
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Laboratory Sample Collection Process  

I hope this letter finds you well. I am writing to provide you with a 

detailed overview of our laboratory sample collection process to ensure 

clarity and efficiency in our collaboration.  

**1. Purpose of Sample Collection**  

The primary objective of the sample collection is to [state the purpose, 

e.g., conduct research, diagnostic testing, etc.].  

**2. Sample Types**  

We will be collecting the following types of samples:  

- [Type of Sample 1]  

- [Type of Sample 2]  

- [Type of Sample 3]  

**3. Collection Procedures**  

- **Preparation:** Ensure all necessary supplies and equipment are ready 

prior to collection, including [list supplies].  

- **Collection:**  

 - For [Type of Sample 1]: Describe the step-by-step collection method.  

 - For [Type of Sample 2]: Describe the step-by-step collection method.  

 - For [Type of Sample 3]: Describe the step-by-step collection method.  

**4. Storage and Transportation**  

- Samples must be stored at [specific temperature or conditions].  

- Transportation should occur within [time frame] and using [specific 

containers or methods].  

**5. Documentation**  

All samples must be accompanied by [documentation requirements, e.g., 

chain of custody forms, labeling protocols].  

**6. Timeline**  

The expected timeline for the sample collection is as follows:  

- [Date/Time] - Initial set up and preparation  

- [Date/Time] - Sample collection  

- [Date/Time] - Transportation to the laboratory  

**7. Safety and Compliance**  

Please ensure all personnel involved in the collection follow safety 

protocols and comply with relevant regulations, including [mention any 

applicable regulations or guidelines].  

If you have any questions or require further clarification regarding this 

process, please do not hesitate to reach out. I look forward to your 

cooperation in ensuring a smooth and successful sample collection 

process.  

Thank you for your attention to this matter.  



Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


