Non-Field Lab Walkthrough	 Page 2
NC DEQ/DWR WASTEWATER/GROUNDWATER LABORATORY CERTIFICATION BRANCH

	LABORATORY NAME:
	
	CERT #:
	

	PRIMARY CONTACT:
	
	DATE:
	

	NAME OF AUDITOR COMPLETING CHECKLIST (PRINT):
	

	SIGNATURE OF AUDITOR COMPLETING CHECKLIST:
	



Non-Field Walkthrough Checklist

Inspection Type:			Date of Last Inspection: 			
	
	Initial
	
	Maintenance
	
	Follow-up
	
	Abbreviated
	
	Requested



Laboratory Classification:
	
	Municipal
	
	Industrial
	
	Commercial
	
	Other
	
	Mobile



Compliance Programs:    check all that apply and list permit numbers (use comment section if needed)
	
	NPDES
	
	
	UST
	

	
	Groundwater
	
	
	Pretreatment
	

	
	Non-Discharge 
	
	
	Stormwater
	



Entrance Remarks:
	
	CPL Verified
	
	Lab and Contact information Verified



	
	Contract Lab used? List: 







	PLEASE COMPLETE CHECKLIST IN INDELIBLE INK
Please mark Y, N or NA in the column labeled LAB to indicate the common lab practice
 and in the column labeled SOP to indicate whether it is addressed in the SOP.

	
	SAMPLE RECEIPT and PRESERVATION
	LAB
	SOP
	COMMENTS

	1 
	Is only real ice or refrigeration used for thermal preservation? [NC WW/GW LCB Required Documentation for Sample Collection and Receipt Policy]
	
	
	


	2 
	Is sample temperature checked upon receipt? [15A NCAC 02H .0805 (a) (7) (M)]
	
	
	

	3 
	How is thermal preservation verified?
	
	
	
  ☐ Liquid-in-Glass thermometer
  ☐ Digital thermometer
  ☐ IR gun
  ☐ Temperature blank


	4 
	Is sample temperature upon receipt documented? [15A NCAC 02H .0805 (a) (7) (M)]
	
	
	

	5 
	Is chemical preservation checked upon receipt? [15A NCAC 02H .0805 (a) (7) (M)]
	
	
	

	6 
	How is chemical preservation verified? 
	
	
	
  ☐ pH paper
  ☐ pH meter (see pH meter section below)
  ☐ TRC test strips
  ☐ TRC DPD visual 
  ☐ TRC DPD spectrophotometer


	7 
	Is chemical preservation verification documented for each applicable sample? [15A NCAC 02H .0805 (a) (7) (M)]
	
	
	

	8 
	Does the laboratory notify the client when samples are received out of hold or do not meet sample collection or preservation requirements? [15A NCAC 02H .0805 (a) (7) (M)]
	
	
	

	9 
	If samples received out of hold or preservation are analyzed, are the results qualified as such on the client reports or compliance reporting forms? [15A NCAC 02H .0805 (a) (7) (M)]
	
	
	

	10 
	Does the laboratory notify the NC WW/GW LCB when samples received out of hold or preservation are analyzed?
[15A NCAC 02H .0805 (a) (7) (M)]
	
	
	

	11 
	What type of containers are used for sample collection? [15A NCAC 02H .0805 (a) (6) (B)]
	
	
	
Answer: 



	12 
	Are Certificates of Analysis retained for single-use, commercially prepared sample containers? [NC WW/GW LCB Traceability Documentation Requirements for Chemicals, Reagents, Standards and Consumables Policy]
	
	
	

	13 
	Are preservatives within stated expiration dates? [15A NCAC 02H .0805 (a) (7) (K)]
	
	
	

	14 
	Does the laboratory have a policy for assigning expiration dates when the manufacturer does not specify the expiration? [NC WW/GW LCB Chemical, Reagent, Standard and Consumables Expiration Date Policy]
	
	
	

	15 
	Is the volume of preservative added to samples small enough to not dilute the sample by >1%? [NC WW/GW LCB Sample Collection, Preservation and Receipt Policy]
	
	
	

	16 
	Commercial lab only (optional/recommended): Does the laboratory include detailed instructions for bottle kit orders?
	
