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INTRODUCTION

It is the policy of the INSERT ORGANIZATION NAME to operate the INSERT LABORATORY NAME under an established Quality Assurance programme. The purpose of such programme is two fold, to help ensure the quality of the provided services through documented policies and procedures, and to achieve the maximal satisfaction of its customers. For the purposes of Quality Assurance of X-ray fluorescence (XRF) determinations, providing the customers with reliable analytical results, it is essential that the Quality Management System of the INSERT LABORATORY NAME can comply with the internationally adopted regulations. One of the key elements of the Quality Assurance programme is the Quality Manual. Such Manual describes the policy and responsibilities for the operation of the INSERT LABORATORY NAME and the details of all of the associated activities in practice at the laboratory. The Manual is meant to create an element of trust in the quality of the services provided by the laboratory.
This Manual is based on the ISO Standard 17025:2005 “General requirements for the competence of testing and calibration laboratories”.

1 Scope
This Manual is aimed to delineate the quality policy of the INSERT LABORATORY NAME and to describe its Quality Management System, compliant with the requirements of the ISO Standard 17025:2005.

The scope of the implemented Quality Management System is the performance of analytical support based on the use of X-ray spectrometry (XRS) techniques.

The implementation of this system has been performed through adopting the general procedures already existing in higher management structures of the INSERT ORGANIZATION NAME. An effort has been made to organize the documentation in a way that harmonization with general procedures is guaranteed.
2 Normative references and related bibliography.
· ISO/IEC 17025:2005(E) – General requirements for the competence of testing and calibration laboratories.

· ISO 9000:2000, Quality Management Systems- Fundamentals and vocabulary.

· ISO 9001:2008, Quality Management Systems- Requirements.
· EA-4/02, Expression of the uncertainty of measurement in calibration, European Co-operation for accreditation, December 1999.
· EURACHEM Guide, The Fitness for Purpose of Analytical Methods: A Laboratory Guide to Method Validation and Related Topics, 1998
· ECTRACE-2003. EURACHEM / CITAC Guide: Traceability in Chemical Measurement, 2003

· QUAM: 2000-P1. EURACHEM / CITAC Guide: Quantifying uncertainty in analytical measurement.

· M. Thompson and R. Wood, Harmonized guidelines for internal quality control in analytical chemistry laboratories, (IUPAC Technical Report) Resulting from the Symposium on Harmonization of Internal Quality Assurance Systems for Analytical Laboratories, Washington DC, USA, 22–23 July 1993, held under the sponsorship of IUPAC, ISO, and AOAC International, Pure Appl. Chem., Vol. 67, No. 4, pp. 649–666, 1995.
· M. Thompson, S. L. R. Ellison, R. Wood, Harmonized guidelines for single laboratory validation of methods of analysis (IUPAC Technical Report) Resulting from the Symposium on Harmonization of Quality Assurance Systems for Analytical Laboratories, Budapest, Hungary, 4–5 November 1999, held under the sponsorship of IUPAC, ISO, and AOAC International, Pure Appl. Chem., Vol. 74, No. 5, pp. 835–855, 2002.
· Quantifying uncertainty in nuclear analytical measurements, IAEA-TECDOC-1401, IAEA, Vienna, 2004.
3 List of terms and definitions and abbreviations used in this Manual.
Terms and definitions related to Quality Management are compliant with ISO 9000:2000.

Specific abbreviations included in this Manual are:
INSERT PARENT ORGANIZATION ACRONYM

Insert Parent organization name
DIR-INSERT PARENT ORGANIZATION ACRONYM:
Director of Insert Parent organization name
INSERT ORGANIZATION'S ACRONYM - Insert organization name
INSERT ORGANIZATION'S ACRONYM-QSM     Insert organization name-Quality Systems Manager

INSERT UNIT OR DEPARTMENT ACRONYM                Insert Unit or Department name
INSERT LABORATORY ACRONYM
                        Insert Laboratory name
XRS

X-ray Spectrometry

XRF

X-ray Fluorescence

H-INSERT UNIT OR DEPARTMENT ACRONYM
Head of the Insert Unit or Department name 

L-INSERT LABORATORY ACRONYM
                Leader of the Insert Laboratory name
INSERT LABORATORY ACRONYM -QM
Insert Laboratory name Quality Manager

4 Management requirements
4.1 Organization
4.1.1 General

In the INSERT PARENT ORGANIZATION ACRONYM organizational structure the INSERT ORGANIZATION'S ACRONYM is a describe the organizational category of the organization with respect to the Parent organization. An overall view of this organizational structure is provided in 4.1.3. The Insert Laboratory name is part of the Insert Unit or Department name.
 The Insert Laboratory name is a workgroup comprising the Head of the Insert Unit or Department name (H-INSERT UNIT OR DEPARTMENT ACRONYM), the leader of the INSERT LABORATORY ACRONYM (L-INSERT LABORATORY ACRONYM), professional grade staff and technical grade staff. The names of the currently active personnel are provided in Annex 1.
4.1.2 Responsibilities

The Quality System of INSERT LABORATORY ACRONYM is integrated into the Quality Management System (QMS) of the INSERT ORGANIZATION'S ACRONYM under the authority of the DIR-INSERT ORGANIZATION'S ACRONYM. DIR-INSERT ORGANIZATION'S ACRONYM has the overall responsibility to ensure that laboratories, as appropriate, within INSERT ORGANIZATION'S ACRONYM have a QMS that is consistent with the standard for such laboratories and that their operation is compliant with their QMS. The INSERT ORGANIZATION'S ACRONYM Quality Systems Manager (INSERT ORGANIZATION'S ACRONYM-QSM) assists DIR-INSERT ORGANIZATION'S ACRONYM in this regard.

The Head of the Insert Unit or Department name holds the responsibility for all of the activities in the Insert Unit or Department, including the analytical support of the INSERT LABORATORY ACRONYM.

The H-INSERT UNIT OR DEPARTMENT ACRONYM has designated the L-INSERT LABORATORY ACRONYM as the Technical Manager of the QS. The Technical Manager is responsible for proper operation of the laboratory, revision of the work flow during the performance of analytical services, surveillance of the implementation and validation of new analytical instructions, as well as for reviewing and approving analytical and other reports. The L-INSERT LABORATORY ACRONYM is responsible for creating and maintaining the Quality System, ensuring that all of the activities covered by the scope of the Quality System are preformed in compliance with it.

