P-CARD CALIBRATION ORDER RECALL FORM

QUALITY CONTROL SERVICES, INC (QCS)

2340 11th Ave.

Portland, OR 97214

(503) 236-2712
1.
Based upon the Quality Control Services, Inc. Calibration re-call system, the analytical and precision weighing equipment listed below will be due for on-site service and calibration during the month of _______________.

2.
The Battelle equipment custodian is responsible for meeting the Calibration Subject Area requirements.

3.
To initiate and authorize balance or weight calibration and/or repair, this Order Recall Form, and attachment, must be completed, signed and returned to QCS

4.
Calibration services will be paid for via P-Card - VISA.  Once the equipment custodian confirms that the calibration has been performed or receives the serviced equipment and confirms that all calibration requirements are met, and receives a satisfactory service report, the custodian will provide QCS with their P-Card number.

Please complete the attached form by checking the “CAL: YES” box for each unit you would like calibrated, identify if the M&TE is in a Radiological Control Zone, and identify a related charge code.  To arrange for service please return this form to QCS by fax:  (503) 235 - 2535  NO LATER THAN: _____________________

NOTE:
Calibration tolerances will be factory tolerances unless otherwise specified by the staff member and/or Custodian (see attached form).

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.

If you are the Equipment custodian of other weighing equipment not included in the attachment and would like it calibrated, please add it to the attached inventory.  If the M&TE no longer needs to be calibrated, cross-out the item and write delete next to the item.  To permanently change the custodian, contact QCS via administration@qc-services.com.

The exact dates and times for on-site service will be coordinated between QCS and the Equipment Custodian/user.  The custodian must be able to escort the QCS Technician, locate the balance, and provide technical authorizations regarding the balance.


Equipment Custodian/User Name:  __________________________________________

    Phone Number:  __________________________________________

Estimated Total Calibration:  $  ________________ (NOTE:  Total order should not exceed $2,500)

P-Card Log Number:  __________________________________

(Charge codes are specified on the attached form)

Battelle Equipment Custodian/User Approval:  __________________________  ___________________

Signature


     Date

Contact Information:


QCS Administrator:


Molly Morrell

(503) 236-2712


PNNL Technical Administrator:

Mike Mercado

(509) 376-7316


PNNL  P-Card Administrator:

Chris Armstrong
(509) 376-0433


PNNL Cal. Program Administrator:
Barry Sachs

(509) 376-0458


PNNL 325 Bldg Point of Contact:
Karla Smith

(509) 373-6481

ATTACHMENT TO THE P-CARD CALIBRATION ORDER RECALL FORM

QUALITY CONTROL SERVICES, INC (QCS)

DATED:  ______________________________

NOTE:
If the equipment is to be calibrated to tolerances that are NOT manufacturer’s tolerances, state the required tolerances at the bottom of this form and uniquely identify the affected equipment by item, manufacturer, and/or serial number/Customer ID number.

	Item
	Mfg.
	Model #:
	Serial #:
	Customer

ID Number:
	Location:

Bldg/Rm
	Last Cal Date
	Cal Due Date
	Radiological Control Zone

(Yes or No)
	Cal:

Yes/No
	Charge Code:

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Changes to calibration parameters:
______________________________________________________________________________________






______________________________________________________________________________________
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