	
	

	
	pH METER (SAMPLE RECEIVING ONLY)
	LAB
	SOP
	COMMENTS

	17 
	Is the pH meter calibrated each day prior to use? [15A NCAC 02H .0805 (a) (7) (H) (iii)]
	
	
	Buffers:
☐ 4.0 S.U.  Lot #:________________  Exp: ____________
☐ 7.0 S.U.  Lot #:________________  Exp: ____________
☐ 10.0 S.U. Lot #:________________ Exp: ____________
☐ ___ S.U. Lot #:________________  Exp: ____________
☐ ___ S.U. Lot #:________________  Exp: ____________


	18 
	Is the calibration documented? [15A NCAC 02H .0805 (a) (7) (E)]
	
	
	

	19 
	Is the calibration verified with a check buffer?
	
	


	Check Buffer used:


	20 
	Is the evaluation of the ± 0.1 S.U. acceptance criterion of the check buffer documented? [15A NCAC 02H .0805 (a) (7) (F) (xv)]
	
	
	

	21 
	What corrective action is taken if the acceptance criterion is exceeded? [15A NCAC 02H .0805 (a) (7) (B)]
	
	
	
Answer:



	
	REFRIGERATORS and FREEZERS
	LAB
	SOP
	COMMENTS

	22 
	Is the refrigerator temperature checked and documented at least once each day samples are held? [15A NCAC 02H .0805 (a) (7) (I)]
	
	
	
☐ Refrigerator ID
  ☐ Temperature (with units and correction factor)
  ☐ Date
  ☐ Initials


	23 
	Is the freezer temperature checked and documented at least once each day samples are held? [15A NCAC 02H .0805 (a) (7) (I)]
	
	
	
☐ Freezer ID
  ☐ Temperature (with units and correction factor)
  ☐ Date
  ☐ Initials


	
	THERMOMETERS
	LAB
	SOP
	COMMENTS

	24 
	Are laboratory Non-Reference Temperature Measuring Devices (NRTMD) verified against a Reference Temperature Measuring Device (RTMD) at the proper frequency? [15A NCAC 02H .0805 (a) (7) (N)]


	
	
	  
  ☐ Liquid-in-Glass: every 12 months
  ☐ Digital and incubator: every 3 months
  ☐ IR guns: every 3 months


	25 
	Are NRTMDs verified at a temperature in the range of use? [15A NCAC 02H .0805 (a) (7) (N)] [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	26 
	Is the verification documented? [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]

	
	
	  
  ☐ temperature reading of RTMD
  ☐ temperature reading of NRTMD
  ☐ correction factor
  ☐ serial number of both devices
  ☐ date verification was performed
  ☐ analyst signature or initials

	27 
	Do NRTMDs verify within ± 1°C? [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	28 
	If the NRTMD verification differs > 1°C from the Reference Thermometer, is it removed from service? [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	29 
	Are laboratory NRTMDs labeled with the applicable correction, even if 0 °C? [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	30 
	Is the RTMD an appropriate accuracy and within expiration? [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	
Accuracy requirements or verifying the following NRTMD
☐ Devices not in an incubator: ± 0.5 °C
☐ Devices in incubators (temp tolerance ± 0.2°C): ± 0.1 °C
☐ Devices in incubators with a temp tolerance ± 0.5 °C: ± 0.2 °C
☐ Devices in incubators with a temp tolerance ± 1 °C: ± 0.5 °C

Serial Number: ______________

Accuracy:___________________

Expiration: __________________


	31 
	If the thermometer verifications are not performed in-house, who performs the thermometer verification?

If not in-house, skip to question 34.
	
	
	Answer:


	32 
	Is the RTMD used for any other purpose than verifications? [15A NCAC 02H .0803 (26)]
	
	
	"Reference Temperature-Measuring Device" means a National Institute of Standards and Technology (NIST) traceable temperature-measuring device used only to verify the calibration of other temperature-measuring devices.

