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Standard Operating Procedure (SOP)
for the Assembly and Shipment of Sampling Kits Used for the USDA Pesticide Data Program

1. Purpose

This SOP provides specific instructions to GLEC personnel for the assembly and
shipment of kits to be used for sampling finished drinking water at Public Water Systems
(PWS) for the USDA Pesticide Data Program (PDP). Instructions are provided for the
assembly of kits to be used for standard samples and for quality control (QC) samples.
QC sample kits contain the supplies for the collection of field blank samples in addition
to finished drinking water samples. Each kit contains all the items needed for the
collection, dechlorination and shipment of the samples from one sampling location.

II. Material List (for the assembly of one kit)
2.1 Standard Samples

3 new 1 liter amber borosilicate bottles with Teflon-lined caps, pre-cleaned
according to EPA specifications

Pre-printed sample bottle labels

Pre-printed sampling kit labels

Sodium thiosulfate (dechlorinating agent)

Hydroxylamine hydrochloride (dechlorinating agent)

Cooler with foam insert designed to hold all sample bottles securely
Thin foam sheet to fit over the bottles

Clear plastic bag (large enough to accommodate the cooler)
Cardboard box into which the cooler fits tightly

U-TEK freeze packs (4 large and 3 small)

Checklist #1(lists all items sent from GLEC to the sample collector) (see
Attachment 1)
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Checklist #2 (lists all items to be sent from the PWS to the EPA contract
laboratory) (see Attachment 2)

Reminder sticker (a small version of Checklist #2 affixed to the outside of the
cooler lid)

Copy of the sampling instructions (see Attachment 3)

Sample tracking form (accompanies the collected samples to the laboratory) (see
Attachment 4)

2 Shipping bills (1 FedEx Priority, and 1 FedEx Ground)
8 Y2 x 11 clear zip-lock plastic bag
Shipping tape
indelible marker
“Do Not Freeze” label

2.2 QC Sampling Kits
One QC kit is comprised of three boxes containing the same supplies as the
standard kit.

III. Procedures

3.1 General
3.1.1 In general, sampling occurs every two weeks at each of the 11 PWSs in New
York and the 10 PWSs in California. A separate sampling kit is provided for each
sampling event.
3.1.2 All kits are assembled and shipped according to the sampling schedule
established by USDA (Attachment 5). Contained within the sampling schedule
database is all pertinent information needed to facilitate kit assembly, shipment,
and tracking. This information includes: the name, address, phone number, and
USDA-assigned system identification number for each PWS; the contact names,

addresses and phone numbers; and when each system is scheduled to collect QC
samples. Queries will be run to generate numbers for the kits.
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3.1.3 The sampling schedule is maintained in electronic format. As needed,
portions of the database will be made available in hard copy to GLEC staff to
facilitate the assembly of the Kkits.

3.1.4 In the event of sample collection problems (e.g., if the samples are not
collected according to the schedule) it is not possible to schedule a recollection
event.

3.2 Sample bottle labels
3.2.1 A self adhesive label is affixed to each sample bottle type in each kit.

3.2.2 A Standard kit receives three bottles for the collection of finished drinking
water, labeled Investigative sample, for analysis by each of the three methods, GC,
LC and ESA. Each bottle must contain appropriate dechlorinating agents (see
Section 3.4) for the analytical method specified on the label.

3.2.3 Each of the three boxes comprising a QC kit receives bottles for the
collection of an Investigative sample and a Field Blank for one analytical method
(GC, LC or ESA). In addition, each box receives a bottle filled with Pesticide-
free water. The Investigative and Field Blank bottles must contain appropriate
dechlorinating agents (see Section 3.4) for the analytical method specified on the
label, GC, LC or ESA.

3.3 Label information

3.3.1 The labels for the sample bottles and for each sampling kit are generated at
GLEC by computer from the sampling schedule database. The sampling kit and
all bottles for each sampling event bear a unique five-digit sample tracking
number. The tracking number and its bar code are printed on each sample bottle
label, the sampling kit label, and the sample tracking form. The tracking number
consists of five digits followed by a letter. There are two letter designations as
follows:

I - Investigative (standard) sampling kit
Q - Quality Control kit

3.3.2 The sampling kit tracking label is a sticker which is affixed to the side of
each kit’s cardboard box. Printed on this label is the PWS’s name and address, its
USDA-assigned system identification number, the sample tracking number and
bar code, and the sampling period.
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3.3.3 On each bottle label is printed Investigative Sample, Field Blank or
Pesticide-free water, the method to be used to analyze the sample (GC, LC, or
ESA), a space for the sampler to write in the actual sample date and his/her
initials, the sample tracking number and bar code, and the bottle designation (e.g.,
1/1, 2/4).

