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Service Provided: Calibration of Balances and Micropipettes 

Note: This Scope of Work can also be used for calibration of weight sets.
Duration of Contract: For the period <enter start date> through <end date>, for <enter department/division name> at Brookhaven National Laboratory (BNL) in accordance with this scope of work.

Description of Service: The Contractor shall furnish the services of its trained personnel and provide the necessary equipment and supplies to perform routine and non-routine calibration and preventive maintenance on the balances/micropipettes. Emergency service will be provided within forty‑eight (48) hours. Service required is to replace required parts when necessary, disassemble, clean and lubricate, recalibrate, reassemble and adjust to manufacturer's specifications, and make adjustments. 

Balances/micropipettes to be maintained are located in various buildings on the BNL site at Upton, NY. BNL will furnish the Contractor with a detailed list of balances/micropipettes and a service schedule. The Contractor shall service each balance/micropipette on this list at least once a year in accordance with the schedule. The procedure(s) used to calibrate the balances/micropipettes must be approved by BNL’s Office of Quality Programs and Services. The Contractor will unconditionally guarantee balances from malfunctions resulting from improper service for a period of one (1) year and micropipettes for ninety (90) days. If more than routine service is required, the Contractor will notify the Technical Representative or designated point of contact for authorization before proceeding. Separate provisions will be made for additional service required as a result of accidental damage. If the balance/micropipette must be taken offsite for service, the Contractor will provide a receipt for the item(s) and shall return the item(s) within ten working days, unless otherwise approved by the Technical Representative or designated point of contact.

At least one month before the calibration due date, the Contractor will call <enter name>, the Building Manager, or the designated point of contact on the list provided by BNL and make an appointment. The designated point of contact or Technical Representative will provide the Contractor with an updated list of all balances/micropipettes to be serviced and their location. The updated list will show any new balances/micropipettes and eliminate any balance/micropipettes taken out of service. All service must be completed on or before the due date, unless an extension is granted by the Technical Representative or designated point of contact. The Contractor will bring to the attention of the Technical Representative or designated point of contact any balances/micropipettes not found and therefore not serviced.

Applicable Requirements: The Contractor must meet the requirements of ANSI/NCSL Z540-1-1994, "Calibration Laboratories and Measuring and Test Equipment - General Requirements." BNL reserves the right to evaluate the Contractor to determine conformance to this standard. 

Training: Contractor's personnel will be required to take and pass, where required, training courses provided by BNL. The appropriate BNL Department/Division Work Control Coordinator will determine the required training. 

Calibration Certificate: The Contractor shall submit with each balance/micropipette a certification form, approved by BNL’s Office of Quality Programs and Services, that the balance/micropipette has been calibrated and is ready for use. The certification form shall contain as a minimum the following items:

· identification of procedure used to calibrate the balance/micropipette

· description of balance/micropipette:

· Manufacturer, Model Number, Serial Number

· identification of standards used, with traceability to NIST, and Calibration Due Date

· temperature under which calibration performed 

· before and after data taken at prescribed intervals, with Manufacturer’s or Contractor’s Tolerance (+/-)

· status of balance/micropipette with respect to Manufacturer’s Tolerance or Contractor’s Tolerance (Pass/Fail)

· identify restrictions 

· date of calibration

· next due date of calibration

· signature (initials) of person performing the calibration
This certification form must be provided to the Technical Representative or designated point of contact within 48 hours of completing the service. Detailed support data, e.g. calibration certificates of standards and/or equipment used for calibration of the balances/micropipettes shall remain in the Contractor’s file for a minimum of five years and shall be available for review by BNL.

Equipment Labeling: The Contractor shall affix a label, approved by BNL's Office of Quality Programs and Services, to each calibrated balance/micropipette, which indicates 

· the Contractor’s name

· identification of equipment

· date of calibration

· next due date of calibration

· signature (initials) of person performing the calibration
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