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1.
Title:
SAMPLE RECEPTION, CLASSIFICATION AND STORAGE

2.
Purpose:
To define the procedures and responsibilities for sample reception, classification, conservation, manipulation, distribution and storage in the INSERT LABORATORY ACRONYM.

3.
Scope:
The scope of this procedure extends to the samples related to the performance of analytical support based on the use of validated X-ray spectroscopic techniques (XRS).

4.
Definitions:
Availability. Is defined by the presence of the sufficient sample amount required for a given analytical procedure.

5.
References:
INSERT LABORATORY ACRONYM.QM.001



INSERT LABORATORY ACRONYM.OP.003



INSERT LABORATORY ACRONYM.OP.004

6.
Responsibilities:
The INSERT LABORATORY ACRONYM Quality Manager is responsible for the identification, conservation, manipulation, distribution and storage of the samples. In the absence of INSERT LABORATORY ACRONYM QM, the Leader of the INSERT LABORATORY ACRONYM assumes this responsibility. The L-INSERT LABORATORY ACRONYM is responsible for contacting the customer in the event that samples do not correspond to the specifications provided in the request form.

7.
Procedure:


7.1
General. All the operations related to sample reception; identification, conservation, manipulation, distribution and storage are shown in the flow chart 1 and are described in details below:

7.2
Reception of the samples.

7.2.1
Upon receiving samples corresponding to a new request form (INSERT LABORATORY ACRONYM.F.001), the INSERT LABORATORY ACRONYM -QM verifies that the received samples correspond to the specifications provided in the request form. He/she verifies that the customer sample identifications correspond to the list provided in INSERT LABORATORY ACRONYM.F.001 and that the amount of all of the samples is sufficient for the performance of the intended analysis. In case of departures, he/she informs the Leader of INSERT LABORATORY ACRONYM, who makes contact with the customer to solve the observed discrepancies.

7.2.2
If the received samples correspond to the specifications provided in the request form, the INSERT LABORATORY ACRONYM -QM proceeds to perform the classification of the samples.

7.3
Sample classification and identification.

7.3.1
The QM provides an internal INSERT LABORATORY ACRONYM code to the list of samples in second page of form INSERT LABORATORY ACRONYM.F.001, already filed in record INSERT LABORATORY ACRONYM.OR.001. The format of INSERT LABORATORY ACRONYM code is RSYY-NN, where RS denotes Request of service, NN the year and NN the consecutive number of the Request within the current year.

7.3.2
Samples are transferred to conservation vessels, which are labelled with the assigned INSERT LABORATORY ACRONYM code.

 SHAPE 



ILA* means INSERT LABORATORY ACRONYM

Figure 1. Flow chart of sample manipulation.

7.4
Selection of samples for internal quality control.

7.4.1
The QM selects the control group for internal quality control following the instructions provided in INSERT LABORATORY ACRONYM.OP.004. He/she fills in the identification of these internal quality control duplicates, control samples and blanks in form INSERT LABORATORY ACRONYM.F.005 and assigns them INSERT LABORATORY ACRONYM code numbers for the current work assignment.

7.4.2
The internal INSERT LABORATORY ACRONYM code for the internal quality control samples is defined in the same way as specified in 7.3.1.

7.5
Preparation of samples for the analysis.

7.5.1
Samples are prepared according to the specific instructions given in the procedure INSERT LABORATORY ACRONYM.OP.003. 

7.5.2
The INSERT LABORATORY ACRONYM -QM adds the list of samples prepared for the analysis to the work assignment information form (INSERT LABORATORY ACRONYM.F.003).

7.5.3
The already prepared samples, together with the up-dated work assignment form are transferred to the Nuclear Instrumentation Specialist for analysis.

7.6
Storage.

7.6.1
The vessels containing the original samples are kept in a room with conditions ensuring adequate conservation.

7.6.2
Samples are stored in groups defined by the request for analysis.

7.6.3
The remains of the samples prepared for analysis (pressed pellets, solutions, etc.) are also kept in groups corresponding to the request of analysis.

8.
Records
INSERT LABORATORY ACRONYM.OR.001




INSERT LABORATORY ACRONYM.OR.003




INSERT LABORATORY ACRONYM.OR.005

9.
Appendix:
None 
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