3.4 Dechlorinating Agents

3.4.1 Dechlorinating agents are weighed out on a balance and added to the sample
bottles at GLEC, as follows:

GC method: 1g sodium thiosulfate
ESA method: 1g sodium thiosulfate
LC method: 1.5 mL of 1% hydroxylamine hydrochloride

3.4.2 The agents are added to the bottles in advance of the day the kits are
assembled and shipped. After the agents are added, the bottles are stored in their
original carton. The carton is clearly labeled as to what agents have been added
and the date.

3.5 Checklists

3.5.1 Checklists #1 or #1QC (Attachment 1) include all of the items that should
be in the kit. Immediately upon opening the kit, PWS personnel check this list to
ascertain that no items are missing.

3.5.2 Checklists #2 or #2QC (Attachment 2) are used by PWS personnel when
the cooler is being packed to send samples to the EPA contract laboratory to
assure that all required items are sent.

3.5.3 A smualler, sticker version of Checklist #2 or #2QC is to be affixed to the
outside of the cooler as a final reminder before the cooler is sealed.

3.6 Sample Tracking Form

3.6.1 The sample tracking form (Attachment 4) is to be sent with the samples to
the appropriate laboratory (see Section 3.7).

3.6.2 The sample tracking form is mostly completed in advance by GLEC.
Information pre-printed by GLEC includes the name and address of the PWS,; its
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USDA-assigned identification number, the bottle types and volumes, the sample

tracking number along with its bar code, and the method to be used to analyze the
contents of each bottle.

3.6.2 The sample collector writes in the sampling date, checks off that each

sample has been collected, prints his/her name, and signs the sample tracking
form.

3.6.3 The sample tracking form is sent within the kit along with the other
required documents (see Section 3.8).

3.7 Shipping Bills

3.7.1 For each kit, an economy (i.e., Ground) Federal Express (FedEx) shipment
bill is generated at GLEC by computer and contains the address of the sample
collector that is to receive the kit. This shipping bill is affixed to the outside of
the sampling kit when sent by GLEC to the PWS.

3.7.2 A second overnight air bill is completely filled out by GLEC except for the
shipping date. The “To” address is the appropriate laboratory. The “From”
address is the PWS shipping the samples. The kit number is written on the form,
and the top copy is retained in GLEC’s files. The air bill is sent along with other
documents in the cooler package (see Section 3.9).

3.7.2.1 New York kits are sent from the PWS to the following laboratory
contact:

Roger Pollman or Debra Oglesby

New York Department of Agriculture & markets Food Laboratory
1220 Washington Ave.

State Office Campus, Building 7, 3" floor

Albany, NY 12235

(518) 485-5012

3.7.2.2 California kits are sent from the PWS to the following laboratory
contact: '

Niemal Saini or Tiffany Pu

California Department of Food & Agriculture Laboratory
3292 Meadowview

Sacramento, CA 95832

(916)262-1301
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3.7.3 The sample collector fills in the shipping date and then affixes the air bill to
the outside of the cooler package when sending the samples to the laboratory.

3.7.4 The two air bill numbers associated with each sampling kit are recorded
and used by GLEC to track the receipt of the kits via the FedEx web- pages.

3.7.5 All shipping costs are billed to GLEC’s USDA kit shipping account.
3.8 Documents

3.8.1 The following documents are placed in order (top to bottom) inan 8 /2x 11
clear zip-lock bag: '

Sample tracking form

Sampling instructions

Checklist #1

Checklist #2

Air bill (addressed to the appropriate laboratory)

3.9 Packing Kits for Delivery to PWSs

3.9.1 Prior to the day that kits are to be packed, the paperwork is sorted. The kit
labels, Sample Tracking Form, sampling kit label, and the two Federal Express
forms for each PWS are paper-clipped together.

