
Cooler with samples arrives at the lab

Sign COC
Check for all samples present Samples are labelled

Assign Batch number in log-in book and stored in the refrigerators
Assign Batch number to project COC

Scan in the COC

Samples are removed from the 
refrigerators and weighed out

COC goes to the project manager
PM reviews all data entered from COC Weighed out samples go

PM assigns testing each sample  to the laboratory for testing
PM emails work order and invoices

Samples are placed on the
 instruments for analysis

Project folder with COC is stored by PM 
until the project is complete

Raw data is analyzed 
by the chemist

PM receives the completed data packets Data packets are review by
PM creates the report and prints to PDF QC Chemist and approved

PM emails the PDF report to the customer

Project folder goes to the Receptionist
and is printed and mailed with invoice

if a hard copy is requested.

Project folder is scanned and filled
by project number.
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