The H-INSERT UNIT OR DEPARTMENT ACRONYM has delegated responsibility for the Quality Assurance Programme of the INSERT LABORATORY ACRONYM to the Laboratory Technician, thus he/she is assigned the function of Quality Manager of INSERT LABORATORY ACRONYM. He/she has the responsibility for implementing and maintaining this QA Programme in co-operation with the L-INSERT LABORATORY ACRONYM and the INSERT ORGANIZATION'S ACRONYM-QSM, H-INSERT UNIT OR DEPARTMENT ACRONYM and DIR-INSERT PARENT ORGANIZATION ACRONYM, within their respective remit of responsibilities. The Quality Manager of INSERT LABORATORY ACRONYM has the authority and resources needed to carry out his/her duties and to identify the occurrence of departures from the quality system or from the laboratory procedures, and to initiate actions to prevent or minimize such departures. He/she is also responsible for maintaining the list of active documents and for keeping the internal quality control of the results.
The INSERT LABORATORY ACRONYM staff has responsibility for maintaining the analytical services at the highest possible quality level. They are also responsible for keeping the functioning of the instrumentation in conditions that ensure the traceability of the measurements and results. INSERT LABORATORY ACRONYM staff is responsible for implementing the laboratory procedures and instructions, as well as to contribute to the preparation of new ones whenever it might needed.
A list of the incumbent staff and held responsibilities for the different aspects of the QA Programme of the INSERT LABORATORY ACRONYM is provided in Annex 1.
4.1.3 Organizational chart
The organizational chart provided in Figure 1 shows the general structure of the ORGANIZATION NAME in the structure of the PARENT ORGANIZATION. 

4.1.4 Address
The official address of the Insert Laboratory name is:

Insert Laboratory name 
ORGANIZATION NAME
Mail address
Contact information:

Tel: +CC AC Phone number
Fax: ++CC AC Fax number
e-mail: please@insert.here
http://www.pleaseinsert.org/as/appropriate.php
                                                                  
[image: image1]
Figure 1. Hierarchical position of the Insert Laboratory name in the PARENT ORGANIZATION organizational chart

4.2 Quality system
4.2.1 Mission

PLEASE, DEFINE THE MISSION OF THE PARENT ORGANIZATION, if any.

In particular, the main mission of the Insert Laboratory name is focussed on the provision of X-ray spectrometry techniques as a powerful tool to solve different analytical problems. The Laboratory accomplishes this mission by providing analytical services for DEFINE CUSTOMERS TYPE, The provided analytical services require reliable analytical results in order to contribute to improve the quality of the work. Moreover, the Laboratory carries out research of development in order to improve the performance and extend the applicability of various XRS techniques.  (INCLUDE LAST SENTENCE IF APPROPRIATE).
4.2.2 Quality policy

It is the policy of the Insert Laboratory name that its analytical support achieves a level of quality in execution and delivery of results that is commensurate with the requirements of its quality system. The Insert Laboratory name will endeavour to carry out X-ray spectroscopic analysis and provide results that are at a quality level consistent with the international requirements.
To achieve this, the INSERT LABORATORY ACRONYM will establish a Quality System in compliance with the ISO 17025:2005 standard. The Head of the Insert Unit or Department name will ensure that all the members of the staff will be acquainted with the Quality System and the implemented procedures. The members of the INSERT LABORATORY ACRONYM will perform their work as to fulfil the requirements of the Quality Policy and will remain free of any kind of commitments or motivations other than those explicitly declared by the ORGANIZATION NAME.
4.2.3 Quality objectives
The quality policy represents the commitment of the Insert Laboratory name to fully satisfy the requirements of the DEFINE CUSTOMERS TYPE. Its general quality objectives are: 
a) To ensure that the management of the laboratory, the analytical support provided to its counterparts in Member States, and its calibrations and measurements are maintained and performed in accordance with the principles of a quality system established in compliance with ISO 17025:2005;
b) To ensure that all the X-ray analytical services are performed following established procedures and validated instructions 
c) To ensure that all staff members involved in activities within the scope of the quality management system are aware of the quality policy, its documentation and implementation, and continuously evaluate opportunities for improving the Laboratory’ performance;
d)  To maintain the Laboratory as an internationally recognized focal point for research, development and training in the field of X-ray spectroscopic analysis;
e) To provide the Laboratory’ personnel with a stimulating and rewarding environment; and
f) To achieve these objectives in a safe, efficient and effective manner.
4.2.4 Quality commitment
The Laboratory is committed to achieve these objectives through the implementation of a quality system structured to address, as applicable, the criteria given in international standards of the ISO 17025:2005 and other relevant international standards and guides. The quality system shall be further developed to meet international best practice in activities carried out.
The laboratory management at all hierarchical levels, hereby represented by the Leader of the INSERT LABORATORY ACRONYM, is fully committed to endorsing the quality policy, to achieving the quality objectives and to implementing the quality system. Overall responsibility for the implementation of the quality system resides with the Insert Unit or Department name Head supported by a proper quality organisational structure.
4.2.5 Structure of the Quality System
The Quality System includes the following key elements:

· A Quality Manual for the Insert Laboratory name.

· A system for keeping documented and validated analytical instructions, well documented operational procedures and corresponding records.

· Instrumentation that is periodically calibrated and checked to ensure traceability of the analytical results.

· A clear and comprehensive statement of uncertainty in the measured quantities and in the reported values resulting from further calculations.

The structure of the documentation of the INSERT LABORATORY ACRONYM Quality System including the document levels and the coding system is shown in Figure 2.



Figure 2. Quality system documentation
4.3 Document control
4.3.1 General

INSERT LABORATORY ACRONYM has established and maintains procedures to control all documents that form part of its quality system. A master list identifying the current revision status of the documents has been established and is provided in Annex 2. The Quality Manager of the INSERT LABORATORY ACRONYM is responsible for maintaining the list updated and for the conservation of all the documents. Hard copies of all the documents are kept in room DEFINE ROOM CODE in a locked archive. Whenever major changes are made in the Quality Documentation, which modify its structure or imply the addition of new operational procedures, forms or records, the QS documentation is updated with hard copies made by the INSERT LABORATORY ACRONYM QM. Authorised copies of the relevant QA documents are available to the relevant staff for use in work and are kept in the respective working places. 
Electronic records are kept by the Quality Manager of the INSERT LABORATORY ACRONYM in two CD copies, which are updated once per year. Electronic copies are kept also in room DEFINE ROOM CODE.
4.3.2 Document approval and issue

All documents issued to staff as part of the QA system have been reviewed and approved prior to issue by the professional staff, the Quality Manager of the INSERT LABORATORY ACRONYM, the INSERT PARENT ORGANIZATION ACRONYM Quality Systems Manager and finally approved by the H-INSERT UNIT OR DEPARTMENT ACRONYM.

