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COMPLETING AND TRACKING 
SAMPLING DOCUMENTATION
1.0 Scope

This procedure applies to all documents and forms required to collect, ship, analyze, and document samples collected for the Battelle Columbus Laboratories Decommissioning Project (BCLDP) by Waste Management Operations for the characterization of chemical and/or radiological constituents of waste materials.

2.0 Purpose

The purpose of this procedure is to provide guidance for the consistent completion, tracking, and retention of documents required for sampling of waste materials within the BCLDP in accordance with PR-AP-17.1 (Reference 3.1.1). 

3.0 References, Definitions, and Developmental Resources
3.1 References
3.1.1 PR-AP-17.1, Operation of the Project Records Management System

3.1.2 TR-OP-001, Packaging and Transportation of Non-Regulated Samples/Materials

3.1.3 TR-OP-002, Packaging, Shipping, and Receiving Hazardous Materials
3.1.4 TR-OP-003, Shipping and Receiving Radioactive Materials
3.1.5 RL-AP-01.0, Administrative Operating Procedure for the Radioanalytical Laboratory

3.1.6 QD-AP-5.2, Work Instructions

3.1.7 DD-CP-004, Radioactive Contamination Monitoring Requirements for Facility Surface Characterization
3.2 Definitions
Refer to the
3.2.1 
3.2.2 
3.2.3 
3.2.4 
3.2.5 
3.2.6 
3.2.7 
3.2.8 
 BCLDP Procedures Dictionary for definitions of the following terms:
	Analytical Request Form

Chain-of-Custody Form
Custody Seal

Label

Sample Document Log
	Sample Log Book

Sample Marking

Sampling Checklist 

Sampling Plan


3.3 Developmental Resources
3.3.1 QD-AP-05.1, Preparation of Procedures
3.3.2 WA-OP-033 Rev. 4, Sampling Waste Materials for Chemical and/or Radiological Characterization
4.0 General 
All paperwork and documentation must be filled out completely and properly, in accordance with PR-AP-17.1 (Reference 3.1.1) to document all pertinent information about the sample(s) and the requested analysis (per DDO-027, Radioanalytical Laboratory Analytical Request) and analytical results. This documentation ensures that the proper analysis is performed and validates the analytical results. Without the proper documentation, analytical results are considered suspect and are of no value.

5.0 



6.0 Procedure

6.1 The Waste Management Specialist shall review the presample information (used to determine sampling needs, method, equipment, container, quantity, preservation, and disposition) and determine whether a Sampling Checklist (DDO-421) is adequate to complete the task or whether a detailed Sampling Plan or random sampling scheme needs to be developed utilizing the first section of DDO-421.

6.2 The Waste Management Specialist shall designate on the Sampling Checklist whether the sample needs to be sealed with an approved sealing device (custody seal) to ensure sample integrity after the samples have been pulled and containerized. The container(s) the sample was taken from may also need to be sealed with an approved sealing device to assure that nothing is removed or added between the time of sampling and the time of disposal.
6.3 The Waste Management Specialist shall then provide written sampling instructions to the Sample Collection Technician(s) and any additional support required to complete the activity. Verbal instructions are sufficient if the Waste Management Specialist is at the sampling location and is physically guiding the work.
6.4 The Sample Collection Technician will complete all sampling documentation, except the Sampling Checklist and the Sampling Plan, as directed by the Waste Management Specialist.

6.4.1 Summarize daily activities, including unusual situations, inaccessible areas, etc., on DDO-382, Daily Summary Report Form, and/or DDO-103, Summary and/or Special Report Form. 

6.4.2 Complete DDO-422, Sample Document Log. Ensure that each sample container is assigned a unique I.D. number and is labeled with that number in indelible sample markings. Also, record the container I.D. number and its corresponding sample number in the sample document log. A composite sample will have multiple container I.D. numbers for each sample number. The radiological surveys required for shipping shall be performed after the requirements of this section have been met.

Labels shall include the following information: sampler’s name or initials, date and time of sample collection, site designation or name, sample number, type of analysis, and preservation (if required).


NOTE:
If no preservation is required, indicate “NONE” or “Preservation: NONE” on the sample label.

6.4.3 Complete the required chain of custody for the laboratory that will receive the sample. Proper control of samples must be maintained to ensure sample integrity.

6.4.4 Package the samples for shipment in accordance with TR-OP-001, TR-OP-002, and/or TR-OP-003 (Reference 3.1.2, 3.1.3, and 3.1.4), taking care to preserve sample integrity as required. The Waste Management Specialist or designee shall determine transportation and storage requirements for the samples.
6.4.5 
6.5 The Waste Management Specialist shall review documents for accuracy and legibility and make project record submittals upon completion of sample data packages.
6.6 The Manager, Waste Management Operations, or designee shall ensure that this procedure is maintained in compliance with regulatory requirements and complies with BCLDP procedures.
7.0 Records
The original and one copy of the following records (if applicable) shall be sent to Project Records within 30 days of the completion of sampling data package. The sampling data package will be complete when both the final data are received and the sample is disposed or archived. These documents also will be located in the sample log book and associated data files.

7.1 
· Radioanalytical Laboratory Analytical Request

· Sampling Checklist

· Sample Document Log

· Characterization Sampling or Gamma Survey Report

· Summary and/or Special Report Form

8.0 Forms, Exhibits, and Attachments
8.1 Forms

· DDO-027, Radioanalytical Laboratory Analytical Request (Reference 3.1.5)
· DDO-103, Summary and/or Special Report Form (modified) (Reference 3.1.6)
· DDO-382, Daily Summary Report Form (Reference 3.1.7)
· DDO-421, Sampling Checklist

· DDO-422, Sample Document Log

8.2 Exhibits
None.
8.3 Attachments
None.
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Procedure Status:





[X]	Non- Critical Procedure





[   ]	Critical Procedure— – Procedure 


Qualification Packet (PQP) Required
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