bagged 
paperwork

Text the lab courier the 
prompt:

HORIZONS SAMPLES READY 
FOR PICK UP

SAMPLE FRIDGE
ALL SAMPLE BOTTLES& 

PAPERWORK

Sample QC checks:
(i) Samples are labelled, 

tightly capped and have not 
leaked

(ii)samples are bagged
(iii) paperwork completed 

and bagged

Place sample in outdoor 
refrigerator (leaving the 

door locked) with bagged 
paperwork

Text the lab courier the 
prompt:

HORIZONS SAMPLES READY 
FOR PICK UP

SAMPLE FRIDGE
ALL SAMPLE BOTTLES& 

PAPERWORK

Samples will be picked up 
the following morning

Samples will be picked up 
the following morning

 