Quality system documents issued by the INSERT LABORATORY ACRONYM shall comply with the general instructions and recommendations specified in INSERT LABORATORY ACRONYMQAP.001 and INSERT LABORATORY ACRONYM QAP.002. All the documents are uniquely identified and dated, including the date of issue and the revision identification, page numbering, the total number of pages and the issuing authority. The status of each document is marked on its cover page, i.e., the documents in use are marked ‘Active’ and those that are no longer in use but are stored in the archive are marked as ‘Obsolete’.
4.3.3 Document changes

Changes in the documentation, arising from the implementation of new analytical methods or changes in already validated instructions, as well as due to changes in the QS shall be revised by the Quality Manager of the INSERT LABORATORY ACRONYM, supervised by the PARENT ORGANIZATION Quality systems Manager and finally approved by the H-INSERT UNIT OR DEPARTMENT ACRONYM. 
Any changes or amendments in documentation, including logbooks or records are done in hard copies and are clearly annotated. Revised documents are formally reissued as soon as possible. The cover page contains information on the revision history, i.e., first valid effective date and revision number, and the latest revision effective date and revision number. A history record of the performed changes is kept in electronic format (INSERT LABORATORY ACRONYM.DCH.doc) and in a hard copy with the general QS documentation.
4.4 Review of requests, tenders and contracts
The INSERT LABORATORY ACRONYM analytical support to customers are either formally established in the frame of bilateral collaborative links or agreed by contracts. Information about the INSERT LABORATORY ACRONYM and the main services provided is available from the INSERT LABORATORY ACRONYM webpage in the PARENT ORGANIZATION website http://www.pleaseinsert.org/as/appropriate.php.

The INSERT LABORATORY ACRONYM ascertains the capability of fulfilling the requirements of its customers, as it possesses the necessary physical, personnel and information resources, and the staff has the skills and the expertise necessary for the performance of X-ray spectroscopic analytical services.

Requests from customers are revised by the Leader of the INSERT LABORATORY ACRONYM as to judge if the request can be accepted. Requests can be accepted by the L-INSERT LABORATORY ACRONYM if the performance of the analysis implies the use of already validated analytical instructions.

In the event that the required service requires the implementation of a new method(s), the service can be performed if the implementation and validation of such method(s) is granted. The L-INSERT LABORATORY ACRONYM will discuss in details with the professional staff if the intended implementation is feasible. If a positive consensus is reached in respect to the technical feasibility, the L-INSERT LABORATORY ACRONYM will discuss with the H-INSERT UNIT OR DEPARTMENT ACRONYM if such implementation is useful for the further work of the INSERT LABORATORY ACRONYM.
Customers shall submit an official request using the form INSERT LABORATORY ACRONYM.F.001. A template of this form is available for download from the INSERT LABORATORY ACRONYM webpage at the PARENT ORGANIZATION website http://www.pleaseinsert.org/as/SERVICEREQUEST.php
 or can be submitted electronically to the customers. Laboratories with difficult access to Internet can request a INSERT LABORATORY ACRONYM.F.001 form by sending an empty e-mail to  send-service-request@organization.org  with Subject line “SEND REQUEST FOR ANALYSIS FORM”
Any analytical service work performed outside the established PARENT ORGANIZATION programme has to be approved by the H-INSERT UNIT OR DEPARTMENT ACRONYM.

4.5 Subcontracting of tests and calibrations.
Where the INSERT LABORATORY ACRONYM procures outside tests and calibrations, it uses only outside support services that are of adequate quality to sustain confidence in its technical activities. The calibration of analytical instruments and glassware is contracted to suppliers defined by the general procurement section evaluation.
4.6 Purchasing services and supplies.
The procurement of outside services and supplies by INSERT LABORATORY ACRONYM restricts to the use of support services and suppliers that are of adequate quality to sustain confidence in its technical activities. Where no independent assurance of the quality of the outside support services or supplies is available, the INSERT LABORATORY ACRONYM will ensure that purchased equipment, materials and services comply with the specified requirements. The Laboratory ensures, wherever possible, that purchased equipment and consumable parts are not used until they have been inspected, tested, calibrated or otherwise verified as complying with the standard specifications relevant to the calibrations or analysis.
Services for repair and maintenance of instruments, as well as for Information Technology services are addressed to the Electronic Laboratory following the specifications of the procedures INSERT PARENT ORGANIZATION ACRONYMELP.001 and INSERT PARENT ORGANIZATION ACRONYMIT.000 using for these purposes the forms INSERT PARENT ORGANIZATION ACRONYMELF.001 and INSERT PARENT ORGANIZATION ACRONYMELF.001, and a notice is made in the records INSERT LABORATORY ACRONYM.OR.017 and INSERT LABORATORY ACRONYMOR.018.
Procurement of goods and supplies at INSERT PARENT ORGANIZATION ACRONYM shall be performed following the specifications of general procedures PRP.001 and PRP.002 and using the forms PRF.002, PRF.003 and PRF.004. The INSERT PARENT ORGANIZATION ACRONYM maintains a record of the goods requested and received for the performance of analytical services (INSERT PARENT ORGANIZATION ACRONYM.OR.019) by filing the signed shipping lists received. Every year the quality of the provided services and products is evaluated during the management revisions.
4.7 Service to the customer.
The INSERT LABORATORY ACRONYM keeps a direct communication with its customers, which contact data is included in the Request of Analysis form (INSERT LABORATORY ACRONYM.F.001). In case of the occurrence of unexpected causes delaying or interrupting a given service, the customer is promptly informed. An operational procedure describes the working flow of each analytical service (INSERT LABORATORY ACRONYM.OP.001), and a record of each step in the work flow is kept (INSERT LABORATORY ACRONYM.OR.002) using form INSERT LABORATORY ACRONYM.F.002, so the status of processing a given request can always be monitored and traced. The customers are free to consult the INSERT LABORATORY ACRONYM.OR.002 records, which is designed in a way to protect the identity and confidentiality of other customers.
Upon the delivery of the report of the analytical results to the customers (INSERT LABORATORY ACRONYM.F.004), a questionnaire (INSERT LABORATORY ACRONYM.F.012) is offered to the customers to request their opinions and suggestions. The opinions, comments and suggestions received from the customers are kept in record INSERT LABORATORY ACRONYM.OR.012, and are reviewed during the management reviews, and constitute a useful feedback mechanism to evaluate the degree of satisfaction of the customers.
4.8 Customer complaints.
A notification from the recipient of an INSERT LABORATORY ACRONYM service or other party, indicating a possible non-conformity or indicating a possible non-fulfilment of an agreement with the customer is considered a complaint and it initiates the resolution process. Customer complaints may be received in any form and from any representative of the customer. Even in the case that a respective notification is not explicitly declared as a complaint, the receiving INSERT LABORATORY ACRONYM staff member forwards the message to the INSERT LABORATORY ACRONYM Quality Manager for clarification. The INSERT LABORATORY ACRONYM QM decides, in consultation with the customer, if the notification is to be assumed a customer complaint and initiates corrective action, if appropriate. He/she informs to the Leader of the INSERT LABORATORY ACRONYM about all the non-conformities notifications received, irrespectively of the final decision on whether notifications are considered as complaints or not.

