Information
to include in
Laboratory Standard Operating Procedures
for the

Voluntary Action Program
Listed below are categories that include basic information which should be discussed in the standard operating procedures (SOP) for either the analytical or preparation methods.  Please use this guidance along with the information posted on our Frequently Asked Questions webpage at http://epa.ohio.gov/derr/vap/pro_lab/labs.aspx when reviewing your SOPs to determine whether they meet the requirements of the Voluntary Action Program (VAP).
Scope
· Reporting limits (RL) or a cross-reference to where the information can be found (e.g., LIMS). 
· Environmental media prepared or analyzed by the method.
· Discussion how the laboratory will narrate bias in sample results if requirements in the SOP cannot be met (e.g., holding times, preservation, corrective actions for calibration and quality control outliers, etc…).

· Carbon ranges analyzed and reported for petroleum. Note: VAP ranges are as follow: (a) Light distillates (C6-C12); (b) Middle distillates (C10-C20), and; (c) Heavy distillates (C20-C34).
Sample Preservation and Holding Time
· Preservation and holding time information for all media prepared or analyzed by the method including before and after preparation, as applicable. 
Reagents & Standards

· Reagents, standards, and spiking solutions used for the preparation or analysis.
· Storage requirements and shelf life for all solutions, or a cross-reference to where the information can be found.
· Procedures to prepare initial and continuing calibration blanks.
Equipment
· Equipment used for the preparation or analysis. 
Sample Preparation

· Detailed procedures to prepare environmental and quality control (QC) samples (e.g., method blank, laboratory control sample, etc…) including:

· Media used for the method blank and laboratory control sample and discussion on the frequency of preparation of QC samples (e.g., 1 in 20 samples);
· Weight or volume of the media used during preparation (i.e., samples and QC);

· Spiking solutions and volumes used during preparation;

· Reagents used during preparation.
Calibrations 
· Frequency, criteria, and corrective actions for the initial, daily, and continuing calibrations (e.g., instrument tunes, interference check samples, retention time marker solutions (petroleum testing), breakdown solutions, and calibration blanks, etc…).
· Calibration model(s) including the minimum number of standards used for each type of calibration (e.g., response factor, linear regression, quadratic, etc…).
· Restrictions regarding the use of certain calibration models (e.g., quadratic).
· Examples when corrective actions may not be taken for calibration outliers (e.g., bracketing calibration standard is biased high and samples are non-detect).
Analytical Procedure

· Information regarding how the qualitative and quantitative analyses are performed by the analysts. 
· Primary and secondary ions used for identification of compounds when using the mass spectrometry methods. 
Equations
· Equations used to calculate all values, recoveries, and sample concentrations (e.g., correlation coefficient, response/calibration factor, percent recoveries, sample equations used to calculate concentrations –dry weight for soils, etc…).
Quality Control

· Frequency, criteria, and corrective actions for all QC samples and solutions (e.g., method blank, laboratory control sample, surrogates, internal standards, etc...). 
Notes:  The laboratory may include a cross-reference to where QC limits for may be found (e.g., Laboratory Information Management System) instead of providing the information in the SOP.

Samples failing internal standard criteria require reanalysis of the samples undiluted.  Dilutions can only be made if matrix interference is present (applicable only to organic methods).
· Examples of when corrective actions may not be taken for QC outliers (e.g., surrogates biased high and the associated samples are non-detect).

Waste Management & Disposal
· Waste accumulation, storage, and disposal or cross-reference to where the information may be found (e.g., Chemical Hygiene Plan) including a statement that: “all laboratory waste are managed and disposed of in accordance with all applicable federal and state laws and regulations”. 
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