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Introduction 
This guide is designed to assist laboratories prepare and report drinking 
water analytical results to the state Office of Drinking Water (ODW or 
Department). Included in this guidance are the sample templates for all test 
panels. The most important aspect of these templates is that the 
information is presented in a specific order to provide for efficient and 
accurate processing of the data by the Department. 
 
Laboratories may develop their own forms as long as they conform to the 
same sequence and order—top-to-bottom and left-to-right—as shown in 
the templates. Individual elements, such as font type and size, spacing, boxing, or other similar attributes are 
allowed to be different from ODW’s laboratory templates. Copies of these test panels can be obtained from the 
department or online at 
http://www.doh.wa.gov/CommunityandEnvironment/DrinkingWater/Contaminants/LabTemplates 

Coliform Bacteria Analysis Lab Slips 
This section provides information on how to complete lab slips for a coliform sample analysis. The template was 
developed in two sizes: 5x8 and 4x11. The 5x8 version was developed to meet the requirements of the U.S. Post 
Office for mailing information in a standard-sized window envelop so the address is visible. 
 
Test Panel Title: At the top of each panel there is a space provided to include the laboratory letterhead, graphics, 
or other symbols. The test panel name must be included at the top of each test panel report. 
 
 4x11 Coliform Lab Slip 5x8 Coliform Lab Slip 
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Test Panel Header: This section contains water system and sample specific information which is provided by the 
water system personnel or others collecting the sample. This information should be provided to the lab on the 
chain of custody or sample information form. This information must be in the same sequence and order as 
follows: 

4x11 Coliform Lab Slip 
 

 



DRAFT Laboratory Reporting Guidance -3- DOH 331-530 DRAFT 

5x8 Coliform Lab Slip 
 

 
 
1. Date Sample Collected: The month, day, and last two digits of the year the sample was collected for 

example, 4/01/16. 
2. Time Samples Collected: The time, hour and minutes, that the sample was collected. AM or PM must be 

marked. 
3. County: The county where the water system is located. Note: Some water systems are located in two 

counties. Choose the county in which the majority of the system is located. 
4. Type of Water System: Public water system are “A” or “B.” Private water sources or non-drinking water 

samples are “Other.” (for example, shell fish, Washington State ferry, etc.). Do not send sample results for 
“other” to the Department. 

5. ID#: The 5- or 6-digit public water system ID provided by the Department. ID numbers can be found at 
Sentry Internet: https://fortress.wa.gov/doh/eh/portal/odw/si/Intro.aspx or on the Water Facilities Inventory  
(WFI) form. 

6. System Name: The offical public water system’s name. Official names can be found at Sentry Internet (see 
link to Sentry in #5 above) and on the WFI form. If the name on the labslip is not very similar to the official 
water system name, the sample cannot be entered by the Department’s data processing.  

7. Contact Person: The name of the person that should be contacted for any questions regarding the sample 
information. 

8. (a-d) Phone Numbers: Day time, Cell, Evening, and Fax contact phone numbers 
9. Sample Collected by: The name of the person and company that collected the sample. 
10. Send Results to: The address where the results should be mailed and/or emailed. 
11. Specific location where sample collected: A detailed description of where the sample was taken. For 

example, 123 X Street outside tap on back of house. 
12. Special instructions or comments: Comments made by the client to the laboratory. 
13. Type of Sample:  

1 Routine Distribution Sample: Required by a water system’s specific monitoring schedule or a sample 
collected by a non-public water system. If the sample was chlorinated then the “Yes” is marked and the 
results of the sampler’s chlorine residue (free or total) tests are filled in. If the sample is not chlorinated 
then the “No” is marked. All samples marked as “Routine Distribution Sample” should be reported as 
absence/presence (A/P) for total coliform with an E. coli confirmation on positive total coliform results.  

https://fortress.wa.gov/doh/eh/portal/odw/si/Intro.aspx
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2 Repeat Sample is required after an unsatisfactory, or present routine sample result. A repeat sample is 
collected from the distribution system unless the water system consists only of a well and no distribution 
piping, for example a hand pump well. If the repeat distribution sample was chlorinated then the “Yes” is 
marked and the results of the sampler’s chlorine residue (free or total) tests are filled in. If the sample is 
not chlorinated then the “No” is marked. If a system serves a population less than 1,000 under the 
Groundwater Rule (GWR) the system can use a raw groundwater sample as one of their repeat samples. 
Please indicate the source number where this sample was drawn. The three-digit laboratory number, the 
five-digit /sample number and the collect date of the unsatisfactory routine sample is required so the 
Department can link a repeat sample to the unsatisfactory routine sample. A repeat sample should be 
reported as A/P for total coliform with an E. coli confirmation on a total coliform positive result.  

