Quality Control Checklist

DD Form 2624
1.  Are all blocks filled out correctly and completely to include Test Basis (Block 9) and Test Information (Block 10)?

2.  Are there any errors or write overs?

3.  Are all errors properly corrected and documented?

4.  Does the SSN in Block 8, DD Form 2624 match the ones on the Unit Urinalysis Ledger and the bottle label?

5.  Do the dates on the DD Form 2624, the Unit Urinalysis Ledger, and the bottle label match?

6.  Does the document/batch and specimen number on the DD Form 2624 match the document/batch and specimen number on the Unit Urinalysis Ledger?

7.  Are the UIC and BAC correct on the form?

8. Did you ensure that the form was filled out with black non-smear ink? (NO FELT PENS AND NO PENCILS)

9. Did you properly complete the chain of custody indicating all changes in custody  (Block 12, DD Form 2624, backside) ?

UNIT URINALYSIS LEDGER

1. Does the Unit Urinalysis Ledger reflect the soldier’s signature, printed name, rank, SSN, and remarks (if applicable)?

2. Is the Test Basis indicated on the Unit Urinalysis Ledger?

3. Do the SSN on the Unit Urinalysis Ledger, DD Form 2624, and bottle label match?

4. Do the dates on the Unit Urinalysis Ledger, DD Form 2624 and bottle label match?

5. Does ledger show printed name and signature of each observer?

6. Is the UPL’s name and unit telephone number noted on the Unit Urinalysis Ledger?

7. Does the Document/Batch and Specimen Number on the Unit Urinalysis Ledger match the Document/Batch and Specimen Number on the DD Form 2624?

8. Is the Unit Urinalysis Ledger maintained in a secure area at the unit?

9. Are errors made on the Unit Urinalysis Ledger corrected in the same manner as the DD Form 2624?

10. Has the UPL ensured that the appropriate DD Form 2624 matches the specimens collected?

11. Has the UPL ensured that no copies of the Unit Urinalysis Ledger were sent to the Toxicology Laboratory?

Specimen Label and Bottle

1.  Is the amount of urine adequate for testing (more than 30 mL or filled over half full)?

2.  Are all entries on the label in the proper location? 

3.  Did the UPL ensure that the cap was securely tightened and that the bottle did not leak?

4.  Was tamper evident tape placed over the cap of the bottle?

5.  Was the tamper evident tape placed over the specimen bottle cap so that all information on the label was readable?

6.  Is only black, non-smear ink used on the forms and bottle label (NO FELT PENS)?

7.  Did the UPL ensure that only authorized urine specimen bottles were used for collection?

8.  Did the UPL ensure that the date on the bottle label, DD Form 2624, and Unit Urinalysis Ledger matched?

9.  Did the UPL ensure that the Base Area Code was on the label?

10.  Did the UPL ensure that the soldier’s and UPL’s initials were on the bottle label?

11.  Did the UPL ensure that the soldier’s name did not appear on the bottle label?

12.  Are all errors properly corrected, initialed, and dated?

