P-CARD REPAIR AND CALIBRATION ORDER FORM

QUALITY CONTROL SERVICES, INC. (QCS)

This form is to be used for repairs and services other than scheduled on-site services

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

2.
Battelle equipment custodian contacts QCS (503-236-2712) to verify QCS can meet requirements.

3.
If equipment custodian approves the QCS quote, the custodian will complete the Order Form and arrange for shipping or on-site repair.

4.
Send a signed Order Form to QCS: (1) with the equipment or (2) prior to on-site service via fax to (503) 235-2535

5.
Calibration services will be paid for P-Card  - VISA.  Once the equipment custodian receives the requested service/repair and confirms all calibration requirements are met, and receives a satisfactory invoice, the P-Card Holder will call QCS with their P-Card number.

BATTELLE EQUIPMENT CUSTODIAN/USER COMPLETE: 



Send To:












Quality Control Services, Inc.

Equipment Custodian/User Name:  ___________________________________
2340 11th Ave.












Portland, OR  97214

Phone Number:  (509)  ________________________________

Description of Work:

(for example, repair and calibrate Mettler balance in room 16, building 325)

This work is to be performed:

____________________________________________________________


[   ]  On-site
[   ]  At QCS

NOTE:
Calibration tolerances will be factory tolerances unless otherwise specified by the staff member and/or Custodian.  Specify tolerances other than factory tolerances in Description of Work, above.
	Item
	Manufacturer
	Model Number
	Serial Number
	Location Bldg/rm
	Date of Service *
	Estimated Cost **

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	*    Date of Service is the date the item is shipped back to Battelle or On-site service is completed.

**  See reverse side of this form for QCS rates.




           Estimated Repair Cost **:  $____________

Other Direct Costs **

                                                                                                          Estimated                       Estimated

                        Item(s)                         Quantity                                 Cost/Item                          Total

______________________________________________________________________________________

______________________________________________________________________________________








 Estimated “Cost” Other  **: $___________

Total order cost cannot exceed $2,500


TOTAL estimated cost (Other + Repair): $_____________

P-Card Log Number:  _______________________________        Work Package Number(s):____________________

BATTELLE EQUIPMENT CUSTODIAN/USER APPROVAL (signature)____________________________


QCS: completes and returns this form with shipment to: 


Battelle Equipment Custodian Name: ___________________


P-Card Log Number__________________________________


Battelle – for the USDOE


790 6th Street


Richland, WA 99354


Quality Control Fixed Rates for Services and Calibrations:

On-site service and calibration of analytical and precision balances and industrial scales is $92.00 per unit, per scheduled calibration visit.

Emergency service (non-scheduled) is $92.00 per unit, plus $65.00 per hour portal-to-portal.

Repair rates, off site, are $65.00 per hour, plus parts.

Weight Calibration (at Quality Control Services facility), 20.00 per weight.
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