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  Effective Date: 16 May 2005 

Sponsor: Jeff Werwie            Jeff.Werwie@jci.com Revision: 06 September 01, 2010 

 

1 PURPOSE 

1.1 The purpose of this work instruction is to: 

1.1.1 Ensure an accurate analysis each time a sample is collected. 

1.1.2 Minimize variables by using consistent steps. 

1.1.3 Collect a sample representative of the machine’s oil. (i.e. collect under normal operating 
conditions or in the same manner each time).  

1.1.4 Make sure the sample is not contaminated during collection or shipping. 

1.1.5 Collect sample using the same steps each time a sample is collected. (i.e. sample at the same 
location). 

1.1.6 Collect Vibration, Motor Current, Oil and Refrigerant sample/measurements at the same time. 

1.1.7 Ensure a timely analysis, so the Combined Predictive report is delivered to the customer within 2 
weeks as defined by the contract.  

 
Note:  Ship the sample within 1 day. This is necessary to ensure the lab you are using can complete their 
analysis within 1 week of the sampling date, and it only provides the Predictive Team 1 week to complete the 
report that combines the results with the Vibration, Motor Current & Refrigerant analyses 

2 SCOPE 
 

Asia EMEA Japan Americas 
Compliance 
expected as 

written 

Can be 
tailored to 

local needs 
Specific Applicability / Variance / Exceptions 

BEHQ    X   

Also applies to BLJC 

GWS    X   

JCFS    X   

GTM    X   

SS    X   

 

mailto:Jeff.Werwie@jci.com


BOS Work Instruction Oil Sampling and Shipping 

 

This document contains trade secrets and proprietary information of Johnson Controls, Inc.  Disclosure of this publication is absolutely 
prohibited without the express written permission of Johnson Controls, Inc.  © 2007 Johnson Controls, Inc.   All rights reserved. 

Page 2 of 5 

 

3 SUMMARY OF CHANGES 

3.1 Initial release of a new C-BOS document on May 16, 2005.  Previously published on the Environmental 
Management System portion of the Johnson Controls Legal Connection website, as EMS 4.4.6.8 dated 
12-22-04. 

 

 7-22-05 Page 3 of 3, updated #2 (JCI Internal Billing Reference) under Shipping Oil Samples. 

 1-19-06 Page 3 of 3, added text to point #2 stating the lab is not responsible for shipping costs. 

 3-24-06 Format changes from previous version dated 16 May 2005 

 12-01-08 Format changes, added illustrations 

 09-01-10 Format changes from previous version 
 

4 INSTRUCTIONS 

4.1 Collect samples while systems are operating at normal conditions. If this is not possible, obtain samples 
quickly after shutdown. If you collect a sample during annual maintenance and machine is not running, 
run the oil pump for 10 minutes with the sump heater on before collecting the sample. 

4.2 Collect all samples upstream of the filter. If this is not possible, pull a sample from the oil sump while the 
machine is running. If sampling from the oil sump, make sure you flush the sample line thoroughly to 
avoid contaminants from the bottom of the sump. If another location is used, for sampling please write 
that on the label. 

4.3 Use only sample bottles provided by the lab you are using.  Do not use any random bottle; this could 
lead to leaky samples, inaccurate results and possible injury to the person who opens the package.  

4.4 All fittings and sample bottles must be clean and dry. Take care not to contaminate the sample. 

4.5 Include a copy of the machine nameplate if you have one to supply the lab with the proper ID and unit 
information.   

5 EQUIPMENT LIST 

5.1 Sample kits from lab you are using; 

5.2 Adjustable wrenches; 

5.3 Purge container; 

5.4 Electrical tape; and 

5.5 Rag 
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6 SAMPLING STEPS 

6.1 Locate the sample valve and place the purge container under the sample valve. For best results, connect 
a clean tube to the sample valve if a permanent tube is not installed. 

6.2 Open the valve and drain off a small amount of oil into the purge container. Draining a small amount 
before taking the sample helps to avoid sample contamination. 

6.3 Without closing the sample valve, replace the purge container with the sample bottle. Fill the sample 
bottle to the line printed on the bottle (approximately ¾ full). 

6.4 Carefully replace the sample bottle with the purge container and close the sample valve. 

6.5 Replace the sample bottle cap. 

6.6 Wipe the sample bottle clean with a rag. 

6.7 Using electrical tape, seal the cap completely 
around the bottleneck to ensure that the cap 
cannot come off or leak.  

6.8 Attach the correct label to the bottle for the 
machine being sampled. Fill in all information 
requested, including the date you collected the 
sample and the machine running hours. Check 
the label for accuracy; make any necessary 
changes. 

6.9 Place the oil sample bottle inside the larger 
plastic bottle.  The second bottle serves as 
secondary containment in the event the inner oil 
sample bottle leaks. 

6.10 Send a copy of the nameplate form for the 
machine to ensure accurate labeling by the lab. 
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7 SHIPPING OIL SAMPLES 

7.1 Box all the samples from each location.   

7.2 Packaging - You will need a box that is DOT rated (one that has printed specification on the bottom). 

7.3 Fill out the Air Waybill using the Table and Example found in Section 7.6 for guidance.  A Shippers 
Declaration of Dangerous Goods Form is not required for an oil sample shipment.  If there are other 
hazardous/regulated chemicals mixed in the oil, or you are shipping other hazardous chemicals, then 
please contact Corporate Environmental for additional guidance.   

7.4 IMPORTANT:  Send the samples within one day after you collect them to ensure an acceptable 
turnaround time for the reports. 

7.5 Keep a copy of the shipping paperwork in your office files.  Copies can also be used as a reference in 
case the samples do not reach the lab on time. 

 

7.6 Use the table and the below example as a guide to fill out the Air waybill. 

 
 

Section Entry 

 Enter Date.  Fill in the “Sender’s FedEx Account Number” if it isn’t already.   Enter your name as 
sender and your cell or pager number.   Enter your branch information. 

 Enter the Johnson Controls Internal Billing Reference (i.e. Branch (BRxxx), Service Order (xxx-
xxxxxxx) or Contract (xxxx-xxxx) Lab is not responsible for shipping costs 

 Enter recipient’s information if you have a contact at the lab.  Fill in the address for the lab. 

 In sections 4a and 4b, make sure you check the correct box according to what type of service 
you would like to use to send the sample in.  We suggest FedEx 2Day.  Note:  The faster the 
service, the more the shipping costs increase. 

 Check “Other” for Packaging. 

 Under the question that asks if the shipment contains Dangerous Goods, check the “No” box. 

 In the Payment section, check “Sender”.  Enter the “Total Packages” and the “Total Weight” of 
the packages in pounds and “NDV” in for Total Declared Value. 

 “Release Signature” Leave this blank. 
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Sample Air Waybill  

 

 

 

 

 

 


