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Quality Management System
Testing Laboratory for Radiation Measurement, Monitoring and Protection

PURCHASING

1 PURPOSE

To define a procedure for purchasing quality-relevant services and supplies.

2 SCOPE

This procedure applies to any services (e.g. calibration, repair, maintenance,
subcontractor) and supplies or consumables (e.g. equipment, chemicals, software),
procured by the testing laboratory, which influence the quality of services rendered
by the testing laboratory to its customers.

3 RESPONSIBILITIES

Technical Manager
— To authorize procurement requests.

Deputy Technical Manager / Service Group Leader
— Toidentify needed services and supplies.
— To provide detailed technical characteristics, identifying the needed products.

Secretary to the Technical Manager
— To prepare the procurement request.

— To submit the procurement request for further processing according to
established Agency rules.

— To follow-up on the procurement process and inform the Service Group Leader
on the issue of the Purchase Order.

Function Name Signature and Date

Authorized Technical Manager R. Czarwinski %2‘ % . V//ﬁﬁ/&ﬁ
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Workplace Monitoring S How
Appraved Service Group Leader J. Hunt j & Pov A - 02— ?/cf“
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Registered Quality Manager J. Zeger AT - i
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Quality Manager

— To validate the acceptability of documents of compliance received from
suppliers.

— To keep a list of acceptable suppliers.

4 ADDITIONAL INFORMATION

IAEA Admin Manual Part VI Procurement and Management of Property

5 DESCRIPTION

The procedure is depicted in the flowcharts on the next three pages and shall follow
the general procurement regulation of the Agency as described in the Admin.
Manual.

As soon as need for new measurement devices, services or supplies has been
identified by a member of the testing laboratory staff, the staff member shall either
inform the supervisor or may prepare all necessary information, clearly specifying the
needed product, and may suggest a supplier.

In particular, the staff member shall describe any needed acceptance test to be run
on the product. This information including tests to be performed, results deemed
acceptable, delivery date proposed, time frame needed for performance acceptance
test shall be given to the Service Group Leader, who will create a Request for
Procurement.

Based on this information, after clearance by the Section Head, the Secretary sends
a Request for Procurement (see example at the end of this document) to the
Procurement Section. The relevant suppliers will, when necessary, be invited by the
Procurement Section through a Request for Quotation, to submit bids. The
collected bids are sent to the testing laboratory in the RSM Section of NSRW for
evaluation. At this time the respective Service Group Leader shall inform the Quality
Manager to assist in the selection of a supplier, if it is not a routine and recurrent
consumables/supplies procurement.

The evaluation of suppliers shall be completed by the Quality Manager using the
checklist CL-04-OP-01 which ensures that the selected supplier complies with the
guality rules laid down in this manual.

Print
ed on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to  s:\quality management\
quality_management_documentation\01__ General_Managerial_Procedures\PR-04_Purchasing_V3.doc




Code

Revision Number

Date of entering into force

Page

of pages

PR-04

3

2009-04-01

11

PURCHASING

Procurement stage 1

Identification of \
item needed /

Y

Funds
available

?

No STOP

Yes
h 4
Create Request for ) Specify technical Routine for
Procurement Standard routine characteristics to Service recurrent
(RfP) < Group Leader (SGL) consumables
\/\ procurement
h 4
SGL sends RfP to . Procurement Procurement Infor‘m .
o issues Request o . . Quality o~ Evaluation
Procurement > for Quotation to | [ sends received > Manager [ of bids
Section B bids to SGL 9
suppliers \/—\
Sole
No: source
?
h 4
Update/create Request ~ Write
for Procurement «—] justification |g o
- IOM

Funds

available
?

\/\

Yes

A\ 4

No

"

Authorization of

request for procurement by
Technical Manager ?