3.9.2 Coolers are prepared by placing the foam insert firmly in the cooler, placing
the cooler in a large plastic bag, and then placing the bagged cooler in its
cardboard box.

3.9.3 The proper labels are affixed to each sample bottle. The sample tracking
number should match the sample tracking number on the sample tracking form
and the sampling kit label.

3.9.3.1 Included in a Standard kit should be Investigative Sample bottles
for GC, LC and ESA analysis.

3.9.3.2 Included in each of the three QC kit boxes should be an
Investigative Sample bottle, a Field Blank bottle, and a bottle of Pesticide-
free water for one method. Between the three boxes should be a set for
GC, LC and ESA analysis.
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3.9.4 The labeled sample bottles with dechlorinating agents added (see Section
3.4) are placed in the appropriately sized holes in the foam insert.

3.9.5 The U-TEK freeze packs (unfrozen) are placed in the cooler.

3.9.6 The lid is placed on the cooler.

3.9.7 A Checklist #2 or 2-QC sticker is affixed to the top of the cooler lid.

3.9.8 The indelible marker and the shipping tape are placed in the zip-lock bag
containing the documents and the bag is placed on top of the cooler lid. The
plastic bag is pulled up around the cooler and the top of the bag folded over.
3.9.9 The box is closed and secured with sealing tape.

3.9.10 The proper sampling kit label is affixed to the side of the cardboard box.
3.9.11 A “Do Not Freeze “ sticker is affixed to the side of the cardboard box.
3.9.12 The FedEx Ground bill addressed to the PWS is affixed to the top of the
box and the package is placed in the trailer designated for daily outgoing
shipments.

3.10 Return of Sampling Kits

3.10.1 The laboratories are instructed to remove the sample bottles and re-
package the cooler with all the remaining items.

3.10.2 Kit items that are in good condition (e.g., boxes, coolers, freeze packs) are
reused in the assembly of additional kits. Other kit items are discarded or
recycled.

3.11 QC (Quality Control) Procedures

3.11.1 A minimum of 10% of the kits assembled each day are checked by a
second GLEC staff member to assure that all items have been packed correctly.
Particular attention is paid to making sure that the correct tracking numbers have
been used on the labels and the sample tracking form.
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Checklist #1-Standard Kit
Checklist #1QC-Quality Control Kit



CHECKLIST #1

Please check off the boxes to be sure that you have received all the necessary items in your
sampling kit. Paper documents are in the clear zip-lock bag.

O 3 empty one-liter amber bottles labeled Investigative Sample

0 7 U-TEK freeze packs (freeze upon receipt for use in return shipment)

O copy of sampling instructions

O checklist #2

O sample tracking form

0O air bill already filled out except for shipping date

O 8%2" x 11" clear zip-lock plastic bag

0 indelible marker

O shipping tape

If any items are missing, please contact: Robin Silva-Wilkinson
Great Lakes Environmental Center
(231) 941-2230 phone
(231) 941-2240 fax
rsilva@glec-tc.com




CHECKLIST #1-QC

Please check off the boxes to be sure that you have received all the necessary items in your
sampling kit. Paper documents are in the clear zip-lock bag.

0O 1 empty one-liter amber bottles labeled Investigative Sample

0 1 empty one-liter amber bottle labeled Field Blank

O 1 one-liter amber bottle labeled and containing Pesticide-free Water
0 7 U-TEK freeze packs (freeze upon receipt for use in return shipmént)
O copy of sampling instructions

O checklist #2-QC

O sample tracking form

O air bill already filled out except for shipping date

0 8%" x 11" clear zip-lock plastic bag

O indelible marker

O shipping tape

If any items are missing, please contact: Robin Silva-Wilkinson
Great Lakes Environmental Center
(231) 941-2230 phone
(231) 941-2240 fax
rsilva@glec-tc.com
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Checklist #2-Standard Kit
Checklist #2-Quality Control Kit



CHECKLIST #2

Please check off the boxes to be sure that you have packed all of the following items. The sample

tracking form is placed in the clear zip-lock bag. The samples bottles are placed in the cooler in
the openings in the foam insert.

