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SUGGESTED TEXT FOR LABORATORY CONTRACTING DOCUMENTATION�tc  \l 1 "SUGGESTED TEXT FOR LABORATORY CONTRACTING DOCUMENTATION"�








�
NOTE:


The following sample text was taken from a water analysis contract.  It is provided as an aid to the reader and offers some things to consider when drafting contractual documentation for laboratory services.  Accordingly, it will not be applicable nor complete in all circumstances.





L.1  Scope of Work.  The contractor shall provide laboratory services including the furnishing of all labor, transportation, materials, equipment, supplies, facilities, utilities, supervision, quality assurance and quality control required for the pickup, laboratory analysis and reporting of test data regarding water and wastewater samples submitted by   (insert customer name)  .  





NOTE:


Other samples such as non-aqueous liquids, solids, sludges and sediments, must incorporate the program and matrix specific regulations for those samples in place of the water and wastewater references cited in this contract.





	The unit price for each test method shall include the cost of providing sample containers, performing laboratory analysis per the specified method and reporting of the analysis data for each sample in a report.  The unit price will include the furnishing of all labor, materials, equipment, supplies, facilities, utilities and supervision, and all costs associated with the performance of the work specified, including disposal of any unused sample and sample bottles and containers.  Unused sample volumes will not be disposed of until thirty (30) days following submission of analysis data in a written report.





	Support personnel, test equipment, consumable chemicals and materials, etc., for the performance of the specified tests are the responsibility of the contractor and shall be suitable to satisfy the quality of data required and measure the parameter cited.  All equipment and procedures used for the performance of the laboratory analyses shall be in conformance with the regulatory program guidelines cited by the EPA and state program agency.  The contractor shall follow and meet the quality control and assurance requirements for the performance of the tests (where available) as stated in the referenced test method and regulatory program documents.





L.2  Specifications and Standards.  All laboratory analyses of wastewater and drinking water and other aqueous (water based liquid) samples shall be performed in accordance with the most recent applicable regulations found in the Code of Federal Regulations (CFR), state regulations and guidelines.


  


NOTE:


Explicitly list the applicable standards and the test parameters. For example, any of the following could be used to define the specifications and standards for this contract: 





1) Wastewater testing to comply with 40 CFR Part 136 for the following tests:


				Fecal Coliform


				Biochemical Oxygen Demand


				Total Suspended Solids


				Hexavalent Chromium





2) Drinking water testing to comply with 40 CFR Part 141 for the following tests:


				Distribution Water


				Total Coliform, presence/absence 


				Total Trihalomethanes	





3) Methods contained in Standard Methods for the Examination of Water and Wastewater, 18th edition, to include the quality control cited in Part 1020B, for the following tests:


				Total Organic Carbon


				Total Kjeldahl Nitrogen


				Volatile Suspended Solids


				Percent Solids


				Ammonia Nitrogen


				Nitrate/nitrite 


				Total Phosphorus





NOTE:


Any data quality objectives (DQO) that are part of the project should also be included as part of the contract to ensure the laboratory performs per the project required DQO. 


L.3  Permits and Certifications.  The contractor and any/all proposed subcontractors shall have all appointments, licenses and permits required for the completion of the work and for complying with all applicable Federal, state and local laws.  All work and services shall be performed by a laboratory which is  certified to perform the specified analyses in the state of   (insert State)   where such certification exists. 





NOTE:


The last sentence "..performed by a laboratory which is certified to perform the specified analysis in the state of   (insert State)   where such certification exists." usually applies only to drinking water and occasionally wastewater or waste. The following paragraph would supersede this sentence in those states that do not have an appropriate lab certification program or if this contract is used for other types of samples.





	If no EPA, state or local certification exists for the program or matrix, a recognized third party accreditation for the test method required will be accepted as demonstration of performance for the test method and matrix.  In lieu of certification or accreditation, the Contracting Officer may require an audit of the facility, submission of proficiency testing data and other proofs of compliance with the test methods and program requirements needed for performance of the scope of work to the specification and standards cited.  





	Throughout the performance of the contract, the customer shall be notified by the prime contractor of any intentions to either add new subcontractors or change any subcontractors previously identified within ten (10) days prior to the anticipated addition or change.  The Contracting Officer must approve any substitutions.  The customer shall be provided with all proofs of compliance as described in this section for the prime contractor and subcontractors prior to award of the contract and proposed new subcontractors prior to their approval.