	33 
	Is the RTMD calibrated per the due date on the certificate or if no due date indicated, at least every 5 years? [15A NCAC 02H .0805 (a) (7) (N) (i)]
	
	
	

	34 
	Are IR guns used? If not, skip to the next section
	
	
	

	35 
	Are IR guns used only for verifying thermal preservation of samples? [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	36 
	Are IR gun verifications against the Reference Thermometer checked at 3 different temperatures over the full temperature range of use? [15A NCAC 02H .0805 (a) (7) (N) (iv)] [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	37 
	Is the IR gun verified each day of use against a bottle of water containing an NIST traceable device at a single temperature between 0 and 10 °C? [15A NCAC 02H .0805 (a) (7) (N) (iv)] [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	38 
	Does the daily IR gun verification agree within ± 0.5 °C? [15A NCAC 02H .0805 (a) (7) (N) (iv)] [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	39 
	Is the daily IR gun verification documented? [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	

	40 
	What corrective action is taken if the IR gun does not verify within ± 0.5 °C? [15A NCAC 02H .0805 (a) (7) (N) (iv)] [NC WW/GW LCB Temperature-Measuring Devices used for Laboratory Operations Policy]
	
	
	Answer:

	
	BALANCE
	LAB
	SOP
	COMMENTS

	41 
	Does the laboratory check each balance with at least one weight each day of use? [15A NCAC 02H .0805 (a) (7) (J)]
	
	
	Reminder to look at all balances in use and balance logbooks.

	42 
	Does the laboratory check each balance with at least 3 weights monthly across the range of use? [15A NCAC 02H .0805 (a) (7) (J)]
	
	
	

	43 
	Is the balance check documented? [15A NCAC 02H .0805 (a) (7) (J)]
	
	
	

	44 
	What are the acceptance criteria for the weight checks? [15A NCAC 02H .0805 (a) (7) (A)]
	
	
	
Answer:





	45 
	What corrective action is taken if any acceptance criteria are not met? [15A NCAC 02H .0805 (a) (7) (B)]
	
	
	
Answer:




	46 
	Are the weights recertified every 5 years? [15A NCAC 02H .0805 (a) (7) (J)] [NC WW/GW LCB Verification of Analytical Balance Weights Policy]
	
	
	Date verified: __________________________

	47 
	Is the balance level? [Mettler Toledo, Weighing the Right Way, January 2015, Section 3]
	
	
	Confirm the balance is level as indicated by the bubble contained within the circle.

	48 
	Is the balance serviced annually by a metrologist? [15A NCAC 02H .0805 (a) (7) (J)]
	
	
	
Date of most recent service: _____________________


	
	DESICCATOR
	LAB
	SOP
	COMMENTS

	49 
	Do desiccators have an adequate seal? [15A NCAC 02H .0805 (a) (6) (B)]
	
	
	

	50 
	Is the desiccant active? [15A NCAC 02H .0805 (a) (6) (B)]
	
	
	

	
	PIPETTORS
	LAB
	SOP
	COMMENTS

	51 
	Are auto-pipettors and bottle top dispensers used for critical measurements verified at least once every six months? [15A NCAC 02H .0805 (a) (7) (O)]
	
	
	

	52 
	Are variable volume devices that are used at more than one setting verified at the maximum, middle and minimum volumes? [NC WW/GW LCB Mechanical Volumetric Liquid-Dispensing Devices Calibration Policy]
	
	
	

	53 
	Is the verification documented? [NC WW/GW LCB Mechanical Volumetric Liquid-Dispensing Devices Calibration Policy]
	
	
	

	54 
	Does the documentation include all required elements? [NC WW/GW LCB Mechanical Volumetric Liquid-Dispensing Devices Calibration Policy]
	
	
	
  ☐ Date performed
  ☐ Analyst performing the test
  ☐ Unique identifier (e.g., serial number, etc.)
  ☐ Manufacturer’s specification of accuracy
  ☐ Balance test-weight reading
  ☐ Volumes tested
  ☐ Volume weights observed
  ☐ Reagent water used is at ambient temperature
  ☐ All calculations used to assess accuracy


	
	DOCUMENTATION
	LAB
	SOP
	COMMENTS

	55 
	Are all manual data or log entries written in indelible ink? [15A NCAC 02H .0805 (a) (7) (E)]
	
	
	

	56 
	Are all manual data or log entries legible? [15A NCAC 02H .0805 (a) (7) (E)]
	
	
	

	57 
	Are error corrections made properly? [15A NCAC 02H .0805 (a) (7) (E)]
	
	
	

	58 
	Are all original records retained for at least 5 years? [15A NCAC 02H .0805 (a) (7) (E)]
	
	
	All analytical records, including original observations and information necessary to facilitate historical reconstruction of the calculated results, shall be maintained for five years. All analytical data and records pertinent to each certified analysis shall be available for inspection upon request.