O 3 one-liter amber bottles labeled Investigative Sample and filled according to the sampling
instructions

0 7 U-TEK freeze packs, frozen solid and placed in the cooler according to instructions

O Sample tracking form sealed in the clear zip-lock bag



CHECKLIST #2-QC

Please check off the boxes to be sure that you have packed all of the following items. The sample

tracking form is placed in the clear zip-lock bag. The samples bottles are placed in the cooler in
the openings in the foam insert.

[0 1 one-liter amber bottles labeled Investigative Sample and filled according to the sampling
instructions

O 1 one-liter amber bottle labeled Field Blank and filled according to the sampling instructions
O 1 empty one-liter amber bottle labeled Pesticide-free water

0 7 U-TEK freeze packs, frozen solid and placed in the cooler according to instructions

O Sample tracking form sealed in the clear zip-lock bag
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Standard Kit Sampling Instructions
QC Kit Sampling Instructions



SAMPLING INSTRUCTIONS
USDA Pesticide Data Program
Water Monitoring Survey

Upon Receiving the Sampling Kit

Locate Checklist #1 and check off each item to be sure you have received all the necessary
items in your sampling kit. If any items are missing or broken, please contact Great Lakes

Environmental Center (GLEC) at (231) 941-2230 and ask for Robin Silva-Wilkinson or
John Bachman.

Leave the white, Styrofoam cooler wrapped in the plastic bag in the cardboard box and
simply fold down the plastic to access the top of the cooler. Retain the zip-lock plastic
bag, which held these instructions and the remaining documents for the protection of the
paperwork during subsequent shipment with the samples to the laboratory.

You will need to place the U-TEK freeze packs into a freezer for at least
48 hours prior to collecting samples. Lay the U-TEK freeze packs flat in
the freezer so that they do not freeze in a deformed shape. DO NOT
COLLECT AND SHIP THE SAMPLES IF THE U-TEK FREEZE
PACKS ARE NOT COMPLETELY FROZEN.

Samples must be collected during the week designated on the sample tracking form.
Samples should be collected and shipped on Monday or Tuesday. Samples may NOT be
shipped on Wednesday, Thursday, Friday, Saturday, Sunday, or the day before a State or
Federal holiday. If for any reason, you cannot collect samples during your specified week,
please contact John Bachman or Robin Silva-Wilkinson at GLEC at (231) 941-2230.

Read ALL the instructions before collecting samples.

On the Sampling Date

Verify that the U-TEK freeze packs are completely frozen.

At the sampling site, remove any aerators from the tap and let the water run for 10 minutes.
DO NOT RINSE THE SAMPLE BOTTLES, as they contain dechlorinating chemicals. Fill
the three (3) sample bottles to the neck, directly from the tap, not through any hose or tubing,
under a slowly flowing, steady stream (about the diameter of a pencil) of finished drinking
water. Cap each bottle immediately after filling.

On the bottle labels, write in the sampling date and your (i.e., the sample collector’s) initials.

On the sample tracking form, write in the sampling date, and print and sign your name on the
sample tracking form in the “sampled by” boxes.
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Packing the Cooler for Shipping

. As sample bottles are filled, place them in the openings in the foam insert inside the cooler.
. Refer to Checklist #2 to make sure all necessary items are re-packed into the cooler.
. Return the 7 U-TEK freeze packs to the cooler as follows: place 2 large U-TEK freeze packs

on their sides along the short sides of the cooler; place the 3 small freeze packs upright amongst
the bottles as in the diagram (left). Place the thin foam sheet over the bottles. Place the two
large freeze packs on top of the foam sheet (right diagram).

. Place the lid on the cooler, pull the plastic bag up around the cooler and fold over the top of the
bag.
. The person shipping the samples should print and sign his/her name on the sample tracking

form in the “shipped by” boxes. You may wish to make a copy of the sample tracking form to
keep for your own records.

. Place the completed sample tracking form in the zip-lock plastic bag and place it on top of the
cooler, inside the box.

. Close the cardboard box and seal it with shipping tape which has been provided.
. Remove as much of the old air bill label as possible from the outside of the box. Peel off the
plastic backing from the clear pouch containing the pre-addressed FedEx air bill and affix it to

the outside of the box in approximately the same location as the original air bill.