No

NO procurement

Continued
on next

page

Print

ed on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to  s:\quality management\
quality_management_documentation\01__ General_Managerial_Procedures\PR-04_Purchasing_V3.doc



Code Revision Number

Date of entering into force Page of pages

PR-04 3

2009-04-01 11

PURCHASING

Procurement stage 2

Electronically send RfP
with approval of Technical
Manager to
Admin. Ass.

Continued
from previous

page

Funds needed
> $2000 ?

\/\

v

Request for Procurement to
Procurement Section

Clearance by
Control Section

IOM to Procurement Section
to issue Purchase Order (PO) or
Service Order (SO)

A

on hardcopy

SH secretary
monitors PO/SO
done ?

N.

SGL checks
PO/SO correct

SH secretary
informs SGL

?

y 3
A

\/\

Continued

Yes

on next page

Print

ed on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to  s:\quality management\
quality_management_documentation\01__ General_Managerial_Procedures\PR-04_Purchasing_V3.doc



Code

Revision Number Date of entering into force

Page of pages

PR-04

3 2009-04-01

5 11

PURCHASING

Procurement stage 3

Continued from
previous page

SGL contacts supplier one week
before projected delivery date

T

Delivery

Any visible
transport damage
?

Yes

'

Acceptance

No—> test.

Acceptance

test passed
?

Inform supplier
via Procurement Section

No

|

Enter Technical Manager
into > approves
inventory payment

File RfP, purchase order
and approved bill

Print

ed on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to  s:\quality management\
quality_management_documentation\01__ General_Managerial_Procedures\PR-04_Purchasing_V3.doc



Code Revision Number Date of entering into force Page of pages

PR-04 3 2009-04-01 6 11
PURCHASING

Should this evaluation process not lead to the establishment of an acceptable
supplier within the submitted bids, the Procurement Section shall be informed by the
Unit Head or Section Head and asked to look further for other suppliers.

If an acceptable bid is established, the (Deputy) Technical Manager sends an IOM to
Procurement Section indicating the chosen supplier. In the same IOM the (Deputy)
Technical Manager, informed by the Service Group Leader, may justify his selection
of a supplier when the relevant bid is not the lowest in terms of price (sole supplier,
compatibility reasons with existing equipment). Routine and recurrent
consumables/supplies procurement may start at this step, because suppliers are
already known and well established.

After sending the IOM, the Service Group Leader monitors the initiation of a Request
for Procurement which is prepared by the secretary to the Technical Manager or
appointed substitutes, authorized by the Technical Manager and submitted
electronically to the Administrative Officer of NSRW for electronic approval of funds
(clearance of Control Section on hard copy of request if item exceeds $ 2,000).
Signed hard copy of request sent to Procurement Section by Administrative Office.

Procurement Section processes request and issues a Purchase/Service Order (see
example at the end of this document). The Secretary to the Technical Manager
monitors that a Purchase/Service Order has been issued (Automated Procurement
System) and sends information copies to Service Group Leader. The Service Group
Leader shall intervene when the issuing process takes too long and shall try to
negotiate a quicker response by the Procurement Section.

The Service Group Leader on receipt of copy of Purchase/Service Order, has to
check whether the description of the item and the chosen supplier are correct, and
notes date and location of delivery. Any discrepancy/non-conformance between
Request for Procurement and Purchase/Service Order has to be reported to
Procurement for corrective action by the Service Group Leader or the Deputy
Technical Manager.

The Service Group Leader shall contact the supplier at least one week before
delivery date to get confirmation of expected delivery date.

The Service Group Leader or the concerned testing laboratory staff shall inspect the
goods on delivery according to the checklist CL-04-OP-02 and store them at the
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location defined in the relevant technical procedure. If the delivery is not accepted,
the goods must be returned to the supplier through the Procurement Section.

The laboratory technician shall test chemicals or consumables before making them
available for use to ascertain that they comply with the applicable technical
procedure. This test has to be recorded in the laboratory logbook.