L.4  Chain of Custody.  A signature and time audit trail (chain of custody) for each sample from the time of collection, to the completion of the analysis, and ultimately, to sample disposal, is required.  The chain of custody form shall be developed by the contractor and shall include provisions to ensure that the parties involved sign the form and indicate the time and date the transfer of the sample(s) occurred (each time possession of an individual sample or group is transferred).  The chain of custody shall also include a space to indicate if the samples were iced or refrigerated when they were received by the laboratory (for samples that require it).  The chain of custody shall include a space for indicating the pH after preservation in the field and indicating the pH when received by the laboratory for samples requiring acid or base preservation. Any discrepancies in cooling and preservation must be indicated and duly reported.





	A copy of the chain of custody shall be made after laboratory personnel have signed off on the form.  This copy shall remain at the sample pickup site after the samples are picked up, the original form is to accompany the samples.





	The anticipated disposal date and method of sample disposal shall be indicated on the chain of custody form.  The sample disposal date for unused samples will be thirty (30) days after final report submission unless directed in writing to retain for an extended period of time.  The method of disposal must be in accordance with the hazards identified by the customer and determined by the laboratory. The customer will notify the laboratory prior to sample submittal and on the chain of custody any suspected hazardous substances or radioactive material.





	The original completed form shall accompany the test results.  Chain of custody records shall be maintained by the laboratory for three (3) years for all samples for which test data is required.  





L.5  Quality Control Documentation.  The contractor is required to have a written description of the Quality Assurance/Quality Control (QA/QC) program that is to be followed by the laboratory throughout the contract period.  The QA/QC program should cover laboratory equipment, facilities and personnel, training of personnel, calibration plans, reagent quality, preparation and control of standards, test methods, sample handling, method verification, the use of control and reference samples, evaluation and documentation of data quality and any other policies and plans that will be used by the contractor to ensure the reliability of the laboratory test results.  The laboratory chain of custody procedures and record form shall be included as part of the QA/QC program to be submitted by the contractor with the proposal package.





	Quality assurance reference samples from the EPA or a qualified third party vendor will be provided through the customer to the laboratory for analysis of the parameters included as part of this contract.  At least one (1) set per year will be provided.  These samples must be analyzed using the same personnel, equipment, and test methods used for each of the parameters reported during the year.  Analysis of these samples and any others required by the EPA or other regulatory agency will be considered part of the contractor's quality control program for this contract.  Laboratory analyses for these samples shall be the responsibility of the contractor, and not a cost associated with this contract.





	The laboratory shall furnish all available information on the results of EPA performance evaluation samples, intra-laboratory samples, or other analysis of unknown samples to demonstrate proficiency for the parameters listed in the contract.  Accuracy of analysis of unknown QA/QC reference samples shall be considered prior to award of this contract.  Results of these analyses from previous years, their actual values, and the range of values considered acceptable by the EPA, state agency or third party providing the unknowns, shall be included as part of the QA/QC program to be submitted by the contractor with the proposal package.





L.6  Personnel Qualifications.  The laboratory shall be under the supervision of a qualified chemist or scientist, capable of interpreting and directing the analyses to be performed under this contract, and who shall review and certify, by a signed statement on the report form, the adequacy and accuracy of procedures, test results and reports.  Personnel performing testing duties shall have demonstrated current experience and proficiency in the methods and procedures required by this contract and this shall be documented in accordance with the laboratory's quality assurance procedures.  The chemists, microbiologists and analysts shall have training and experience as described under COMAR 26.08.05 which will qualify them to perform services under this contract.  The chemists and microbiologists personnel are considered KEY and are subject to the terms of the key personnel provisions.


  


L.6.1  Chemical Analyst.


Supervisory.  The water quality laboratory supervisor shall have at least a bachelor's degree in chemistry or in a closely related field with at least two (2) years experience in the performance of chemical tests to be performed under this contract.


Non�Supervisory.  The analysts shall have at least a high school diploma or its equivalent, and at least three (3) months of on�the�job training in the measurement of inorganic or organic parameters for analyses to be performed under this contract.


 


L.6.2  Microbiological Analyst.


Supervisory.  The water quality laboratory supervisor shall have at least a bachelor's degree in microbiology or in a closely related field with at least two (2) years experience in the performance of microbiological tests to be performed under this contract.


