Guidelines for Submitting Micro Samples to Overflow Labs



There are two sampling situations that involve microbiology samples:
 
1. You are only sampling microbiology and no samples will be sent to the Central Lab in Tallahassee (for anything).  

It would help facilitate the upload of results from these events to LIMS if you would please:

a) Write the RQ number on the contract lab custody sheets before you submit the samples to the contract lab; 

b) Send a copy of the contract lab submittal form to the DEP-Overflow email address at:
 DEP-Overflowmicro@dep.state.fl.us.
 

          
2)  You are sampling microbiology and sending samples for other analyses to the Central Laboratory in Tallahassee.
    
 Again, it would help facilitate the upload of results from these events to LIMS if you would please:

a) Write the RQ number on the contract lab custody sheets before you submit the samples to the contract lab.  Make sure all samples are scheduled.  Do not submit samples without an RQ number.

b)  	Make sure field IDs and collection times match on the contract lab and central DEP lab custody sheets.  (This has been a continuing issue over the last fiscal year with overflow submittal forms differing from DEP lab submittal forms, and it causes issues with log in.  It also causes the final reports to be disjointed.  Please help us by being consistent.)

[bookmark: _GoBack]c) 	Send a copy of the of the contract submittal form to the email address as stated above.  (If the contract lab you are using includes a copy of the submittal forms in the report they send to Tallahassee, you do not have to send the submittal forms to the DEP-Overflow email address.)


