
3-QAO-017-A  Page 1 of 6 
Authored and Validated LK 11/28/00 (effective date)  Previous Date: None 

RTI Laboratories, Inc. 
Administrative Operating Procedure 

3-QAO-017-A 
Sample Acceptance Policy 

 
 The following statements are to inform clients and sample collection personnel RTI’s policy on 
sample acceptance, proper collection, transportation and submission paperwork for environmental samples.   
This policy is provided to all RTI field personnel and clients at the time of first contact.   In the event a 
sample is received which does not comply with the stated policy, the sample will be isolated, and collection 
personnel notified by Fax Alert.  In the event the sample violates sample receipt protocols specified in the 
applicable methods and summarized below, and the client wishes the sample to be analyzed, the signed Fax 
Alert form must be received back in the laboratory.  This accepted violation will be qualified on the final 
report.  If RTI field personnel are responsible for collection, the sample will be re-obtained at no additional 
cost to the client. 
 

• The Chain of Custody must be proper and full with complete documentation (see example COC in 
this document), including but not limited to sample identification (unique for each sample), the 
sampling location, date and time of collection, collector’s name, preservation type, sample type 
(matrix), method of analysis, and any special remarks concerning the sample. 

 
• All samples must be received with a chain of custody.  For non-environmental samples this allows 

for easy tracking of custody.  In certain instances by the discretion of laboratory management, 
“work-order” type documentation can be used in place of the chain of custody for non-
environmental samples, however the work order must contain the following information:  
Company name, contact, address and phone numbers, sample ID, parameters to be tested. 

 
• Proper sample labeling (on the bottles) to include unique identification and a labeling system for 

the samples which includes water resistant labels and indelible ink. 
 
Sample Receipt Protocols 
 

Upon receipt of the sample, the following information will be checked at log in time and is the 
responsibility of RTI Laboratories, Inc. log in personnel: 

 
• The above referenced documentation and labeling. 

 
• Appropriate sample containers are used as per the referenced method. 

 
• Adherence to holding times specified in the referenced method.  In the event that substantial time 

away from the lab has resulted in expediting the sample to meet required holding times, the client 
is liable for expediting charges as appropriate. 

 
• Adequate sample volume to perform the test and method required quality control. 

 
• Sample integrity including container damage, possible cross contamination or inadequate 

preservation. 
 

• The condition of the samples, including any abnormalities shall be recorded.  In addition, all 
samples which require thermal preservation at 4 deg C shall be considered acceptable if the arrival 
temperature is freezing to 6 deg C.  If samples are received on ice within 6 hours of collection, this 
is considered acceptable and requires no temperature check.  The notation is made on the chain of 
custody.  If the samples are not received on ice and required thermal preservation, the temperature 
of 1 sample per cooler will be checked with a digital thermometer and recorded on the log in 
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check sheet.  If  samples do not meet the thermal preservation criteria, the client will be notified by 
fax alert. 

 
• Chemical preservation will be checked where applicable with the use of full range pH paper, and 

free chlorine paper  with notation made of any deviation from method requirements.  Residual 
chlorine will be checked on received BOD samples via paper.  For BOD samples exhibited 
residual chlorine, notation will be made and the analyst alerted that dechlorination must be 
performed prior to BOD preparation.  VOA water sample preservation will be checked by the 
VOA analyst and noted on the log after the analysis is performed.  All of the samples will be 
checked for pH where applicable at time of sample preparation or analysis by pH meter where pH 
measurement is critical for analysis.  In the event a pH or free chlorine discrepancy is noted at 
login time, the client will be notified by fax alert of the discrepancy. 

 
• For VOA soil samples, method 5035 sampling criteria must be met.  Methanol preservation is 

required for Michigan soil samples.  Appropriate sample weight and methanol ratio is checked at 
log in time by taking a final weight and subtracting client sample weight and tare weight.  The 
sample must be flagged as an acceptance violation if sample weight and/or methanol 
determination is greater than 3 grams from the 25 grams required, (or 1g for the 10 grams 
required). 

 
• If preliminary sample preparation is necessary (such as splitting of samples or laboratory 

preservation), it must be specified on the chain of custody so that it can be performed at sample 
login when appropriate, otherwise the preparation violations will be noted. 

 
• The use of the attached login check sheet will document all login checks appropriate for the 

disposition of the sample and will be maintained as part of the final project record. 
 
 
Preparation of sample bottles by RTI field personnel will conform to the attached sample handling plan.  
This plan is posted in the process lab for consultation by field personnel. 
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Sample Handling Plan 
 
The following matrix describes the method required sample volumes, preservation type, container type and holding times for 
environmental sample parameters routinely performed at RTI.  If the requested parameter is not listed, please contact RTI for 
guidance. 
 