	59 
	If applicable, is electronic data managed in a way that meets the electronic signature and data storage policy requirements? [NC WW/GW LCB Electronic Signature and Data Storage Policy]
	
	
	https://www.deq.nc.gov/documents/rules-policies-laws-and-regulations/policies/electronic-signature-and-data-storage-policy-final-04-03-2020/download

	60 
	Are chemical containers dated when received and when opened? [15A NCAC 02H .0805 (a) (7) (K)]
	
	
	

	61 
	Does the laboratory maintain a chemical and reagent receipt log? [15A NCAC 02H .0805 (a) (7) (K)] [NC WW/GW LCB Traceability Documentation Requirements for Chemicals, Reagents, Standards and Consumables Policy]
	
	
	  ☐ Date received
  ☐ Date opened (in use)
  ☐ Vendor
  ☐ Lot Number
  ☐ Expiration Date

	62 
	Are prepared reagent containers dated, identified and initialed when prepared? [15A NCAC 02H .0805 (a) (7) (K)]
	
	
	

	63 
	Does the laboratory document the preparation of reagents and standards? [15A NCAC 02H .0805 (a) (7) (K)] [NC WW/GW LCB Traceability Documentation Requirements for Chemicals, Reagents, Standards and Consumables Policy]
	
	
	
  ☐ Date prepared
  ☐ Analyst’s initials
  ☐ Volume/Weight of standard used
  ☐ Solvent
  ☐ Final volume
  ☐ Final concentration
  ☐ Vendor/manufacturer of primary reagents used
  ☐ Lot number of primary reagents used
  ☐ Expiration date 


	
	QUALITY ASSURANCE
	LAB
	SOP
	COMMENTS

	64 
	Does the laboratory have a copy of each reference method being used? [15A NCAC 02H .0805 (a) (7)]
	
	
	

	65 
	Does the laboratory have SOPs developed for each method currently listed on their CPL? [15A NCAC 02H .0805 (a) (7)]
	
	
	

	66 
	Are SOPs reviewed and/or revised at least every 2 years? [15A NCAC 02H .0805 (a) (7)]
	
	
	

	67 
	Are SOP review/revision dates and procedural edits documented in a revision history? [15A NCAC 02H .0805 (a) (7)]
	
	
	

	68 
	Do chromatographic-type SOPs address manual integration or is there a separate SOP that deals specifically with manual integration of chromatographic peaks? [NC WW/GW LCB Manual Integration Policy]
	
	
	

	69 
	Does the laboratory perform MDL studies, where required by the method? [15A NCAC 02H .0805 (a) (1)]
	
	
	NOTE: Standard Methods does not currently require MDLs, unless stated they must be done within the method itself (not xx20 QC chapter).

	
70 
	Are at least 2 MDL standards analyzed each quarter compliance samples are analyzed? [40 CFR 136, Appendix B, Revision 2, (II) (3) (a)]
	
	
	During any quarter in which samples are being analyzed, prepare and analyze a minimum of two spiked samples on each instrument, in separate batches, using the same spiking concentration used in Section 2.

	71 
	Is the MDL recalculated at least once every 13 months? [40 CFR 136, Appendix B, Revision 2, (II) (4) (a)]
	
	
	At least once every thirteen months, recalculate MDLs and MDLb from the collected spiked samples and method blank results using the equations in section 2. 

	72 
	Is the MDL properly calculated? [40 CFR 136, Appendix B, Revision 2, (II) (2) (d)]
	
	
	

	73 
	Does the laboratory have a documented training program? [15A NCAC 02H .0805 (a) (P)]
	
	
	☐  Documented education and experience
☐  Signed and dated that read and understood SOP
☐  Demonstration of capability for each parameter (excluding Temperature)
        ☐  PT Sample or blind QC Sample, or
        ☐  Side-by-side comparison, or
               ☐  Acceptance criteria included
        ☐  Formal IDOC
               ☐  Acceptance criteria included

	74 
	Are copies or original records of subcontracted results provided to the client? [15A NCAC 02H .0805 (e) (2)]
	
	
	

	75 
	Is non-certified data clearly identified on benchsheets and reports? [15A NCAC 02H .0805 (e) (3)]
	
	
	


Additional Comments: 
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Inspector: ______________________________________________________Date:___________________________________________
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