
Sample Identification 
Informatics, Data Management & Stewardship 

Correct, Complete and Legible 
The importance of correct, complete and legible sample identification cannot be stressed enough. 
Failure to provide these identifiers could result in non-compliance for reporting. 

For clarity, the following are definitions for this document: 

AEP: Alberta Environment and Parks 

Authorization: approval, registration or Code of Practice 

ProvLabs: the two Provincial Laboratories of Public Health (Microbiology); North / Edmonton lab is 
called ProvLab and South / Calgary lab is called Calgary Laboratory Services (CLS), but for this 
document the two are combined to be called ProvLab(s) 

Electronic Reporting of DATA: actual data (not information) that is sent to AEP in a format that can be 
manipulated 

Digital Reporting: information sent in a digitized paper format (Word document or PDF) to the 
Electronic Record Keeping System (ERKS) 

Samples are sent: 

FOR TO 
1. Chemical sample analysis A third party accredited contract laboratory (that 

can send data to AEP in the AEP format) 
2. Bacteriological sample analysis One of the two ProvLabs, direct or through a 

Health Unit 

1. Third party contract laboratories, that are ISO17025 accredited, are used, typically, for the
annual monitoring requirements specified by the AEP Authorizations. One of AEP’s criteria is
that the laboratory, that the facility intends to use, must be able to send sample data to AEP
electronically in a specific AEP format. The identifying sample information is sent from AEP to
the facility (when they go “online”) and then the facility sends that information to the laboratory
with the sample(s). The sample identifiers are sent to AEP electronically, along with the results
of the sample analysis. It identifies the sample against the monitoring requirements of your
authorization.

2. AEP receives the bacteriological results as data from the two ProvLabs. The sample identifiers
are basically the Access#, Authorization#, operator and collection location information as shown
on the new forms (as of early 2014), which are explained later in this document.
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1. Chemical Sample Analysis:

A third party ISO 17025 accredited contract laboratory: 

When a facility is required to report electronic and has finished their “test” period, the monitoring 
requirements expand to include any monitoring that is to be analyzed by a third party laboratory. 
Typically, this is an annual sample but can be a monthly as well, e.g., Fluoride.  

AEP will send the facility a letter containing information about the sampling and stating that the facility 
must communicate this to the contract lab. This lab MUST be ISO 17025 accredited and be able to 
send the data in the specific AEP format. Several contract labs in the province are aware of the format 
and have submitted analytical result files, on behalf of their client, in the format that can be loaded into 
our computer system. 

The labs will require the following type of information, which is specific to each facility: 

Identification: Example 
Approval Id & Name: 19518 - AAAA WATERWORKS SYSTEM 
Station Number & Description: AB05EB9991 - DISTRIBUTION: RANDOM LOCATIONS 
Sample Date & Time:   Feb 01, 2007 14:25  (24 hr clock is best) 
Sample Matrix:  10 (10 = treated water; 6 = raw water) 
Sample Type:  1 (1 = discrete sample, i.e. grab) 
Sampling Frequency: ANNUL (annually)  
And permission for the lab to send your data to AEP electronically. YES 

A label could be created, by you, to look like the following: 
Potable Water Sampling (Annual / Quarterly / Semi-annual / Monthly) 
AEP Approval / 
Registration No: 
Facility Name:  
Sampled at 
Station No.  

Station 
Description: 

Sample Matrix: 
(Circle one) (10) Treated (6) Raw

Sample Type:  (1) Grab
Sample 
Frequency: 
(Circle one) 

(ANNUL ) Annual (MONTH ) Monthly 

Sample Date & 
Time: 
(24 hr clock) 
Comments: 

Send results to AEP electronically: YES NO 

However, when a facility is going “online”, AEP sends a spreadsheet of the monitoring requirements, a 
letter about 3rd party Laboratories and Sample Request Form(s) with the majority of the monitoring 
requirement information filled in. The following four pages are a blank / generic example of the letter (2 
pages) and sample request form (1 sample, 2 pages: front and back).  
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FIRST/FRONT page of letter about Contract Labs: 
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Second Page of letter about Contract Labs: 
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The information that you need to add to the Sample Request form on the FRONT 
PAGE, for the FACILITY WATER SAMPLING portion, is highlighted in yellow: 
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The BACK PAGE of the Sample Request form shows general guidelines, 
depending on facility type and sample frequency. ALWAYS go by what your 
Approval or Code of Practice says for monitoring requirements. 
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After the facility has sent the samples to the lab, and the lab has analyzed them and sent that data file 
to AEP (in the AEP specific format), then the lab will receive an email as to whether the data is loaded. 
The lab should inform you that the file(s) have loaded  and now can be viewed in a secure, temporary 
space, accessible by a web form for owner (i.e. designated user/submitter) viewing and Signoff.   

