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Lab Batch No.:

LABORATORY ANALYTICAL SERVICE REQUEST FORM

Report results to: Send invoice to: P.O. No.

Name Name

Company Company

Address Address

Tel. No. Fax No. Tel. No. Fax No.
Turnaround Time: D Regular Service 20 days D Express Service (100% Surcharge) 5 days Sample Disposal:

[ Routine Pwaww) 6-8 weeks
Report: D Preliminary Result
Official Report Delivery: ] Mail
D No QC is requested by customer

D Official Report
[ E-mail (Address):

D Return to Customer
Hazard Identification:
D Non-Hazard

D Skin irritant

D By Laboratory

I:l Poison

D Flammable

D Radioactive

D Unknown

* Matrix / Media Codes Ship to: Health, Safety and Environment Office Tel: (852) 2358 6546
AP - Agar Plate, AT - Adsorbent tube, FT - Cassette filter, FW - Fountain water, Laboratory Fax: (852) 2335 1253
Ice - Ice, OT - Others, PS - Passive sampler, PW - Potable water, S - Sewage, Room 3107, Academic Building Web: https://hseo.ust.hk/hseo-lab
SO - Soil, SP - Surface wipe, SPW - Swimming pool water, SW - Sea water, H. K. University of Science & Technology
TD - Thermal desorption tube, WW - Waste water Clear Water Bay, Kowloon, HONG KONG
For Lab Use Only . For Lab Use Only
Sampled by: For IH Sample Only ANALYSIS REQUESTED Temp. on
Laboratory Sample (List each analyte on the lines zceipl s e D ofi Container
Customer Sample . Matrix/ Time AirVol. | below, multiple analytes per line! hilled ample Description
No. f pl ytes p ) . Type
Identification Date/Time Sampled Media* | (min) (Liters) An;t:gnt e
mL/L
/A/H
¢ S/P/G/T
mL/L
C/A/H S/P/G/T
mL/L
C/A/H S/P/G/T
mL/L
C/a/H S/P/G/T
mL/L
C/A/H S/P/G/T
mL/L
C/a/H S/P/G/T
mL/L
C/A/H S/P/G/T
mL/L
C/a/H S/P/G/T
mL/L
C/A/H S/P/G/T
mL/L
C/a/H S/P/G/T
mL/L
C/A/H S/P/G/T
mL/L
C/a/H S/P/G/T
mL/L
C/A/H S/P/G/T
mL/L
C/a/H S/P/G/T
Analysis Contract
We apply for the above tests. We agree that all services are subject to terms/conditions printed on the back of this form and service charge found at HSEO Lab website unless
superseded by a written agreement.
Name Signature Date
Chain of Custody Record
Name Signature Date Time
Delivered by
Received by
For Laboratory Use Only
Sample type: O OH OPH 0O Environmental
Sample Condition on Receipt: Acceptable Other (Explain)
Remarks:
Airborne molds/bacteria sampling plate: Impaction point observed O Yes O No Data Logger /Temp(°C).: SL / °C

Reviewed by (Name/Signature):

Date:

(Issue Date: 5 June 2023)
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TERMS & CONDITIONS
GENERAL
The Fee Schedule in the HSEO Lab website includes prices for the most frequently requested environmental or industrial hygiene analyses performed by HSEO Lab. HSEO Lab can
provide additional information on analyses not listed or other technical inquiries. The listed fees are subject to change without notice.
Please note that certain types of analyses require a 3-sample minimum charge; this is to cover costs for method set up.
Upon request HSEO Lab will supply (at cost plus shipping and handling charges) sampling media. All media is subject to availability and may require a minimum order. Unused
sampling media cannot be returned for credit.
HSEO Lab will retain residual sample as stated in the laboratory policy, after which the residual sample will be properly disposed of, unless a written agreement directing HSEO
Lab otherwise has been established.

ANALYTICAL SERVICE ORDERS

Requests for analytical services may be made by telephone, facsimile, e-mail, or in writing. The customer’s authorized representative must confirm all requests for services in writing.
Quotations are available, upon request, on a project or by job basis. All quotations are valid for a period of three months from the day of issue unless otherwise specified.

HSEO Lab reserves the right to refuse to proceed with an analytical request if the customer fails to provide an acceptable written analysis request or to establish acceptable credit
arrangements.

Each field blank or field QC sample will be charged as a regular sample. Customers will not be charged for laboratory QC samples.

The customer is required to submit a minimum of one field blank for each type of analysis requested in a given batch of samples. One use of a field blank is to detect potential
contamination that may occur to your samples during shipment. Blanks are charged at applicable analytical fees.

