	Please insert LOGO
	INSERT ORGANIZATION NAME

INSERT LABORATORY ACRONYM, INSERT UNIT OR DEPARTMENT ACRONYM
	



Request for Analysis

(INSERT LABORATORY ACRONYM.F.001-A)

Please, do not send any samples until official acknowledgment of the acceptance of your request.

Requestor: (Dr./Mr./Ms.) Surname, First name

Institution:

Address: 

	Telephone: 
	Telefax: 
	E-mail: 


Total number of samples proposed for analysis: (      )

Description of sample(s): (physical description of sample submitted to INSERT LABORATORY ACRONYM; nature of sample, etc.) 

Special requirements: (e.g. technical/quality requirements, storage conditions, hazardous properties) 

Disposition of sample after analysis:   

Return (   )
Discard (   )
Storage until (maximum 2 years):

Work requested: 

	Elements of interest
	Supposed mass fraction range 

(% weight fraction)
	Expected relative uncertainty of the results (%)

	
	
	

	
	
	

	
	
	


	Date results needed by: 


	Counterpart’s signature: 



	List of attachments: 
	Date of the request: 


Administrative clearance for request acceptance:

_____________________









Title:







Date:

Acceptance of Request for Analysis

(INSERT LABORATORY ACRONYM.F.001-B)

Requestor: (Dr./Mr./Ms.) Surname, First name

Institution:

Address: 

	Telephone: 
	Telefax: 
	E-mail: 


Dear colleague:

I am pleased to inform you that the INSERT LABORATORY ACRONYM accepts your request for analysis (RSInsert request number as YY##). You shall send the list of your original sample codes using the attached form INSERT LABORATORY ACRONYM.F.001-C, together with your samples, through official channels to the INSERT ORGANIZATION NAME. 

You will receive from us an official acknowledgment of receipt of your samples, stating the date when your samples were received and the start of the analytical work.

Please notice that you shall send a minimum amount/volume of sample as specified in the table below.

Deepest regards,






Please specify name






Leader INSERT LABORATORY ACRONYM




                             INSERT ORGANIZATION NAME






14 September 2010
Sample List

(INSERT LABORATORY ACRONYM.F.001-C)

	Nr.
	Original Sample Code
	INSERT ORGANIZATION ACRONYM, INSERT LABORATORY ACRONYM Code



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note: This form, together with the samples, shall be sent to INSERT ORGANIZATION ACRONYM through official channels only after receiving from the INSERT LABORATORY ACRONYM the Request acceptance form (INSERT LABORATORY ACRONYM.F.001-B). Please, add additional pages if required.
A copy of this form (INSERT LABORATORY ACRONYM.F.001-A) must be sent to INSERT LABORATORY ACRONYM, Insert Laboratory Address, Fax and Tel.
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