This ‘Signoff form’ can be accessed: 

1. Directly from the new login

2. Through the Drinking Water online forms that you use to enter the day-to-day monitoring
results data.

Your username and password is the same as for the Drinking Water online forms. 
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After viewing the data for correctness, the designated submitter just highlights a file line and clicks 
“Submit”. A message will come up that asks if this is the correct action; click “OK” and a confirmation 
message appears.  

Make sure to write down the confirmation/submission number for reference. 

This web form also has reporting functions. 

See pages 19- 24 of the new DWQ Web form User Guide, which may have been sent to you by email 
but is also available on the AEP website: 

 Drinking Water Quality Information Electronic Submissions
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2. Bacteriological Sample Analysis:

NEW requisition form – Laboratory Bulletin From ProvLab (page 1) 
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Bacteriological Sample Analysis:   
NEW requisition form – Laboratory Bulletin From ProvLab (page 2) 
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Bacteriological Sample Analysis:   
NEW requisition form – Laboratory Bulletin From ProvLab (page 3) 
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Bacteriological Sample Analysis:   
NEW requisition form – AEP’s further explanations, in RED 
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FAILED Bacteriological Result 
RESAMPLE NOTICE  
 
When a bacteriological sample indicates the presence of coliform bacteria, i.e. a ‘positive/failed’ 
bacteriological sample result, a corrective action, including additional monitoring is required. You should 
be aware of the details as outlined in the ‘Communication and Action Protocol for Failed Bacteriological 
Results in Drinking Water for Waterworks Systems’ regulated by the Environmental Protection and 
Enhancement Act, as amended. 
 
A ‘set of re-samples consisting of at least 3 samples’ must be taken; includes: 
 

1. a sample taken at the Site that showed the failed bacteriological results,  
2. at a site upstream of the initial site, and  
3. at a site downstream of the initial site.   

 
These 3 re-samples must each have their own requisition and must be properly identified on the 
ProvLab’s Microbiological Water Analysis Requisition: 
 

1. Check the appropriate box under Resample – Drinking Water. 
2. The original requisition form ID No. and the AEP Reference No (Call ID) must be noted 

on the requisition. Using yellow labels, or highlight labels in yellow, write in the AEP Reference 
# and the ProvLab Requisition ID # of the contaminated sample and affix to the requisition as 
shown in these examples. 
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When and Where do you need to get Access #s? 
 
Access numbers are assigned through one of the two ProvLab’s. These Access #s are needed when a 
facility takes bacteriological samples for E. coli and total coliform analyses, as required by your AEP 
authorization. In addition to the Access #s, the ProvLab (or a designate, like a Health unit/region) will 
supply the sample bottles and bags. 
 
1. When a new facility: 
 

• a new facility will need Access #s whenever water is sent through the distribution system.  
• the facility may have:  

o only one Access #, with the details of the various collection sites written on the requisition 
form in the space provided, or 

o several Access #s could be necessary for very specific sampling, consistent sample sites or 
for a regional system.  

• when the source (raw) water is to be tested, then it must have its own Access #. A series of 
wells may each have their own Access #s. 

• the ProvLab must know that this Access # is being provided for an AEP regulated system.  
Therefore, they must be given the AEP number of the authorization. 

 
2. When an existing facility: 
 

• an existing facility that has changed its source water may need to obtain a new Access number.  
The ProvLab should be notified and will advise you if a new Access number will be issued.   

• if there is a change in the AEP authorization number the ProvLab must be notified. In addition 
other changes, like contact information, addresses, etc. must also be provided to AEP. 

 
3. Where to get Access#s and bottles: 
 

• Only a ProvLab can issue Access numbers 
• North ProvLab NO LONGER supplies labels of the Access #s 

If you need more information, call: 
o North (Edmonton): 1-780-407-8935  
o North distribution of bottles, bags & requisitions: 1-780-407-8971 
o South (Calgary): 1-403-944-1215 
o South distribution of bottles, bags & requisitions may be obtained from the Health 

regions, call lab for more exact information 
 

4. Contact Information 
 

• Any changes to the Contact Information for notification as per the Protocol, must be made to 
AEP, who will work with the ProvLabs 

 
But whether samples are intended for the ProvLab or a third party laboratory correct, complete 
and legible sample identification is critical. 
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