SAMPLE RECEIPT AND PROCESSING
The customer is responsible for the condition and custody of all samples prior to receipt, inspection, and acceptance by HSEO Lab.
For microbiological analysis, the holding time and transit requirement are shown below. HSEO Lab shall be contacted for details. Insulated cool boxes are required for transporting
samples to the laboratory. The temperature will be recorded upon sample receipt and will be shown in the official laboratory report as it affects the validity of the results.
- HPC Analysis:

a) Drinking water for compliance purposes - maximum holding time is 8 hours from collection, samples are preferably hold at <10°C during transit

b) Non-potable water for compliance purposes - maximum holding time is 8 hours from collection, samples are hold at <10°C during a maximum transport of 6 hours

c) Other type of water for noncompliance purposes - maximum holding time is 24 hours from collection, samples are hold at <10°C during transit
- Coliform and E. coli analyses: maximum holding time is 24 hours from sample collection
HSEO Lab will use analytical methodologies which have been certified as compliant with requirements published or specified by APHA, USEPA, NIOSH, OSHA or other regulatory
agencies. HSEO Lab reserves the right to interpret these methodologies when applying them to the analysis of customer’s samples based on reasonable, professional judgment of
HSEO Lab personnel and recognized standards of the industry.
Industrial hygiene sample sets received by HSEO Lab may require the submittal of field blanks for compliance with NIOSH, OSHA and USEPA methodologies.
HSEO Lab will employ a comprehensive Quality Assurance/Quality Control (QA/QC) program covering both sample preparation and analysis. This program includes: instrument
calibration, the analysis of spiked samples, quality control samples, laboratory blanks, replicate analyses, comparison of QA/QC data with accepted limits, and monitoring of
instrument performance.
HSEO Lab performs Practical Quantitation Limits (PQL) studies annually. Projects in progress are subject to the most current PQL results.
HSEO Lab uses QA/QC procedures which are consistent with current industry standards. It is the customer’s responsibility to determine if the procedures meet the QA/QC
requirement of his/her need.
HSEO Lab reserves the right to refuse to proceed with the processing of any samples which is noncompliant with QA requirements of a requested regulatory analytical procedure.
In such an event, the customer shall reimburse HSEO Lab any costs incurred prior to the analytical work halt.
Should the QA/QC requirements of a requested regulatory method or procedure specify that a sample must be reanalyzed; any additional sample required for the reanalysis will be
provided by the customer at the customer’s expense. Any mandated or requested QA/QC reanalysis, which generates data consistent with original results, will be at the customer’s
expense.

TURNAROUND TIME

Regular turnaround time is 20 working days, at the listed price.

Express service of 5 working days carries a surcharge of 100%. Prior notification to confirm express service capacity is required by HSEO Lab.

Please note that the working day after the sample receipt day is considered as day 1. Sample backlog, or size and diversity of incoming batches may affect turnaround time. The
laboratory will inform customers when these conditions occur, and will treat samples on a first come, first served basis.

VOLUME DISCOUNT
Batch discounts (the number of samples for the sample analyte, on the same matrix, and submitted at the same time) can be offered by HSEO Lab.

Batch size (Single Submittal) % Discount
>10 5%
>20 10 %
>30 15 %

Additional discount can be negotiated for long term or higher sample volume projects.

ANALYTICAL RESULTS

When requested, HSEO Lab may release verbal, fax, email (.pdf) results in advance of written report of results. Such results are tentative and are subject to subsequent confirmation
or modification during standard QA/QC review procedures.

HSEO Lab will retain support documentation such as reports and raw data for analytical results for four years.

SERVICE OUTSIDE THE SCOPE OF WORK
In the event the customer requests HSEO Lab to perform extraordinary services which are not included in the scope of work to which the parties agreed. HSEO reserves the right to
invoice for the services performed at extra rate. Extraordinary services include, but are not limited to, the following:

a) Correcting customer errors.
b) Request for information or data not required by the scope of work.
c) Modification to deliverables not required by the scope of work.
HSEO Lab shall not proceed with extraordinary services until receiving written authorization from the customer.
PAYMENT AND TERMS

HSEO Lab requires payment for analytical services after sample analysis, unless other payment terms have been established.

Payment is due thirty (30) days from HSEO Lab’s invoice date. HSEO may change credit or payment terms at any time should customer’s financial condition or previous payment
record so warrant.

HSEO Lab may discontinue service if customer fails to pay any sum due.

SAMPLE RETENTION

All samples (except samples for airborne bacteria and fungal analysis) and inorganic sample extracts are retained for a period of thirty days after the issue of analytical report or up
to the sample’s maximum storage period, whichever is earlier.

Organic sample extracts are retained for a period of one week after analysis.

Airborne bacterial and fungal incubated plates are retained until an official full or partial report is issued to the client.

CONFIDENTIALITY

All customer’s information, obtained or created during the performance of laboratory activities such as test reports and other data shall be treated confidential and shall not be
disclosed to third party except those already publicly available and unless there is an agreement between the laboratory and the customer.