4.9 Control of nonconforming analysis and/or calibration work.
The analysis or calibration work are considered nonconforming in case any aspect of this work or its results do not conform to the procedures or to the requirements described in the relevant operational procedures or analytical instructions. Identification of nonconforming work or departures from the policies and procedures in the quality system may occur at various points in the quality system and technical operations of the laboratory. In particular, measurements or calibrations are not carried out when the equipment fails or reference material samples have properties outside the required ranges. Non-conformance may be detected in the quality control process, through staff observations of abnormal results, for example calibration results different from previous tests, or through supervisor’s checks, also through customer complaints, or during internal or external audits. If measurement, analysis or calibration work is regarded as nonconforming, corrective action must be promptly initiated.
Each professional or technical staff is responsible for reporting deviations or abnormal results to the INSERT LABORATORY ACRONYM Quality Manager. The INSERT LABORATORY ACRONYM QM is responsible for the management of nonconforming work including halting of analysis or withholding report of results, as necessary. He/She is responsible for the assessment of the significance of non-conforming work. Further, the Leader of the INSERT LABORATORY ACRONYM is responsible for authorising the resumption of work upon the completion of the corrective action.
Where the evaluation indicates that the nonconforming work could recur or there is doubt about the compliance of the laboratory with its procedures, corrective action must promptly follow.

The Leader of the INSERT LABORATORY ACRONYM is responsible for reporting to the Head of the Insert Unit or Department name on the occurrence of non-conformance and the completion of corrective actions, including their effectiveness.

4.10 Improvement.
The INSERT LABORATORY ACRONYM management improves the efficacy of its Quality System by evaluating the results of the internal or external audits, the analysis of the undertaken corrective and preventive actions, as well as the management reviews, which are performed at least once per year.
4.11 Corrective action.
4.11.1 General.
The INSERT LABORATORY ACRONYM Quality Manager is responsible for maintaining a recording system for complaints and for leading to the performance of corrective actions. General instructions for handling customer complaints and management of corrective and preventive actions at INSERT ORGANIZATION'S ACRONYM are provided in INSERT ORGANIZATION'S ACRONYMQAP.005. Records of customer complaints and non-conformities in analysis are kept in INSERT LABORATORY ACRONYM.OR.015 and are prepared using the form INSERT ORGANIZATION'S ACRONYMQAF.002. A report of the corrective actions undertaken shall be attached to each of the reported non-conformities. Preventive actions are also recorded. Whenever appropriate, a time frame for closing the corrective, preventive action or customer complains has to be defined.
4.11.2 Cause analysis.
The corrective action starts with an investigation to determine the causes of the problem, which – besides careful analysis of all potential causes – may require additional experimental work. Potential causes include (but are not limited to): insufficient quality control, systematic or occasional technical problems with a measurement procedure, instrument performance or software errors, human mistakes, poor quality consumables (e.g. causing background interferences) and departures from assumptions in the adopted theoretical model for quantification.
4.11.3 Selection and implementation of corrective actions.
The actions most likely to eliminate the problem and to prevent recurrence are decided by the Leader of the INSERT LABORATORY ACRONYM in consultation with the staff involved, and implemented under his supervision. The corrective action shall be appropriate to the magnitude and the implications of the problem. If it requires a change in a procedure or analytical instruction, the respective documentation shall be updated accordingly and, depending on the extent of the change, a revised version issued.

The INSERT LABORATORY ACRONYM Quality Manager informs the customer that corrective actions have been initiated and is responsible for notifying the customer about the results of the root-cause investigation and the results of the undertaken corrective actions. He/she also assesses customer satisfaction of the case resolution.

4.11.4 Additional audits.
In case the identification of non-conformances leading to corrective actions or departures from the laboratory procedures raises doubts on the laboratory compliance with its quality system, the INSERT ORGANIZATION'S ACRONYM Quality Systems Manager may decide than an additional audit is necessary to confirm the effectiveness of the corrective actions.
4.12 Preventive action.
Preventive action is a pro-active process to identify opportunities for improvement rather than a reaction to the identified problems or complaints. It is intended to eliminate the cause of potential non-conformities, which would eventually lead to non-conforming analysis or departures from the policies and procedures of the quality system. Preventive actions involve the review of the operational procedures and analytical instructions, verification of the instrumentation, comparison of obtained results, among others. The INSERT LABORATORY ACRONYM Quality Manager is responsible for reporting to the Leader of the INSERT LABORATORY ACRONYM on preventive actions taken by him.
4.13 Control of records.
4.13.1 General.
A master list identifying the current documentation is provided in Annex 2. The Quality Manager of the INSERT LABORATORY ACRONYM is responsible for maintaining the list updated and for the conservation of all QS documents.
Hard copies of all the documents are kept in room DEFINE ROOM CODE in a locked archive. Authorised copies of the relevant QA documents are available to the relevant staff for use in work and are kept in the respective working places. Electronic records are kept by the Quality Manager of the INSERT LABORATORY ACRONYM in two CD copies, which are updated every six moths or whenever significant changes have been made to the Quality System documentation. Electronic copies are kept also in room DEFINE ROOM CODE. To prevent accidental corruption of data, all electronic records are password-write protected. The records are maintained and controlled for at least five years. Confidentiality of the information is granted with the ORGANIZATION security policy.
4.13.2 Technical records.
The INSERT LABORATORY ACRONYM maintains documented procedures on the use and operation of all relevant equipment, on the sample handling and preparation, on calibrations and quality audit activities. All the analytical instructions, standards, manuals and reference data relevant for the performance of analytical services are maintained up-to-date to be readily available to the staff.