Non�Supervisory.  The analysts shall have at least a high school diploma or its equivalent, and at least three (3) months of on�the�job training in the performance of microbiological tests to be performed under this contract.





L.7  Test Methods.  Laboratory analyses shall be performed following the criteria, methods and procedures approved by the U.S. EPA for each type of sample, as stated in 40 CFR part 136, 40 CFR part 141, 40 CFR part 143, 40 CFR part 261 and any subsequent amendments or regulations.  Analysis of any parameter not included under the above referenced documents or other EPA approved documents shall be performed in accordance with the approved documents listed under Specifications and Standards. 





L.8  Holding Times.  The elapsed time from sample collection to the time the analysis is performed is the holding time. By law, these holding times must not be exceeded when performing testing per the CFR requirements.  The contractor shall be responsible for meeting the holding time required by the type of analysis to be performed.  The required holding time shall be in accordance with applicable regulations or guidelines.  For example, the maximum holding time for a fecal coliform sample is only six (6) hours when complying with NPDES 40 CFR part 136 test requirements.  This should be considered by laboratories several hours away.  Traffic or weather conditions are not allowable reasons for exceeding the maximum holding time on a sample.





L.9  Recordkeeping.  The contractor will record data required in accordance with the reference methods and regulatory program documents.  Records will be maintained showing equipment calibration, standard preparation, traceability of samples, measurements and all information required by the contractor quality assurance plan and regulatory requirements.  The contractor will maintain records for at least three (3) years or as otherwise required by the appropriate permits.  These records and contractor facilities are subject to inspection at any reasonable time by the EPA, state or Navy personnel.





L.10  Sample Transportation.  Samples that require refrigeration shall be transported by the contractor in an iced cooler provided by the contractor.  Samples shall be transported to the laboratory for analysis by the contractor.  





	Samples will be collected by Government personnel on a routine and non�routine basis as described below. Charges for routine and non�routine pickups shall be included in the cost estimate.





NOTE:


Include any specific information on sample transportation and handling. Specific information on preservation, holding time, containers and test methods may be found in Appendix H. The sample handling process must thoroughly describe the proper handling and adequate transportation to ensure that the sample integrity is not compromised.  


 


Routine Pickup.  The contractor shall pick up samples twice a week from a central location as specified by the customer.  Samples shall be picked up on Wednesdays and Fridays between 12 noon and 1:00 p.m.





Non�routine Pickup.  Some samples shall be picked up on non�pickup days due to irregular processing schedules and short (less than forty eight [48] hour) holding times.  The average is about three (3) non�routine pickups per month.  The laboratory will only be given 24 hour notice for these pickups.  The pickups will be at 4:00 pm the day after the contractor is notified of the need for a pickup.  


	


	The contractor shall provide a plan for routine and non�routine pickups that shows how the contractor plans to meet short holding times based on travel time to the laboratory, laboratory hours, etc.  The plan should be based on the following worst case (shortest holding time) examples:





·	Example 1.  All wastewater fecal coliform samples will be routine pickups.  Since these samples have a six (6) hour holding time, every effort is made to take the sample close to the pickup time so the laboratory has the maximum time to analyze the sample.  The earliest the samples are taken is 10:00 am on pickup days, giving the laboratory until 4:00 pm on that day to begin analysis (only three (3) to four (4) hours from the scheduled routine pickup time).





Example 2.  Non�routine pickups may be for hexavalent chromium samples, they have a twenty four (24) hour holding time.  These samples will be collected between 8:00 am and 3:00 pm and will be ready for pickup at 4:00 pm the day they are collected.  The worst case would be that a contractor would have to pickup a sample at 4:00 pm and start the analysis before 8:00 am the next morning for samples that were collected at 8:00 am on pickup day.  (On days when an early sample is collected and no samples are to be collected that afternoon, the laboratory may pick the samples up earlier.) 





L.11  Telephone Reports.  Records of telephone reports shall be maintained as part of the record keeping process of the laboratory. Records shall include date, time, Navy person contacted, contractor personnel, and the information transmitted.





	The contractor shall report to the customer by telephone in the following cases:





Fast Response Requested.  Telephone reports shall be made as soon as analysis is completed if a fast analysis response is requested. The telephone report shall include the test result, units, other data required for reporting per the test method and any abnormal or deviations noted.