The laboratory shall be at liberty to disclose the testing-related documents anytime to any accrediting bodies for audit or other related purposes unless disagreed with by the customer
in writing at the time of them submitting the applications.

When the laboratory is required by law or authorized by contractual arrangement to release confidential information, the customer is, unless prohibited by law, notified of the
information provided.

Information about the customer obtained from sources other than the customer shall be kept confidential between the customer and the laboratory. The provider of the information
shall not be disclosed to the customer unless agreed by the source.

Personnel and individuals acting on the laboratory’s behalf shall kept all information confidential, except required by law.

All results are provided for the exclusive use of the customer. HSEO Lab accepts no responsibility or liability for the customer’s use of such results.

The laboratory shall ensure that test reports are kept confidential during report dispatching.

(Issue Date: 09 November 2021)



	Company (Report): 
	Address 1 (Report): 
	Address 2 (Report): 
	Name (Invoice): 
	Company (Invoice): 
	Address 1 (Invoice): 
	Address 2 (Invoice): 
	Email Address: 
	Phone (Report): 
	Regular Service: Off
	Routine: Off
	Preliminary Result: Off
	Mail: Off
	No QC is requested by customer: Off
	Fax (Report): 
	Phone (Invoice): 
	Fax (Invoice): 
	Official Report: Off
	E-mail: Off
	Page: 
	Page (Total): 
	Express Service: Off
	Return to Customer: Off
	By Laboratory: Off
	Non-Hazard: Off
	Skin irritant: Off
	Poison: Off
	Flammable: Off
	Radioactive: Off
	Unknown: Off
	Sampled by: 
	Customer Sample Identification 1: 
	Customer Sample Identification 2: 
	Customer Sample Identification 3: 
	Customer Sample Identification 4: 
	Customer Sample Identification 5: 
	Customer Sample Identification 6: 
	Customer Sample Identification 7: 
	Customer Sample Identification 8: 
	Customer Sample Identification 9: 
	Customer Sample Identification 10: 
	Customer Sample Identification 11: 
	Customer Sample Identification 12: 
	Customer Sample Identification 13: 
	Customer Sample Identification 14: 
	Date/Time Sampled 1: 
	Date/Time Sampled 2: 
	Date/Time Sampled 3: 
	Date/Time Sampled 4: 
	Date/Time Sampled 5: 
	Date/Time Sampled 6: 
	Date/Time Sampled 7: 
	Date/Time Sampled 8: 
	Date/Time Sampled 9: 
	Date/Time Sampled 10: 
	Date/Time Sampled 11: 
	Date/Time Sampled 12: 
	Date/Time Sampled 13: 
	Date/Time Sampled 14: 
	Matrix/Media 1: 
	Matrix/Media 2: 
	Matrix/Media 3: 
	Matrix/Media 4: 
	Matrix/Media 5: 
	Matrix/Media 6: 
	Matrix/Media 7: 
	Matrix/Media 8: 
	Matrix/Media 9: 
	Matrix/Media 10: 
	Matrix/Media 11: 
	Matrix/Media 12: 
	Matrix/Media 13: 
	Matrix/Media 14: 
	IH Sampling Time 1: 
	IH Sampling Time 2: 
	IH Sampling Time 3: 
	IH Sampling Time 4: 
	IH Sampling Time 5: 
	IH Sampling Time 6: 
	IH Sampling Time 7: 
	IH Sampling Time 8: 
	IH Sampling Time 9: 
	IH Sampling Time 10: 
	IH Sampling Time 11: 
	IH Sampling Time 12: 
	IH Sampling Time 13: 
	IH Sampling Time 14: 
	IH Sampling Air Volume 1: 
	IH Sampling Air Volume 2: 
	IH Sampling Air Volume 3: 
	IH Sampling Air Volume 4: 
	IH Sampling Air Volume 5: 
	IH Sampling Air Volume 6: 
	IH Sampling Air Volume 7: 
	IH Sampling Air Volume 8: 
	IH Sampling Air Volume 9: 
	IH Sampling Air Volume 10: 
	IH Sampling Air Volume 11: 
	IH Sampling Air Volume 12: 
	IH Sampling Air Volume 13: 
	IH Sampling Air Volume 14: 
	Analysis Requested 1: 
	Analysis Requested 2: 
	Analysis Requested 3: 
	Analysis Requested 4: 
	Analysis Requested 5: 
	Analysis Requested 6: 
	Analysis Requested 7: 
	Analysis Requested 8: 
	Analysis Requested 9: 
	Analysis Requested 10: 
	Analysis Requested 11: 
	Analysis Requested 12: 
	Analysis Requested 13: 
	Analysis Requested 14: 
	Name (Report): 
	PO (Invoice): 
	Date (Contract): 
	Name (Contract): 
	Name (C of C): 
	Date (C of C): 
	Time (C of C): 