New equipment must also be tested by the Service Group Leader or an assigned
technician to confirm that it performs according to the required specifications. The
tests may be either written down in a special technical procedure for equipment
validation or incorporated in a procedure describing the application of this equipment
within the testing laboratory.

As soon as the acceptance tests are passed positively, the Service Group Leader
shall inform Procurement that the bill can be paid.

Procurement in the SERA part of the testing laboratory, which is financed by the
Department of Safeguards, may follow different Departmental/Divisional rules, where
some of the duties of the Service Group Leader are taken over by the respective Unit
Head of the Equipment Service Desk Unit.

6 RECORDS

Procurement requests and inspection records to be kept by the laboratory technician.
List of potential and approved suppliers to be kept by the Quality Manager, who shall
be informed by the Technical Manager, the Deputy Technical Manager, the Service
Group Leader or laboratory technician

Print
ed on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to  s:\quality management\
quality_management_documentation\01__ General_Managerial_Procedures\PR-04_Purchasing_V3.doc




Code

Revision Number

Date of entering into force

Page of pages

PR-04 3 2009-04-01 8 11
PURCHASING
o, INTERMATIORAL 3 : ' P b
) v REQUEST FOR PROCUREMENT e g
EMWERGY 20051233 "
ACEMNCY — -.
Roquesting Ohidonilies,  MERWPPSE Byt Codor { 5350,150.1090.249000081,
i MRAEIT KHAMMAR, Foom e BOTEL Ext: ZITRT RIS

Riesigran for negurast!

2EA505-10
Qale

. For turher aritalion, preosn eialael

[ow Blechronic porsonal dosimeters

lrexized slgnatura
IR - M3

abe: AT regects mus] be presided wilh 3 complele bedged code, sggned
Ly they Cuisign Cirecksr and f applicable sant 1o MTEF tor Sl
hooapy will be relurneds i you a5 ackrentodgarinend.

FQR USE OF PROCUREMENT SERVICES ONLY,

Pyrchase Qrdiy k.

Dzt af Delvery:

Tenmz ol Beliver:

Guaranipe isad JHeer sond.!

Torms af Payrent:

Shigping Destazalian:

-

Tarmms of Saipmenl;

. " iesind Supalies: Appeavod Amound:
i Counlry of Srigiaz
P Brownsleiner Batlesian GmbH 5% 430.00
: Curengytamounl Iz Codda:
i DEESCRIPTION OF ITEM UMIT QUEAMTITY JUNIT PRICO  ARCRLIT
1
I
i 1 44110 Soaneazcheln norganke Lithbam Bxilesgn, Type BE 780 S, Grosaa bA, Each .

3.6 vaolt

Al Erdsorguregh

’
BATEF Clearance of funds: G043 Clagrares of Funds: MTFS Procuramant sodived

Printed on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to

s:\quality management\

quality_management_documentation\01__General_Managerial_Procedures\PR-04_Purchasing_V3.doc




Code

Revision Number

Date of entering into force

Page

of pages

PR-04 3

2009-04-01 9

11

PURCHASING

v e %
M

.

PURCHASE ORDER

INTERNATHIMAL ATOMIC EHERGY AGENGY
AUSTRIA

[ranac
2005-1233-1 LY P 2050523
REQUESTOR - COPY

Cixin al Dbl beaaye
LA T M0s-06-15

Wegranar Strasse 5, F.0. Bay 100
A-14H Vicnna BLUSTRG,

Eeamstelner Satterice SmbH Tarms “’;‘"h“?"" Frei Haus [AEA Wi VIS
Siavannger Slrazas 1262 "
Shipip: Zuztalirag durch Ligferanten
:..—L‘:‘;Elﬂ Wicn, e o q
TRIA TS, WWzrin (b iy
Wagmmer Siasse &, PO, Bow 100
N A0 Wigr (5 TERREIGH,
Phong; £405515 Fate 4105514 Tolelon 4451 FE00L0
Frax, -+ 2000 2000
Griginal immitas should ba submited 1o: T of paymank 2% . |4 TAGE
Lrdainal Becinungan saton ausgostcdl werdos on: Zohbngotedlspongan:
TAEA MTAF GiEndl Apssanls Py o recelm af poocs and Inwic)
Guarmrhea and aiher condltions:

G oo sekers Bedimmage: | HET

i __Jran zu fafarn bew, die Ralgenden defefungarn 2o arbrmpet.

