
[Your Organization's Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Instructions for Remote Sample Collection 

Dear [Recipient's Name], 

We hope this message finds you well. As part of our ongoing commitment to 

providing you with the best service, we would like to outline the 

instructions for the remote sample collection process. Please follow the 

steps below to ensure a smooth and efficient collection. 

1. **Preparation**  

 - Ensure you have all necessary materials: [List of materials, e.g., 

sample containers, labels, etc.]. 

 - Review the sample collection guidelines provided in the attached 

document. 

2. **Sample Collection**  

 - [Instructions for collecting the sample, e.g., "Using the provided 

kit, collect the sample as follows..."]  

 - Ensure the sample is collected during the specified timeframe: [Insert 

dates and times]. 

3. **Packaging**  

 - Carefully package your samples according to the guidelines provided. 

Ensure that all samples are securely sealed and labeled correctly with 

[specific labeling instructions]. 

4. **Shipping**  

 - Ship your samples to the following address:  

 [Shipping Address]  

 - Ensure to use the pre-paid shipping label provided in your kit for 

return. 

5. **Confirmation**  

 - Once you have shipped your samples, please reply to this email with 

your tracking number for confirmation. 

Should you have any questions regarding the sample collection process, 

please do not hesitate to reach out to us at [Contact Phone Number] or 

[Contact Email Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Organization]  

[Your Phone Number]  

[Your Email Address]  

[Attachment: Sample Collection Guidelines] 