3 Raw Water Source Sample is used to meet the requirements of the GWR, the Surface Water Treatment 
Rule (SWTR), and ODW requested/required assessment monitoring. For GWR report as A/P for total 
coliform with an E. coli confirmation on a total coliform positive result. The Department’s source 
number, for example S01, should be indicated on the form. The source number can be found on the water 
system’s WFI or on SENTRY. For SWTR report with enumeration for fecal coliform. The Department’s 
source number, for example S01, can be found on the water system’s WFI or on SENTRY. For 
Assessment Monitoring, report as A/P for total coliform with an E. coli coliform confirmation on positive 
results. The Department’s source number, for example S01, can be found on the water system’s WFI or 
on SENTRY. Sample Collected for Information Only: Do not send the results to the Department. 

4 Sample Collected for Information Only is collected by a public water system or private water system for 
their information only. Do not send the results to the Department. 

 
Test Panel Results: this section contains the results as recorded from the laboratory. 
 

 
 
1. Mark Unsatisfactory Total Coliform Present and E. coli present or E. coli absent or Fecal coliform present 

or Fecal coliform absent. A total coliform present sample that is not reported as either E. coli present or 
absent will be considered present by the department for MCL compliance. 

2. Mark Satisfactory if the sample is run A/P and the sample results come back negative. 
3. Replacement Sample Required: Mark any option or write in an option if a replacement sample is needed. 
4. Bacterial Density Results: is used to record the results when performing an enumeration analysis. 
5. Method Code: Indicate what method was used to perform the analysis. I.E. SM 9223 (not MICR codes) 
6. Date and Time Received: is used to signify when the laboratory received the sample. 
7. Date and Time Analyzed: is used to signify when the laboratory started incubation of the sample. 
8. Date Reported: is used to signify when the laboratory reported the results to the department. 
9. Sample Number: the first three numbers are the department assigned laboratory identification numbers. The 

second five numbers are the laboratory assigned numerical sample number. 
10. Lab Use Only: is a space provided for the laboratory. I.E. a place to note the temperature upon arrival. 
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Source Water Chemical Monitoring Lab Slips 
This section provides information on how to complete lab slips for all source water monitoring sample analysis. 
The test panel title and header information is discussed below. Each test panel template is provided with specific 
notes if applicable. 
 
Test Panel Title: At the top of each panel there is a space provided to include the laboratory letterhead, graphics, 
or other symbols. The test panel name must be included at the top of each test panel report. 
 
Test Panel Header: This section contains water system and sample specific information which is provided by the 
water system personnel or others collecting the sample. This information should be provided to the lab on the 
chain of custody or sample information form. This information must be in the same sequence and order as 
follows: 
 

 
 
1. Date Collected: The numerical month, day, and last two digits of year sample was collected, for example, 

3/14/12. 
2. System Group Type: Public water system are “A” or “B.” Private water sources are “Other.” Private water 

sources are not typically sent to the Department. 
3. Water System ID Number: The 5- or 6-digit public water system ID provided by the Department. ID 

numbers can be found at Sentry Internet: https://fortress.wa.gov/doh/eh/portal/odw/si/Intro.aspx 
4. System Name: Public water system name. Note: Official names can be found at Sentry Internet (see link to 

Sentry in #3 above).  
5. Lab Number/Sample Number: The first 3-digit number the Department of Health assigned to the lab 

running the sample. The next 5 digits are a unique sequential number generated by the lab to identify the 
particular sample. 

6. County: The county where the water system is located. Note: Some water systems are located in two 
counties. Choose the county in which the majority of the system is located. 

7. Location Where Sample Collected: Very specific location information, for example, 123 X Street by 
backdoor, outside tap. 

8. Source Number(s): 

https://fortress.wa.gov/doh/eh/portal/odw/si/Intro.aspx
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a. If the sample is blended by the purveyor or comes from a blended source, show this by writing all source 
numbers that represent that sample, for example, S01, S03, S13 and so on. 

b. If the sample is obtained from a flowing distribution line IE. Halo Acidic Acid or Total Trihalomethanes 
use “S92” 

c. If the sample is obtained from a standing distribution line IE. Lead and Copper Rule use “S93” 
d. Any sample coming directly from the source, use the source number identifiers referred to by the 

Department. These can be found on Sentry Internet (see link to Sentry in #3 above). 
9. Sample Purpose: Check only ONE box to describe the purpose of this sample. (Typically I-Investigative or 

O- Other do not get mailed to the Department.) 
10. Date Received: This box is for lab use only. It describes when a sample was received 
11. Date Analyzed: This box is for lab use only. It describes when a sample was analyzed. This box may or may 

not appear in the header information. If it does not appear in the header information than it was added to the 
body of the results. 

12. Date Reported: This box is for lab use only. It describes when the report was released from the lab. 
13. COMMENTS: This is a place for any addional comments. 
14. Sample Composition: Check only ONE box to describe composition of sample.  

a. “Blended” samples are done in the field by the purveyor or sample was taken where mulitple sources are 
blended before distribution. 

b. “Composite” samples are done in the lab under direction of the purveyor. 
(Both of these types of samples must show the different sources from which they come.) 