. Be sure that the cooler is shipped the SAME DAY the samples are collected, for EXPRESS
overnight delivery the following morning at the laboratory.

Page 2 of 2



SAMPLING INSTRUCTIONS
USDA Pesticide Data Program
Water Monitoring Survey
Quality Control Kit

You have received Quality Control (QC) kits for the upcoming sampling event. Each kit is
specific to one analytical method, and contains a sample bottle, a bottle for a blank sample, and a
bottle of pesticide-free water to pour into the blank sample bottle.

Upon Receiving the Sampling Kit

Locate Checklist #1-QC and check off each item to be sure you have received all the
necessary items in your sampling kit. If any items are missing or broken, please contact
Great Lakes Environmental Center (GLEC) at (231) 941-2230 and ask for Robin Silva-
Wilkinson or John Bachman.

Leave the white, Styrofoam cooler wrapped in the plastic bag in the cardboard box and
simply fold down the plastic to access the top of the cooler. Retain the zip-lock plastic
bag, which held these instructions and the remaining documents for the protection of the
paperwork during subsequent shipment with the samples to the laboratory.

You will need to place the U-TEK freeze packs into a freezer for at least
48 hours prior to collecting samples. Lay the U-TEK freeze packs flat in

the freezer so that they do not freeze in a deformed shape. DO NOT
COLLECT AND SHIP THE SAMPLES IF THE U-TEK FREEZE
PACKS ARE NOT COMPLETELY FROZEN.

Samples must be collected during the week designated on the sample tracking form.
Samples should be collected and shipped on Monday or Tuesday. Samples may NOT be
shipped on Wednesday, Thursday, Friday, Saturday, Sunday, or the day before a State or
Federal holiday. If for any reason, you cannot collect samples during your specified week,
please contact John Bachman or Robin Silva-Wilkinson at GLEC at (231) 941-2230.

Read ALL the instructions before collecting samples.

On the Sampling Date

Verify that the U-TEK freeze packs are completely frozen.

At the sampling site, remove any aerators from the tap and let the water run for 10 minutes.
DO NOT RINSE THE SAMPLE BOTTLES, as they contain dechlorinating chemicals. Fill
the one (1) sample bottle labeled Investigative to the neck, directly from the tap, not through
any hose or tubing, under a slowly flowing, steady stream (about the diameter of a pencil) of
finished drinking water. Cap the bottle immediately after filling.
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. Carefully pour the provided pesticide-free water into the bottle labeled Field Blank.
. On the bottle labels, write in the sampling date and your (i.e., the sample collector’s) initials.

. On the sample tracking form, write in the sampling date, and print and sign your name on the
sample tracking form in the “sampled by” boxes.

Packing the Cooler for Shipping

. As sample bottles are filled, place them in the openings in the foam insert inside the cooler.
. Refer to Checklist #2-QC to make sure all necessary items are re-packed into the cooler.
. Return the 7 U-TEK freeze packs to the cooler as follows: place 2 large U-TEK freeze packs

on their sides along the short sides of the cooler; place the 3 small freeze packs upright amongst
the bottles as in the diagram (left). Place the thin foam sheet over the bottles. Place the two
large freeze packs on top of the foam sheet (right diagram).

. Place the lid on the cooler, pull the plastic bag up around the cooler and fold over the top of the
bag.
. The person shipping the samples should print and sign his/her name on the sample tracking

form in the “shipped by” boxes. You may wish to make a copy of the sample tracking form to
keep for your own records.

. Place the completed sample tracking form in the zip-lock plastic bag and place it on top of the
cooler, inside the box.

. Close the cardboard box and seal it with shipping tape which has been provided.
. Remove as much of the old air bill label as possible from the outside of the box. Peel off the
plastic backing from the clear pouch containing the pre-addressed FedEx air bill and affix it to

the outside of the box in approximately the same location as the original air bill.

. Be sure that the cooler is shipped the SAME DAY the samples are collected, for EXPRESS
overnight delivery the following morning at the laboratory.
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Standard Kit Sample Tracking Form
QC Kit Sample Tracking Form
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Great Lakes Environmental Center
SOP Number: GLEC V-010-01
Effective date: October 1, 2001

ATTACHMENT 5

USDA Sampling Schedule
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