Information pertaining to purchase of equipment, consumables, chemical reagents, materials, as well as history of maintenance of the instrumentation is also maintained in records. 

The laboratory maintains a record system as per requirement of its services. All original measurements and derived calculated data are saved in electronic format. Calculated mass fractions are printed in the work assignment information form and in the report of results of analysis, which are filed in the records INSERT LABORATORY ACRONYM.OR.003 and INSERT LABORATORY ACRONYM.OR.004, respectively.

4.14 Internal audits.
The INSERT LABORATORY ACRONYM Quality Manager, in consultation with the INSERT ORGANIZATION'S ACRONYM QSM arranges the plan of audits of INSERT LABORATORY ACRONYM activities at appropriate intervals to verify that its operations continue to comply with the requirements of the Quality Assurance Programme as described in this Manual. These audits are part of the INSERT ORGANIZATION'S ACRONYM internal audit plan, and are carried out by trained and qualified INSERT ORGANIZATION'S ACRONYM staff members that are independent on the activity to be audited. Audits are organized according to the instructions provided in the general procedure INSERT ORGANIZATION'S ACRONYMQAP.003 and details of performance are recorded using the form INSERT ORGANIZATION'S ACRONYMQAI.001 in record INSERT LABORATORY ACRONYM.OR.014.
Where the audit findings cast doubt on the correctness or validity of the results, the INSERT LABORATORY ACRONYM takes immediate corrective actions (see section ‎4.11 of this Manual) and immediately notifies, in writing, any participant whose work may have been affected.
4.14.1 Compliance with procedures.
The objective is to review the procedures followed in the INSERT LABORATORY ACRONYM and to ensure that there are no discrepancies between these and the requirements laid out in this Manual. Technical evaluation of the INSERT LABORATORY ACRONYM is excluded from this audit. Audits of this type are carried out at regular intervals in accordance with the INSERT ORGANIZATION'S ACRONYM Internal Quality Audit Plan and following the INSERT ORGANIZATION'S ACRONYMQAP.003.
4.14.2 Quality audit.
The objective of this audit is to confirm the quality of the reference and certified reference materials that are maintained in the INSERT LABORATORY ACRONYM, as well as analytical results quality audit. The values of internal control analysis also serve to assess the quality of the results. Additional evaluation is made based on the results arising from the participation of the INSERT LABORATORY ACRONYM in international proficiency tests arranged by recognized institutions.
4.14.3 Periodic checks.

In addition to the internal audits, a thorough quality control is maintained by the realization of periodic checks by the Quality Manager of the INSERT LABORATORY ACRONYM. These checks are aimed to verify the compliance to the operational procedures during the performance of work by the staff.
4.15 Management reviews.
Periodic Management Reviews are organized to inspect the Quality System of the INSERT LABORATORY ACRONYM, including its calibrations and analytical services, to ensure their suitability and effectiveness, and to introduce changes and improvements whenever required. Reviews take account of the suitability of policies and procedures, reports from management, changes in the scope and volume of work, the outcome of internal and external audits and comparison exercises, feedback from the customers, complaints, corrective and preventive actions and other relevant issues.
The Management Reviews are conducted on an annual basis at one of the Insert Unit or Department name staff meetings with the INSERT ORGANIZATION'S ACRONYM Quality Systems Manager present. Findings from the review meeting and the actions that arise from them are recorded in INSERT LABORATORY ACRONYM.OR.013. The Head of the Insert Unit or Department name is responsible to ensure that these actions are carried out within the agreed timescale.

5 Staff, accommodation and technical requirements

5.1 General

This section describes the requirements that INSERT LABORATORY ACRONYM fulfils to ensure its technical competence for the performance of analytical support based on the use of X-ray spectrometry techniques (XRS).
5.2 Personnel
Records on the relevant qualifications, trainings, skills and experience of the INSERT LABORATORY ACRONYM staff are maintained by the corresponding offices of ORGANIZATION, whereas copies of their job descriptions are at the offices of Insert Unit or Department name, and INSERT ORGANIZATION'S ACRONYM Administrative Assistant. Records on personnel training are kept in INSERT LABORATORY ACRONYM.OR.011 using form INSERT LABORATORY ACRONYM.F.011 and Curriculum Vitae are also attached to this form.
Annual reviews of the working performance of the INSERT LABORATORY ACRONYM staff are conducted as scheduled by the ORGANIZATION NAME Division of Personnel. They involve assessment of the work done and the staff performance the last year and the review of the programme and the volume of work for the coming year. On this occasion the needs for staff training are addressed and the training programme for the next year established.

The INSERT LABORATORY ACRONYM has sufficient personnel to perform all the activities of the laboratory with a high degree of efficiency and quality. They have the necessary education, training, technical knowledge and experience for their assigned functions.

The INSERT LABORATORY ACRONYM applies policies and procedures described in the ORGANIZATION NAME standards of Conduct to avoid involvement of its staff in any activities that would diminish confidence in its competence, impartiality, judgement or operational integrity.

For routine work, schedules for planned absences are prepared in advance to ensure proper continuity of work and to avoid delays. In the case of emergency absences, staff is responsible for providing necessary coverage in the areas of their responsibility.
Upon entry on duty, a new staff person is requested to become familiar with the laboratory procedures, as described in this Quality System, and to demonstrate his/her working capabilities for the laboratory tasks prior to authorisation of the formal work assignment by the H-INSERT UNIT OR DEPARTMENT ACRONYM. The new personnel also need to be trained as to be able to work independently with the instrumentation and to fulfil radiation safety regulations. At the conclusion of this training the L-INSERT LABORATORY ACRONYM will send an interoffice memorandum (IOM) to the H-INSERT UNIT OR DEPARTMENT ACRONYM indicating that the new staff is properly trained. 
Every member of the staff has well defined responsibilities, which are related in Annex A. Specific functions and tasks are described in the operational procedures INSERT LABORATORY ACRONYM.OP.001 to INSERT LABORATORY ACRONYM.OP.005.
5.3 Accommodation and environmental conditions
Laboratory area, electrical power supply, lighting, heating and ventilation are at the level which facilitates proper performance of the INSERT LABORATORY ACRONYM activities. The Laboratory provides facilities for the effective monitoring, control and recording of environmental conditions. Special attention is paid to diminish electromagnetic interference and to control the humidity, mains voltage, temperature, and other conditions that might influence the proper functioning of the instrumentation.