Ploasa supply the follewing geods andior sanyless on tha conditions statad abowe and overlast,
g Bien Sie zi don Afer und ornseifiy angefiihrfen Bedinpengen dfe frolganden

I bl s Biedior Jenviine Uril Cruanliby Uitil Price Al
Pog. My e ey St Afgnaga Sira fnma G
ELR EuR
Beartgnahrnand anf dig JAES An.gnubr:uﬁuuffcrd:ru.ng Ma;
133 21058H vom §4.5.2005
1 | Seananachein Inerganle Lthlwn Battanian, Type SL 760 S, Grticae B4, Aok &0, 5.5 45,50
A5 Yolt
titk|, Eplsnrgung = EURD 0,02 pro 51K)
WEHRUKG
Alxvgichungen der Wihmng sind richl gestatict, Do Waknurg der
Rechalng myss mik der in nsergn dofieap angegebemen Wakaung
Obarelnsimmen. Ale Zanlungen der WEA sind in der int Aufirag
angedhhrtan WHRnag.
Oix Zusletyng por KW Ist bis 1400 Uhr nur durch Gale 5 midglich,
Mash 14.00 U mbssen e EustEiungen duch Gala Festfidgean.
Urers Wemamlbemahme izl wen 12,00 be 1500 LN geschiloess
Subratald 295,50
D& caumnt; LEELY)
Ehippng] LLLE
GMhars 004
Tax Anvound ==R 1]
Coxrbacd Pargon’ Sachbearbeiior 35060
#H | Brigits HEIDENREICH Tl *4%1.28002 1381 SRl TOTAL
Fegueator | WSRWPFSS, MRABIT FHAMBLAR, BOFST
o EOER-AMS. GOTED Edward #MECK
ShnplunzUaathaiT
Budiget Code @ 53601500 50 DoEAMMI &S REQ-MO: 20051233 '
Printed

on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to

s:\quality management\

quality_management_documentation\01__ General_Managerial_Procedures\PR-04_Purchasing_V3.doc



Code Revision Number Date of entering into force Page of pages
PR-04 3 2009-04-01 10 11
I TERRA R ICIMAL Foetmllzalicet fBymbar
-4 ATOMIC
—@} AT REQUEST FOR PROGUREMENT 2008 300s
AGEMCY
Requasing Diisiondffice:,  NSRWPESS Budped Codr: SEI0.1 500901 5 ZEMHAH,
Frr turthes Wfonmation, please speeagl; MRADHT KHAMMAR Moombe:  BOF3I4 Exl: ZATERIETES
Reason for rquast. FOR USE OF PROCUREMENT SERVICES OMLY
Mowe of witoda Dodly coianter Furghase Order Mo.!
Dale of Delvon:
Yarma of Calivery:
203 ET Crraranies and othar cond.:
Data
. ‘Tarms of Paymenk;
keate: Al equess msl be providoed wilh a coonghede biedped code, signed
b the: Dilslon Cinacter and € appicable sent lo MTEF by dearngg. Stnire Dastieaian:
A ey ull B coluned L9 i 8% acknosdedaeman. Figping Dasdlraban;
‘Terme of Shlpmanit
Supgesied Supplicr; S tivgd ArncUnd:
Ceunlny of Crigine
EST SPEDITICNS 3% §,200.00
Cizrencyramaunt g L
DESCRIFTION OF ITEM TUNIT GIDANTITY JLUNIT PRICE  AMOLMT
1 FLESTD - Bowdrigy @ At wehide Dadhy comnle 13 s Gkal Iocalion In GG (53 mater] Each 1
Suggerted supgller:
EST Spedillons GerbH § Eura Spazlal Transpod
SHEICE ptrian; Marin Pokar
Teel: 0323343559507
emall: pekanifesperialransparle.at
MTBE Clearanee of funds: DL Clearanse of Funds: MTPS Mrocumameanl raceived:
Bparatead= Baprowved; Arilon LHilocn
FIEA
Printed

