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P U R C H A S I N G  

 

 

1  P U R P O S E  

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

2  S C O P E  

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  R E S P O N S I B I L I T I E S  

Technical Manager  

― To authorize procurement requests. 

Deputy Technical Manager / Service Group Leader  

― To identify 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. 
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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  AD D I T I O N AL  I N F O R M AT I O N  

IAEA Admin Manual Part VI Procurement and Management of Property 

5  D E S C R I P T I O N  

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 

quality rules laid down in this manual.  
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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  R E C O R D S  

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 
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