Abnormal Sample Condition.  The contractor shall immediately report by telephone when the following conditions are observed:


The sample shows a lack of homogeneity (i.e. sample has excessive sediment, excessive amount of floating material, or physical appearance is markedly different from that observed for any four (4) previous samples collected from that sampling point.)


The sample has an abnormal odor.


The sample has an abnormal color.


The sample shows other abnormal conditions.





Abnormal Results Revealed During Analysis.  The contractor shall make same day telephone reports whenever any analysis result is:  


An exception to NPDES permit conditions


A positive result for coliform bacteria in drinking water samples


A violation of the total trihalomethanes maximum contaminant levels for drinking water samples


Matrix quality control is outside expected limits





L.12  Written Reports.  The test results submittal shall be in typed form and shall include the following information:





Sample identification (sample numbers and descriptions provided by the customer with the sample shall be used as identification)


Dates and times analyses performed�
Name of analyst(s) who performed each analysis (initials acceptable)


Parameters analyzed


Analytical and microbiological techniques or methods used


Results of all required analyses reported with units of measure and other reporting data required by the test method


Report on deviations or abnormalities, if  applicable


Complete chain of custody form


Laboratory supervisor signature certifying the adequacy and accuracy of procedures and test results





	The contractor shall complete and deliver written reports for analyses of sanitary wastewater samples within ten (10) calendar days of the date samples are picked up by the contractor.  The parameters will include fecal coliform, total suspended solids, volatile suspended solids, percent solids, total Kjeldahl nitrogen, ammonia nitrogen, nitrate/nitrite, total phosphorous and biochemical oxygen demand samples.  





	The contractor shall complete and deliver written reports for all other samples by the tenth (10) of the month following the month in which the samples were collected.





	The contractor shall submit a corrected written report, at no additional charge to the Government, if the original report contains any errors or omits any of the required information.  The corrected report shall be delivered within five (5) days of notification or discovery of the error or omission. The corrected report will be so identified and include the reason for the correction. 





	When the contractor must repeat any analysis due to problems of contractor origin the analysis shall be completed and submitted to the government within seventy two (72) hours of having to repeat the analysis. (i.e., casting doubt on analysis due to quality control (QC) problems or incorrect test methods.)





L.13  Payment.  The laboratory will be paid for results received in the proper report format for samples with a valid chain of custody that have not exceeded their holding times (as stated in CFR) and were tested with the proper test method showing valid quality control data.  Results on an incomplete report, not meeting holding time requirements or for a sample that does not have a chain of custody will be declared invalid. Results reported showing the test method meets all method specified control criteria for blanks, laboratory control standards and other quality control samples, except for control criteria for the specific customer matrix will be paid. The government will not pay for any repeated analyses resulting from laboratory error.





L.14  Laboratory information to be collected prior to contract award.


Results of EPA performance evaluation samples, intralaboratory samples, or other analyses that demonstrate the laboratory's proficiency for analyzing unknown performance evaluation samples in the matrix and for the parameters included in the scope of work (i.e. EPA DMR�QA Study results or similar studies)


Resumes of key personnel


A copy of the laboratory's chain of custody form


A copy of the laboratory's plan for routine and non�routine pickups that shows how the contractor plans to meet holding times based on travel time, laboratory hours, and sample handling procedures to ensure holding times will be met


A copy of the report format that will be used


A brief discussion of the procedure established to handle telephone reports


A notarized copy of the laboratory's certification specifying the categories, parameters and test methods within each category for which the laboratory is certified or other accreditation certificate with parameters and categories or signed audit and proficiency test data from EPA, state or Navy personnel for parameters and categories in the scope of work


A copy of the laboratory's current quality assurance documentation which describes the use of quality control samples and reference samples; preparation and control of standards; calibration of equipment; training of personnel; verification of personnel competency; traceability of samples, measurements and test methods; safety and chemical hygiene plan, waste disposal plan including samples and containers, and reference to in-house test procedures or reference test methods


Information regarding the use of, and percentage of use of, subcontractor(s) and proof that the contractor and any proposed subcontractor(s) have obtained all required appointments, licenses and permits and complies with all requirements under Quality Assurance and Quality Control


The plan or procedure for staying abreast of all rules/standards for performance of the parameters in the scope of work (i.e. computer database, library, publications (e.g. Federal Register)�
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