How to Fill Out a Chain of Custody Form

This guide explains how to fill out a chain of custody form for laboratory sample
testing. It walks through each section of the form — client information, sample
details, requested analyses, turnaround service, submission signatures, and
reporting preferences — so your samples are processed correctly by the
laboratory.

Prerequisites for filling out a chain of custody form
Before you begin, make sure you have the following on hand:

e Your labeled sample bottles, ready for submission.

e A blank Chain of Custody form.

e A pen for entering details and signing the form.

e A sealed zipper lock bag to hold the completed form together with your
samples.

Generated with docsie.io
1/10



Sample identification
Complete the Client Information section in the top left corner of the form with

your organization name, contact name, address, invoicing address (if different
from your main address), telephone number, email address, quote number, PO
number, and project name or number. These fields establish the study or batch

identity tied to the samples.
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Close-up of the Client Information section with example entries for organization name, contact
name, address, phone number, email, quote number, PO number, and project name

For each sample, complete the Sample Information section on the left side of the
form using the details below.

Field
Sample ID / Source

Matrix

Study / Project

Container count
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What to enter

Same identifier as
written on the sample
bottle

Type of sample material

Project name or number
entered in the Client
Information section

Not captured on this
form; record separately
if your laboratory
requires it

Example
MW-1, MW-2, MW-3

GW (Groundwater), SW
(Surface Water)
PROJECT NAME
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Preservative Not captured on this —
form; record separately
if your laboratory
requires it
Required tests Analysis parameters METALS SCAN
listed in the Analyses
Requested section,
marked with an "X"
against each sample
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Sample Information section showing sample IDs MW-1, MW-2, MW-3, matrix GW, and collection
dates and times

Collection details

Enter the Date Collected in the format yy-mm-dd (for example, 22-10-27) and the
Time Collected (for example, 10:00, 11:00, 12:00) for each sample in the Sample
Information section. The collection location is generally identified through the
sample ID itself, such as a monitoring well designation. If your laboratory
requires the collector's name, collection method, or field observations, record
these separately, as the standard form does not include dedicated fields for
them.

Transfer log
Complete the Sample Submission Information section at the bottom left of the
form to document the custody transfer at submission.
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e Print your name in the Print field.

e Sign your name in the Sign field.

e Enter the date and time of submission if required.
e Add any relevant notes in the Comments field.
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Sample Submission Information section with name and signature filled in

Use the table below to keep the custody transfer clear for audit purposes.

Field Where recorded

Released by Printed name and signature in the
Print and Sign fields

Received by Completed by laboratory personnel on
receipt

Date / Time Date and time of submission

Condition Any condition concerns noted in the
Comments field

Signature Signature entered in the Sign field

Storage conditions

The form does not include dedicated fields for required temperature, light
protection, or hold time. If your laboratory tracks these details, record themin a
separate storage and monitoring log and reference that log when needed.
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Testing assignment
List the requested analyses and mark the samples they apply to in the Analyses

Requested section, in the middle of the form.

e List each analysis parameter on its own line, such as METALS SCAN.

e Inthe grid below the parameter list, place an "X" in the box for each
sample and parameter combination to show which samples require which

tests.

Analyses Requested section with METALS SCAN listed and X marks in the grid for each sample
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Select the required turnaround time in the Turnaround Service section, in the top
right of the form, by checking the appropriate box: Standard (5-7 days), Bronze,
Silver, Gold, Platinum, or a specified date. For example, mark the Standard box
with an "X" for standard turnaround.

Turnaround Service section with the Standard option checked

Specify how you want to receive results and invoices in the Reporting/Invoicing
section:

e Check Report by Fax to receive results by fax.

e Check Report by Email to receive results by email.

e Check Invoice by Email to receive invoices by email.

e Check Invoice by Mail to receive invoices by postal mail.
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Mark your selections clearly with an "X".
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Close-up of the Reporting/Invoicing section with Report by Email and Invoice by Email checked

Identify your servicing laboratory (for example, your local CADUCEON

Environmental Lab) so the request routes correctly; analyst assignment and due

date are determined by the laboratory based on your selected turnaround.
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Deviations

Use the Comments section at the bottom of the form to record anything outside
the standard fields, such as special handling instructions or clarifications for the
laboratory.
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Full Chain of Custody form with the Reporting/Invoicing section and Comments area highlighted,
filled out with sample data and checkmarks

Before sealing the form, double-check all information for accuracy and
completeness. This check helps catch deviations such as missing labels,

mismatched sample IDs, or incomplete sections before the samples leave your
custody.
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If you find a deviation you cannot resolve, or need help completing the form

contact your local CADUCEON Environmental Lab using the contact information
provided by your laboratory or on their website.
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Text overlay on the form reading: "For further assistance please contact your local CADUCEON
Environmental Lab"
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Final disposition

Once every section is complete, place the finished form in a sealed zipper lock
bag together with your samples for submission to the laboratory. The form does
not include fields for sample retention, archiving, return, or destruction approval;
follow your laboratory's own procedure for these dispositions after testing is
complete.
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Full Chain of Custody form with all major sections filled out: Client Information, Sample
Information, Analyses Requested, Turnaround Service, Sample Submission Information, and
Reporting/Invoicing

What's next

Before you submit the samples, confirm the following:

e All six required sections are filled out: Client Information, Sample
Information, Analyses Requested, Turnaround Service Requested, Sample
Submission Information, and Reporting and Invoicing.

e Special instructions are included in the Comments section if needed.

e Reporting and invoicing preferences are clearly marked.

e The formis placed in a sealed zipper lock bag with your samples.

Your chain of custody submission is now ready for laboratory processing.
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