Test Type Solid Mass 
(grams) 

Liquid Volume 
(mls) 

Preservation Type Container Type Holding Time 
Days 

PH 50 50 None Glass/plastic Immediately 
Alkalinity N/A 100 4 deg C Glass/plastic 14 

Anions N/A 50 4 deg C Glass/plastic 28 
BOD N/A 200 4 deg C Glass/plastic 48 hours 
BTU 20 50 None Glass/plastic 28 
COD N/A 250 PH<2 H2SO4 

4 deg C 
Glass/plastic 28 

Residual Chlorine N/A 100 None Amber glass Immediately 
Hex Cr 20 100 4 deg C Glass/plastic 24 hours 

Coliforms N/A 100 .008% Na2S2O3 
4 deg C 

Sterile plastic 24 hours 

Conductivity N/A 100 None Glass/plastic 28 
Cyanide 20 500 PH>12 NaOH Glass/plastic 14 
Density 100 100 None Glass/plastic N/A 

Total Halogens 50 50 None Glass/plastic 7 
Flash Point 100 100 None Glass 14 
% Moisture 50 N/A None Glass/plastic 7 

Metals (Total) 100 250 PH<2 HNO3 
(liquid) 

Glass/plastic 180 

Metals (dissolved) N/A 250 PH<2 HNO3 after 
filtration 

Glass/plastic 180 

NH3-N 100 500 PH<2 H2SO4 
4 deg C 

Glass/plastic 28 

TKN 100 200 PH<2 H2SO4 
4 deg C 

Glass/plastic 28 

Nitrate/Nitrite 20 100 4 deg C Glass/plastic 48 hours 
FOG N/A 1000 PH<2 H2SO4 Glass 28 

Phenols 20 100 PH<2 H2SO4 Glass/plastic 28 
TSS/TDS/TS N/A 500 4 deg C Glass/plastic 7 

Sulfide 100 500 PH>9 NaOH Glass/plastic 7 
TP 20 100 PH<2 H2SO4 Glass/plastic 28 

TOC 20 100 PH<2 HCl/H2SO4 
4 deg C 

Glass/plastic 28 

Turbidity N/A 100 4 deg C Glass/plastic 48 hours 
Volatile GC/MS 

Water 
N/A 40 PH<2 HCL 

4 deg C 
zero HS 

Glass vial/Teflon 
liner 

14 

Volatile GC/MS 
Soil 

20 N/A 4 deg C in 
methanol 

2oz glass 
jar/Teflon liner 

14 

PCB and 
Organochlorine 

Pest 
Water 

N/A 1000 4 deg C 1L amber 7 

PCB and 
Organochlorine 

Pest 
Soil 

30 N/A 4 deg C 4oz. glass 14 

SVOA GC/MS 
Water 

N/A 1000 4 deg C 1L amber 7 

SVOA GC/MS 
Soil 

30 N/A 4 deg C 4oz. Glass 14 
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From: RTI Laboratories, Inc. 
 31628 Glendale Ave. 
 Livonia, Michigan 48150 
 (734) 422-8000 
 (734) 422-5342 Fax 
 
 
 
 

FAX ALERT 
 

 
 
Attention: __________________________  Date of Fax: _____________________ 
 
 
RTI document 3-QAO-017 describes the sample acceptance policy and protocols for proper sampling, 
documentation, and sample handling under the ISO/IEC 17025 and NELAC standards.  In accordance with 
this policy we are required to advise you and obtain written permission to continue with analysis of the 
referenced sample(s) when discrepancies are noted from the sample acceptance policy.  If you wish to 
continue with analysis of the referenced sample(s), please sign, date and fax back this form to 734-422-
5342.  If you need clarification of the discrepancies or a copy of document 3-QAO-017 please contact the 
sample login department at 734-422-8000. 
 
Project ID  Sample ID  Nature of Discrepancy 
 
_______________ _________________ __________________________________________ 
 
_______________ _________________ __________________________________________ 
 
_______________ _________________ __________________________________________ 
 
_______________ _________________ __________________________________________ 
 
_______________ _________________ __________________________________________ 
 
 
 
 
_______________________________________ _____________ 
Signature     Date 
 
I sign attesting that the above referenced discrepancies where applicable are acceptable to continue analysis 
of the referenced samples.  It is understood that the discrepancies will be noted on the final report. 
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RTI Laboratories, Inc. 
Log In Check Sheet 

 
Project Number: _____________________________________________ 
 
 

Sample 
Number/Fraction 

PH/Chlorine Temperature Appropriate 
Container/Volume 

Holding 
Time 

Acceptable? 

Sample 
Integrity 

Comments 

       

       

       

       

       

       

       

       

       

       

       

       

 
• PH/Chlorine by paper measurement recorded for all samples or fractions requiring chemical 

preservation.  For VOA water samples, the login sheet should be supplied to the VOA analyst for 
pH completion and re-submittal after login personnel are done with the inspection. 

• Temperature notation to include “ice” or temperature measurement required for samples requiring 
thermal preservation. 

• Appropriate container/volume will include “yes” or “no” as checked against the sample handling 
plan.  When inappropriate container types and volumes are noted, check with the lab supervisor 
prior to issuing a fax alert. 

• Holding time acceptable will include “yes” or “no” as to if the analysis can be started within the 
normal 5 day TAT schedule of the laboratory. 

• Sample integrity notation should include just a check mark if sample containers are intact and 
properly labeled.  If samples are broken or there is evidence of cross contamination, this should be 
noted here. 
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