15. Sample Type: Purveyor will mark to show if sample was taken before treatment process or after. If no 
treatment, mark “Untreated.” If unknown, mark “Unknown or Other.”  Include the name and phone number 
of who collected the sample. 
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Special Test Panel Notes 
 
Arsenic—Results are reported in mg/L – milligrams per liter or parts per million. 
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Asbestos—Results are reported in MFL – millions of fibers per liter. Sample can be taken directly from the 
source for surface water (S01, S02…) or from a flowing distribution (S92). 
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Bromate—Results are reported in mg/L – milligrams per liter or parts per million. 
 

 
 
  



DRAFT Laboratory Reporting Guidance -10- DOH 331-530 DRAFT 

Chlorite—Results are reported in mg/L – milligrams per liter or parts per million. 
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Dioxin—Results are reported in ng/L – nanograms per liter. 
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Endothall—Results are reported in µg/L – micrograms per liter or parts per billion. 
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Fumigant—Results are reported in µg/L – micrograms per liter or parts per billion. 
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Glyphosate—Results are reported in µg/L – micrograms per liter or parts per billion. 
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Herbicides— Results are reported in µg/L – micrograms per liter or parts per billion. 
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Insecticides (Carbamate)—Results are reported in µg/L – micrograms per liter or parts per billion. 
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Complete Inorganic Chemistry—Results are reported in mg/L – milligrams per liter or parts per million 
EXCEPT; Conductivity is reported in µmhos/cm: microSiemens/centimeter, Turbidity is reported in NTU: 
Nephelometric Turbidity Units, and Color is reported in CU: Color Units 
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Select Inorganic Chemistry—Results are reported in mg/L – milligrams per liter or parts per million EXCEPT; 
Conductivity is reported in µmhos/cm: microSiemens/centimeter and Turbidity is reported in NTU: 
Nephelometric Turbidity Units 
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Nitrate/Nitrite—Results are reported in mg/L – milligrams per liter or parts per million. 
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Pesticides—Results are reported in µg/L – micrograms per liter or parts per billion. If a sample has a detection of 
any Arochlor then the sample MUST be analyzed for Decacholobiphenyl by method 508A and results MUST be 
listed on this panel. 
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Phthalates—Results are reported in µg/L – micrograms per liter or parts per billion. 
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Quat—Results are reported in µg/L – micrograms per liter or parts per billion. 
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Radionuclides (Beta)—Results are reported in pCi/L – picocuries per liter. 
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Radionuclides—Results are reported in pCi/L – picocuries per liter EXCEPT Uranium which is reported in 
mg/L -milligrams per liter. If the sum of the alpha activity plus the radium 228 activity is greater than 5 pCi/L, 
quantify radium 226 activity. If the gross alpha activity exceeds 15 pCi/L, quantify uranium mass. 
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Total Organic Carbon (TOC)—Results are reported in mg/L – milligrams per liter or parts per million. 
 

 
 
  



DRAFT Laboratory Reporting Guidance -28- DOH 331-530 DRAFT 

Volatile Organic Compounds (VOC)—Results are reported in µg/L – micrograms per liter or parts per billion. 
Total Xylenes is the sum of m/p Xylenes and o Xylene. Analysis for EDB and DBCP is screening only. 
Detections of EDB and DBCP are confirmed using the fumigant test panel. 
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Distribution Water Chemical Monitoring Lab Slips 
 
Haloacetic Acid (HAA5) – These samples are sampled at a flowing distribution (Source S92). The results are 
reported in µg/L – micrograms per liter or parts per billion. There should be specific distribution sample locations 
for each sample. Individual analytes do not have an MCL but, the sum of the individual analytes does have an 
MCL. The HAA5 column is for the sum total of each of the analytes for that sample. 
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Lead and Copper Rule—Results are reported in mg/L – milligrams per liter or parts per million. Highlight the 
results that are over the “Regulatory Action Level.” 
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Total Trihalomethane (TTHM)—These are flowing distribution samples (Source S92). Results are reported in 
µg/L – micrograms per liter or parts per billion. Specific distribution sample locations are needed. Individual 
analytes do not have an MCL but, the sum of the individual analytes does have an MCL. The “TTHMs” column is 
for the sum total of each of the analytes for that sample. 
 

 
 
 
 
 
 
Our publications are online at https://fortress.wa.gov/doh/eh/dw/publications/publications.cfm 
 
 

 

 
 
For people with disabilities, this document is available on request in other formats. To submit a request, please  
call 1-800-525-0127 (TDD/TTY call 711). 

https://fortress.wa.gov/doh/eh/dw/publications/publications.cfm

	DRAFT Laboratory
	Reporting Guidance
	Introduction
	Coliform Bacteria Analysis Lab Slips
	Source Water Chemical Monitoring Lab Slips
	Special Test Panel Notes
	Distribution Water Chemical Monitoring Lab Slips

	March 2015
	DOH 331-530 DRAFT

