OIL SAMPLE TRANSMITTAL CHECK LIST

A. ALL SAMPLE JARS:

1. NO MORE THAN 2/3 FULL


2. TEFLON LID-LINERS   


3. SAMPLE JAR LABELS AFFIXED TO JAR                                


4. SAMPLE LABELS FILLED OUT                                   


5. LID TAPED TO JAR WITH ELECTRIC TAPE  


B. LETTER OF REQUEST:

1. PROPER FORMAT WITH COMPLETE INFORMATION    


2. SIGNED AND DATED BY AN AUTHORIZED PERSON  


3.    ACTIVITY NUMBER ON DOCUMENT   


4.    CIVIL/CRIMINAL DESIGNATION     


C. CHAIN OF CUSTODY RECORD:

1. ALL SAMPLES LISTED WITH DESCRIPTIONS SAME AS SHOWN       


        ON THE SAMPLE JAR LABELS       

2. EACH SAMPLE IDENTIFIED AS SPILL OR SOURCE                     


3. CHAIN OF CUSTODY RECORD SIGNED AND DATED     


4. ENSURE PERSON LISTED AS SAMPLER ON SAMPLE JAR IS


        FIRST PERSON ON CHAIN OF CUSTODY RECORD    

5. ACTIVITY NUMBER ON DOCUMENT    


D.  PAPERWORK BEING FORWARDED TO LAB:

1. ORIGINAL CHAIN OF CUSTODY RECORD  


2. ORIGINAL LETTER OF REQUEST      


E. PAPERWORK BEING KEPT AT UNIT:

1. COPY OF CHAIN OF CUSTODY RECORD      


2. COPY OF LETTER OF REQUEST    


F. MISLE:

1. ENTER SAMPLES INTO MISLE      


2. “SHIP” SAMPLES VIA MISLE TO MSL IN TRACKING SECTION   


3. VERIFY SPILL/SOURCE/BACKGROUND (CLEAN WATER)

DESIGNATION SELECTED    


G. SHIPPING GUIDELINES:

1. U.S. DOMESTIC MAIL (VIA SURFACE)   


2. AIR TRANSPORTATION     


H. PACKING SAMPLES FOR SHIPMENT:

1. SORBENT MATERIAL   


2. SHIPPING CARDBOARD TUBES  


3.     ENSURE CARDBOARD TUBES SHIPPED IN UPRIGHT POSTION  


I. MAILING OF CARTON:

1. ADDRESS TO:   MANAGER                          

                                      UNITED STATES COAST GUARD

                                      MARINE SAFETY LABORATORY

                                      1082 SHENNECOSSETT RD.

                                      GROTON, CT 06340-6094   