Adequate measures have been taken to ensure good housekeeping in the Laboratory. All areas with radiation sources are identified (see Figure 3), and they are accessible only to authorized personnel.

The Laboratory complies with the International Basic Safety Standards (IAEA 1996) as well as specify other standards
5.4 Analytical methods and method validation
5.4.1 General

To address the quality requirements set out in the previous sections of this Manual, it is the policy of the INSERT LABORATORY ACRONYM to follow the established operational procedures and analytical instructions related to the performance of analytical support. Implementation of any new analytical instructions is preceded by its appropriate validation.
5.4.2 Selection of methods

There are no internationally adopted standard methods based on the use of the energy dispersive X-ray spectroscopic methods. Therefore, the analytical support carried out by the INSERT LABORATORY ACRONYM is based on the use of in-house validated analytical procedures.

The implementation (and validation) of new analytical procedures is based on the selection of suitable analytical approach fitting to the intended purpose. The fitness for purpose is judged on the basis of several factors, such as the nature of the sample and the elements of interest, quantity to be measured, the required precision and trueness, and the availability of instrumentation.
5.4.3 Validation of methods

The INSERT LABORATORY ACRONYM performs the validation of all of the implemented analytical instructions, according to the general concepts and requirements of the EURACHEM Guide- The Fitness for Purpose of Analytical Methods: A Laboratory Guide to Method Validation and Related Topics (1998) and the Harmonized guidelines for single laboratory validation of methods of analysis (IUPAC Technical Report, in Pure Appl. Chem., Vol. 74, No. 5, pp. 835–855, 2002). General recommendations for method validation are followed from the INSERT ORGANIZATION'S ACRONYM procedure INSERT ORGANIZATION'S ACRONYMQAP.004. Specific recommendations for method validation in energy dispersive X-ray fluorescence analysis (EDXRF) are presented in the procedure NASL.OP.008. The method validation plan and final report are recorded in INSERT LABORATORY ACRONYM.OR.016 using the forms INSERT ORGANIZATION'S ACRONYMQAF.003 and INSERT LABORATORY ACRONYM.F.014, respectively.
Therefore, the validation of analytical instructions comprises the definition of its scope, the assessment of the characteristics of performance (precision and trueness, detection limits, among others), the assessment of the uncertainty and a declaration of validity.

Non validated methods can be applied under specific circumstances (i.e. when the required support is limited to a qualitative estimation) and only upon an agreement with the customer.
5.4.4 Estimation of uncertainty
The estimation of uncertainty is based on the general requirements of the EURACHEM / CITAC Guide QUAM: 2000-P1 Quantifying uncertainty in analytical measurement.
Since EDXRF has different quantitative approaches or methodologies for the determination of element mass fractions, the uncertainty budget must be carried out for the specific quantitative method used. The general guideline for the estimation of uncertainty and a practical example for EDXRF by the emission-transmission method are provided in the specific procedure INSERT LABORATORY ACRONYM.OP.006. 

Please provide the drawing showing the location (and facilities) of the Insert Laboratory name in the ORGANIZATION NAME
Figure 3. Location of the INSERT LABORATORY ACRONYM locals in the INSERT ORGANIZATION'S ACRONYM
The procedure INSERT LABORATORY ACRONYM.OP.006 provides two options to estimate uncertainty. The first option is useful for the case of analysis performed with commercial spectrometers, where detailed information on the used theoretical model or instrument internal structure/construction is not available. In the second case, uncertainty can be estimated as the combination of the uncertainties of each of the components in the theoretical model used for the calculation of the elemental weight fractions.
5.4.5 Control of data

The INSERT LABORATORY ACRONYM has suitable computational means and application software to keep record of the data resulting from calibration measurements or from the measurements of unknown samples, to achieve the quantification of elemental weight fractions, to save the results of analysis, to process the results of the internal quality control and other relevant data. The staff is properly trained to perform the required operations for these purposes.
5.5 Equipment

The INSERT LABORATORY ACRONYM analytical instrumentation is kept in conditions for operation that ensure the quality of the performed measurements. The maintenance and servicing of commercial X-ray spectrometers is contracted with the original electronic manufacturer (OEM). These operations are performed at least once per year, and the results are annotated in record INSERT LABORATORY ACRONYM.OR.020. The reparation of the different components of modular X-ray fluorescence spectrometers, as well as of the associated personal computers is performed by the Electronics Laboratory of the INSERT ORGANIZATION'S ACRONYM. In case of notice of improper functioning of the instrumentation, a request is made to the Electronics Laboratory using the forms INSERT ORGANIZATION'S ACRONYMELF.001 or INSERT ORGANIZATION'S ACRONYMELF.002, and copies are recorded in INSERT LABORATORY ACRONYM.OR.017 and INSERT LABORATORY ACRONYM.OR.018.
To ensure the proper functioning and to extend the life-time of key elements of the X-ray spectrometers, a specific procedure has been implemented for the operation of X-ray generators and X-ray tubes (INSERT LABORATORY ACRONYM.OP.007).
5.6 Measurement traceability

5.6.1 General

The INSERT LABORATORY ACRONYM ensures that the determination of elemental mass fractions resulting from the performed measurements and further spectral evaluation are traceable by using suitable reference materials for the purposes of calibrations of the spectrometers and for the assessment of analytical performance of the implemented methods.
The traceability of the results of primary measurements is ensured by the periodic verification of analytical balances and glassware. The verification is performed by subcontracting the services to credited suppliers, which are identified by the general procurement section.
5.6.2 Specific requirements

For the validated X-ray spectroscopic analytical procedures, the measurement conditions, the procedure for calibration, and calculations are clearly and sufficiently specified. An uncertainty budget has been carried out for the main stages in the measurements and the quantification method used. Traceability is followed through the measurement of certified reference materials and achieving quantification results that are consistent with the certified unit values (i.e. elemental weight fractions).
Traceability is also ensured by the implementation of an internal quality control procedure (INSERT LABORATORY ACRONYM.OP.004), which serves to assess the precision and trueness of the obtained results. The INSERT LABORATORY ACRONYM also ensures the traceability of its results by an external control practice, based in the participation in inter-comparison and proficiency tests.
5.6.3 Reference standards and reference materials

