P-CARD CALIBRATION ORDER FORM – NORTHWEST CALIBRATION SYSTEMS (NCS)

1.  Battelle equipment custodian is responsible for meeting the Calibration Subject Area requirements, including IS&T turn-down requirements.

2.  Battelle equipment custodian contacts NCS (206-762-2515) to verify NCS can meet requirements.

3.  If equipment custodian approves the NCS quote, they will complete the Order Form and arrange for shipping.

4.  Send a signed Order Form to NCS with the equipment.

5.  Calibration services will be paid for via the equipment custodian’s VISA (P-Card).  Once the equipment custodian receives the serviced equipment and confirms all calibration requirements are met, the custodian will call NCS with their P-Card number.
	BATTELLE EQUIPMENT CUSTODIAN/USER COMPLETE:


Send To:
Equipment Custodian/User Name:  ____________________________________
Northwest Calibration Systems, Inc.



   Phone Number:  ____________________________________
5700 6th Avenue South











Seattle, WA  998108-1205

Description of Work Requirement

(for example, calibrate this item to the manufacturer’s specifications, all functions, all ranges)

___________________________________________________________________________



	         Description*
	Return Date**
	    Unit Rate***
	No. of Units
	Total

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	*      Type/Property No/Manufacturer/Model#/Serial#

**    Return date is date the item is shipped back to Battelle.

***  The equipment custodian is responsible for determining price.

                                                                                                 Estimated Total Calibration Costs:  $____________1
Other Direct Costs (replaced parts and accessories will be reimbursed at manufacturer's list price)

                                                                                                           Estimated                       Estimated

                        Item(s)                         Quantity                                 Cost/Item                          Total

______________________________________________________________________________________

______________________________________________________________________________________

1    NOTE:  Total order cannot exceed $2,500                             Estimated Total Other: $___________1
P-Card Log Number:  _______________________________

BATTELLE EQUIPMENT CUSTODIAN/USER APPROVAL (signature)  __________________________________

NCS, return this form with shipment to:             Attn:     P-Card Log Number____________________________________________

                                                                                                Battelle Equipment Custodian Name: _____________________________

                                                                                                Battelle – for the USDOE

                                                                                                790 6th Street

                                                                                                Richland, WA 99354
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