on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to

s:\quality management\

quality_management_documentation\01__ General_Managerial_Procedures\PR-04_Purchasing_V3.doc



Code Revision Number

Date of entering into force

Page

of pages

PR-04 3

2009-04-01 11

11

PURCHASING

7 ]

SERVICES ORDER

Fax +43-1-2600-23073

or,  S005-30424 50 ga'ﬁf ] 20051115
INTERMATIOMAL ATOMIC ENERGY AGENMCY " s ARom: \
AUSTRIA REQUESTOR - COPY .
- Caln al Dokvens roat
. 2005-12-14
EST Spamions SmbH Tamat al davery
ndursiriestr, 4 1-3 LB rme L
A-2545 Brunn aim Gehinga, Shipta: Suppllers Yranzpart
BUSTRIA N Ve o -
LAES Warenberaakme
Viagramer Sbiagsa 5, PLOk, Bo 100
i, Marin Pakar A- 1403 Wien JSTERREICH,
Pt QECEREREGS o ey Taleion +4.31.2E000

Quiginal noboes shoudd be submetied oo
Chaghoa Arachawngon sollon puspeshalf westan g
LAES MTEF Gares] Arcounis Payeha

Tante-al it i o g DAYS
| {upon receipt of geods AR vk

Wagtamer Steazae 5, PLO. B 1) Suaraehin AN G o e Nty Stardard
A-1400 Vieana ALS TR, & e
Flaaze supply the following gooda andise sarviest sn the condltlons stated above and overtaat.
W bitten S zu dert hier vt amsaltly angaf@hnen Baditgungen dla falgnaden
k¥aren 2o Veferd B, ofe fefgenden Laftrdaen zp erbdngen.
11em Mo GO Al Tarndi il ity Link Pric Amouri
Fer. i, Atk peCET L Hgan Einhat g ET2p Gitnnmi
EUR ELR
Referance LAEA Raquesd for Quatafion Mo: 3042, 200560 dated
20051108
1 | Thés Bendoas Ordar |z lasusd ba oovar tha peavigian of @iy gftho Each 1. T, 1.000,00
wivi: bdy coundes te ks final locatlen In GMA $50 mater)
Fraadd ardanges ol datos with Mr, MrabEt
Tal: MH3-1-2600-2 272 2r22T20
GENERAL COMDITIONS
The AR, Geagsl Corditbens for Purchase of ‘Sendcas, Appendrs: 1
heralo, stall apply i6 his Purchase Order,
Subbatal: 1 KD
[RIET-00N = 415
Shipping: LN
. Qthgr Q.09
Tax Adtdunt 20000
ol Pardiy Sathbaanbsior:
BL | Haanalors MOHAMED-EAKRY Tel +431-2600:21 174 GFLAND TOTAL 1.200.00
Redqueglor ; NEREWPPSS, MRABT #HAokMAR, B0
oo EOBR.AMS, BOTSS Hamnzlar: MOHAMER-BAKEY
Signalurs (edgrartiT
Erirdget Code | 5570,150 1095, 28000051 RECHD; 2005-3042
P33T

Printed

on 2011-10-10 Printed copies are not controlled for validity, for valid copy refer to

s:\quality management\

quality_management_documentation\01__ General_Managerial_Procedures\PR-04_Purchasing_V3.doc