The reception, conservation and use of calibrators, e.g. reference materials and certified reference materials, for the calibration of the spectrometers are regulated by the instructions given in the specific operational procedure INSERT LABORATORY ACRONYM.OP.005. An inventory of the existence and location of these materials is kept in record INSERT LABORATORY ACRONYM.OR.006, together with the certificates corresponding to the certified reference materials. An additional inventory of the available chemical reagents is kept in record INSERT LABORATORY ACRONYM.OR.007. An additional (INSERT LABORATORY ACRONYM.OR.0021) record is kept to control the use of sealed radioactive sources, using the form INSERT LABORATORY ACRONYM.F.014.
5.7 Sampling

The INSERT LABORATORY ACRONYM does not perform sampling tasks. No responsibility is held on whether the samples provided by the customer do correspond to the customer intended analytical problem, or to any interpretation made by the customer based on the achieved analytical results provided by the INSERT LABORATORY ACRONYM.

However, the INSERT LABORATORY ACRONYM ensures that the results from its X-ray analytical support are representative for all of the analyzed sub-samples. The customer is requested to provide samples that are homogeneous at the volume of the analyzed sub-samples. Specifications on the sub-sample weight or volume are provided in the Request for Analysis form (INSERT LABORATORY ACRONYM.F.001.).
5.7.1 Sample reception, classification and storage

Upon receiving the samples, the Laboratory Technician proceeds to its classification and storage, following the instructions provided in the operational procedure INSERT LABORATORY ACRONYM.OP.002 and recording the information in INSERT LABORATORY ACRONYM.OR.003 using the form INSERT LABORATORY ACRONYM.F.003. Samples are stored in a room under adequate conditions for conservation, and are kept for no less than two years to allow further analysis or verification in case of need.
5.7.2 Sample preparation

The Laboratory Technician is responsible for preparing sub-samples for analysis. Instructions on sample preparation for all of the validated analytical methods are provided in the procedure INSERT LABORATORY ACRONYM.OP.003.
5.8 Handling of samples for analysis.
The INSERT LABORATORY ACRONYM maintains records for the receipt, classification and retention of the samples received from the customers (see 5.7.1). The INSERT LABORATORY ACRONYM has a documented system for uniquely identifying the samples to be analyzed, and to ensure that there is no confusion regarding the identity of samples at any time (INSERT LABORATORY ACRONYM.OR.003.).
Further manipulation and analysis of the sample is carried out following the instructions provided in the operational procedure for the working flow for analytical services (INSERT LABORATORY ACRONYM.OP.001.).
5.9 Assuring the quality of the analytical results.
The INSERT LABORATORY ACRONYM ensures the quality of the provided analytical support by taking the following provisions:
· A system for internal quality control of the results is implemented using statistical techniques (INSERT LABORATORY ACRONYM.OP.004).

· Participating in inter-comparison runs and proficiency tests arranged by recognized institutions. A record of the participation of the INSERT LABORATORY ACRONYM in such exercises is kept in record INSERT LABORATORY ACRONYM.OR.010.

· Validating the analytical performance of the implemented analytical instructions (INSERT ORGANIZATION'S ACRONYM QAP.004 and INSERT LABORATORY ACRONYM.OP.008) by using suitable certified reference materials (XRL.OP.005).

5.10 Reporting the results
5.10.1 General

The results of each analytical service are reported accurately, clearly, unambiguously and objectively. The INSERT LABORATORY ACRONYM has established procedures and records to ensure the quality of the generated reports of results.
5.10.2 Reports of analysis.
All the reports of results are prepared by the analyst, revised and signed by the L-INSERT LABORATORY ACRONYM and approved by the signature of the H-INSERT UNIT OR DEPARTMENT ACRONYM. Copies of the issued reports of analysis are kept in record INSERT LABORATORY ACRONYM.OR.004.
5.10.3 Opinions and interpretations

The INSERT LABORATORY ACRONYM does not generate opinions or interpretations of the reported analytical results. Only comments or opinions on the performance of the selected analytical methods are provided upon customer request.
5.10.4 Analytical results obtained from subcontractors

The INSERT LABORATORY ACRONYM provides analytical support only involving the use of X-ray spectroscopic techniques available in the INSERT LABORATORY ACRONYM. No additional services are subcontracted.
5.10.5 Format of reports and certificates.
All the reports of results are prepared using the form INSERT LABORATORY ACRONYM.F.004. The report of analysis is send by regular mail to the customer, and in case of need, copies can be send by fax or electronic mail.
ANNEX 1. Staff members currently working in the INSERT LABORATORY ACRONYM and their responsibilities:

H-INSERT UNIT OR DEPARTMENT ACRONYM:  Insert the full name
INSERT LABORATORY ACRONYM Leader (Nuclear Instrumentation Specialist): Insert the full name
Nuclear Instrumentation Specialist: Insert the full name



Laboratory Technician: Insert the full name





Quality Systems Manager: Insert the full name





	Functional title
	Responsibilities/tasks

	H-INSERT UNIT OR DEPARTMENT ACRONYM
	Administration

· Overall responsibility for QA system at INSERT LABORATORY ACRONYM
· Realization of management reviews of the QS.

	INSERT LABORATORY ACRONYM Leader
	Technical Manager
· implementing and maintaining the Quality System

· administrative matters concerning the operation of the laboratory

· control of the work flow of analytical services

· surveillance on the implementation and validation of analytical instructions and operational procedures
· defining corrective actions to remediate departures from the quality system

· in the absence of Nuclear Instrumentation Specialist, realization of analytical measurements and quantification of results.
· in the absence of  INSERT LABORATORY ACRONYM Quality Manager, selection and preparation of samples for analysis, design and organization of internal quality control, update of records.

	Laboratory Technician
	Quality Manager:

· Maintenance of the QA Programme

· to identify the occurrence of departures from the quality system

· initiate preventive actions to avoid departures from the quality system

· maintenance of quality system active documents and records

· selection and preparation of samples for analysis, design and organization of internal quality control

	Nuclear Instrumentation Specialist
	Technical work:

· maintenance of the instrumentation in operational conditions, calibration of X-ray spectrometers
· implementation and validation of analytical instructions and operational procedures
· realization of analytical measurements and determination of elemental mass fractions
· Preparation of the reports of results.

	Quality Systems Manager
	· advisory and surveillance assistance in QS implementation and QA practice

· organization / realization of internal audits

· instruction of the INSERT LABORATORY ACRONYM staff in QA/QM 


ANNEX 2. QS Documentation in effect.
	Code
	Hard copy in:
	Document type
	Electronic files
	First effective date 
/Rev. N.

	INSERT LABORATORY ACRONYM.DCH
	INSERT LABORATORY ACRONYM -G
	History on documentation changes
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.QM.001
	
	Quality Manual
	DEFINE FILE & PLACE
	Define as released

	
	
	Operational Procedures
	
	

	INSERT ORGANIZATION'S ACRONYMQAP.001
	INSERT LABORATORY ACRONYM -G
	Format for procedures, instructions and forms
	DEFINE FILE & PLACE
	Define as released

	INSERT ORGANIZATION'S ACRONYMQAP.002
	
	Approval, revision, control and distribution of RIAL Quality Documentation
	DEFINE FILE & PLACE
	Define as released

	INSERT ORGANIZATION'S ACRONYMQAP.003
	
	Organisation of Internal Audits
	DEFINE FILE & PLACE
	Define as released

	INSERT ORGANIZATION'S ACRONYMQAP.004
	
	Validation of test methods
	DEFINE FILE & PLACE
	Define as released

	INSERT ORGANIZATION'S ACRONYMQAP.005
	
	General Procedure for handling Customer Complaints and Management of Corrective and Preventive Actions at INSERT ORGANIZATION'S ACRONYM
	DEFINE FILE & PLACE
	Define as released

	INSERT ORGANIZATION'S ACRONYMPRP.001
	
	Procurement of Goods and Services
	DEFINE FILE & PLACE
	Define as released

	INSERT ORGANIZATION'S ACRONYMPRP.002
	
	Receiving of Goods and Services
	DEFINE FILE & PLACE
	Define as released

	INSERT ORGANIZATION'S ACRONYMELP.001
	
	Procedure to receive service from electronics
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OP.001
	INSERT LABORATORY ACRONYM -PF
	Working flow for analytical services
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OP.002
	
	Sample reception, classification and storage
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OP.003.01
	
	SAMPLE PREPARATION FOR XRF ANALYSIS: Preparation of sample pellets for the analysis with SPECTRO X-Lab 2000 spectrometer
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OP.004
	
	Realization of internal quality control
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OP.005
	
	Reception, conservation and use of reference materials and certified reference materials
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OP.006
	
	Estimation of uncertainty in XRF analysis
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OP.007
	
	Operation of X-ray tube and generators
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OP.008
	
	Method validation in the determination of elemental mass fractions by EDXRF
	DEFINE FILE & PLACE
	Define as released


	
	Hard copy in:
	Analytical Instructions
	First effective date /Rev. N.

	INSERT LABORATORY ACRONYM.AI.001
	INSERT LABORATORY ACRONYM -AI
	GEOLOGICAL SAMPLES. ALUMINIUM-SILICATE MATRICES. Determination of mass fractions of elements by energy dispersive X-ray fluorescence analysis using secondary targets and polarized radiation (EDPXRF)
	Define as released


	Code
	Hard copy location
	Records
	Used form

(Software tools)
	Electronic files
	First effective

date /Rev. N.

	INSERT LABORATORY ACRONYM.OR.001
	INSERT LABORATORY ACRONYM -R-

001-007
	Request for analysis
	INSERT LABORATORY ACRONYM.F.001
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.002
	
	Work flow of analytical service
	INSERT LABORATORY ACRONYM.F.002
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.003
	
	Work assignment information form
	INSERT LABORATORY ACRONYM.F.003
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.004
	
	Report of results of analysis
	INSERT LABORATORY ACRONYM.F.004
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.005
	
	Results of Internal Quality Control
	INSERT LABORATORY ACRONYM.F.005

(INSERT LABORATORY ACRONYM -IQC.XLS)
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.006
	
	Inventory of reference materials and certified reference materials. Certificates
	INSERT LABORATORY ACRONYM.F.006

(INSERT LABORATORY ACRONYM -INV_RM.XLS)
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.007
	
	Inventory of chemical reagents and consumables
	INSERT LABORATORY ACRONYM.F.007

(INSERT LABORATORY ACRONYM -INV_CS.XLS)
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.008
	INSERT LABORATORY ACRONYM -R-

008-020
	Service manual and user’s manual instrumentation
	copies
	none
	Define as released

	INSERT LABORATORY ACRONYM.OR.009
	
	Calibration / verification of measurement instrumentation
	INSERT LABORATORY ACRONYM.F.009
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.010
	
	Results of participation in proficiency tests and inter-comparison exercises
	INSERT LABORATORY ACRONYM.F.010
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.011
	
	Curriculum Vitae of the staff / Certificates of training
	INSERT LABORATORY ACRONYM.F.011
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.012
	
	Customer’s opinions and suggestions
	INSERT LABORATORY ACRONYM.F.012
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.013
	
	Results of Management Reviews
	INSERT LABORATORY ACRONYM.F.013
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.014
	
	Results of Internal Audits
	INSERT ORGANIZATION'S ACRONYMQAI.001
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.015
	
	Complaints, non-conformities and corrective actions report 
	INSERT ORGANIZATION'S ACRONYMQAF.002
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.016
	
	Method validation plan and report
	INSERT ORGANIZATION'S ACRONYMQAF.003
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.017
	
	Request for electronic services
	INSERT ORGANIZATION'S ACRONYMELF.001
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.018
	
	Request for PC-service
	INSERT ORGANIZATION'S ACRONYMELF.002
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.019
	
	List of Requests and Goods Received
	Copies of Request for procurement Form and

Signed shipping lists
	Define as released

	INSERT LABORATORY ACRONYM.OR.020.01
	
	Periodic maintenance/servicing of SPECTRO X-Lab 2000 
	INSERT LABORATORY ACRONYM.F.009
	DEFINE FILE & PLACE
	

	INSERT LABORATORY ACRONYM.OR.21
	Specify location
	Control of radioactive reference materials and sources
	INSERT LABORATORY ACRONYM.F.014
	DEFINE FILE & PLACE
	Define as released

	INSERT LABORATORY ACRONYM.OR.022. 01
	Specify location
	Working logbook: Sample preparation
	None
	
	Define as released

	INSERT LABORATORY ACRONYM.OR.022. 02
	Specify location
	Working logbook: SPECTRO X-Lab 2000 operation
	None
	
	Define as released
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