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1.0 INTRODUCTION AND SCOPE

Equipment, components, and materials are acquired from other partnering/collaborating institutions
or procured and received across Fermilab site and FRA-leased spaces every day. Per the QA Manual
Chapter 12002 — Fermilab Quality Program, inspections and tests are preformed to verify that the
physical and functional aspects of items, services, and processes meet requirements and are fit for use.
[1] The verification of items acquired or procured for use in Fermilab projects, experiments,
operations, or processes is required to ensure they conform to requirements or specifications or as
stated in the subcontract.

An additional note of importance is the introduction of counterfeit items into the supply chain by
entities that manufacture substandard and/or unsafe products and disguise them to appear as qualified
items. More detailed information on the Fermilab Suspect/Counterfeit Item Program can be found in
QA Manual Chapter 12020. [2]

This chapter is applicable to the Fermilab site and FRA-leased spaces.
2.0 DEFINITIONS & ACRONYMS

Acceptance Testing — The set of evaluation or tests to be performed to verify if predefined
requirements and specifications are met which can be used to determine if the item will be accepted.

Counterfeit item — An item that has been copied or substituted without legal right or authority to do
so or one whose material, performance, or characteristics are knowingly misrepresented by the vendor,
supplier, distributor, or manufacturer.

eMarketplace — The online procurement system for off-the-shelf supplies commonly requested by
laboratory employees.

Inspection — The evaluation or test performed on an item to verify that it meets or exceeds the
specification of what was acquired or procured.

Nonconforming item — Any item that does not meet specified requirements.

ProCard — Procurement credit cards issued to a select group of FRA employees upon the completion
of training by a Procurement representative. Cardholders may use the ProCard for the acquisition of
commercial goods and off-site services priced up to $2,500 and are not available through eMarketplace
as described in the ProCard Users Guide.

Receipt — Delivery of an item. This does not necessarily imply that the item is acceptable for use.
Requestor - FRA personnel making the request for equipment, component, or material; either

acquired from a partnering/collaborating institution or via a procurement. This may also be the person
responsible for performing the incoming inspections or acceptance testing.
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Suspect/Counterfeit Item (S/CI) — An item identified through visual inspection, testing, or other
means that does not appear to conform to established Government or industry-accepted specifications
or national consensus standards. Or, items whose documentation, appearance, performance, material,
or other characteristics may have been knowingly misrepresented by the vendor, supplier, distributor,
or manufacturer.

3.0 RESPONSIBILITIES

3.1 Requestor
e Define and specify the material requirements, operating parameters or constraints, and any
other characteristics that are necessary for the proper integration of the component or operation
of the equipment being acquired or procured.
e If item is being acquired from a partnering/collaborating institution:
o0 Ensure inspection of the items received is completed in a timely fashion to verify that
what was received meets expectations/requirements/specifications.
o0 Include the necessary stakeholders in the inspection and acceptance testing process as
defined by requirements, project/experimentplans, or agreements.
0 Document results by completing the Incoming Inspection and Acceptance Form (see
Section 7.0) or by following APS-TD specific incoming inspection processes. [7]
o0 Include necessary stakeholders in the inspection and acceptance testing process as
defined by requirements, project/experimentplans, or agreements.
o Provide appropriate notification of results per processes and follow appropriate record
retention requirements.
e If itemis being procured:
o Inform Requisition Preparer of any specified inspection and acceptance requirements
that should be included in the requisition.
o0 Advise Procurement of final acceptance period to allow for negotiation of payment
provisions.
0 Inspect the itemsreceived in a timely fashion to verify that what was received is what
was ordered and meets expectations/requirements/specifications.
o0 Document results by completing the Incoming Inspection and Acceptance Form (see
Section 7.0) or by following APS-TD specific incoming inspection processes. [7]
0 Include necessary stakeholders in the inspection and acceptance testing process as
defined by requirements, project/experimentplans, or agreements.
o0 Notify Receiving once received items have been inspected and/or tested to meet the
original specifications.
o Notify Procurement if received items do not meet inspection and testing standards as
stated in the subcontract.

3.2 Requisition Preparer
e Complete the purchase requisition with the requestor’s specified requirements. Submit to
Procurement.

3.3 Procurement Specialist
e Work with the requestor and the supplier if received material, components, or equipment has
not met specificationsas stated in the subcontract.
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4.0 PROCUREMENT OF GOODS

Procurement of goods is a responsibility of the Finance Section. Only those individuals within the
Finance Section specifically authorized to do so can make financial commitments on behalf of FRA.

Materials and equipment can enter the site in a variety of ways. Some items are procured from the
onsite Fermilab stockroom. Orders from vendors may be placed via eMarketplace, ProCard, or
Purchase Requisition. Projects and experiments may have items that are procured through
collaborators or in-kind institutions and then shipped or transported to Fermilab.

Procedures for obtaining materials will vary across the laboratory due to the nature of the organization,
the type of order placed, the method of delivery, and which material receipt system has been specified
(e.g., being deliveredto a centralized receiving location or delivered directly to the requestor).

5.0 INSPECTION AND ACCEPTANCE TESTING

5.1 Stockroom Orders

The FRA stockroom procures items in varying quantities and maintains an inventory on site.
Inspection is the responsibility of the person making the withdrawal or the person that will use the
item in the field. Any item found to not meet the expected standard will be returned to the stockroom
and the stockroom staff will be informed of the deficiency. Items from the deficient batch shall be
checked for non-compliance with assistance from the appropriate S/Cl Representative(s) and/or the
FRA S/CI Coordinator. [2]

5.2 Purchase Requisitions and eMarketplace

Purchase requisitions and eMarketplace orders are filled out by requestors and established
Procurement processes are followed. Receiving is prepared to receive items from specified vendors.
Shipmentsarriving on site are inspected by Receiving personnel to verify quantities against what was
ordered. They also conduct a visual inspection of packaging material for obvious damage. Receiving
personnel do not perform verification to determine if all items meet the technical specifications as
stated in the subcontract; this is the responsibility of the requestor.

5.3 ProCard Orders

ProCard orders are processed directly by Division/Section/Project representatives authorized to use a
procurement credit card. Materials and supplies ordered via this method may be delivered to
Fermilab’s Shipping & Receiving at Warehouse 2 or directly to the building or location specified on
the order. [3] It is the responsibility of the personnel placing the order to verify materials and supplies
meet specifications and notify receiving. Documentation of inspection and acceptance of ProCard
orders may be required, see Section 7.0 — Incoming Inspection and Acceptance Form.

5.4 Hand Carried by Collaborators

Projects and experiments have collaborators from universities who may occasionally bring equipment
or components to site from their home institutions. In most cases, this may be a feature of the
collaborating institution’s contribution to the project or experiment. This method of transport may be
determined by the experiment or project due to concerns about damage to sensitive components during
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shipping or merely convenience. If this method is used, qualified personnel must perform the
appropriate incoming inspection and acceptance tests upon receipt of the material, component, or
equipment to verify that it meets the requirements of the project, experiment, or process. The results
of the inspection and acceptance shall be documented, and records maintained per record retention
policies. See Section 7.0 — Incoming Inspection and Acceptance Form.

If the items were procured on behalf of FRA and hand carried by a collaborator, project or experiment
personnel have the responsibility to ensure Receiving obtains the appropriate documentationto close
out the procurement. Documentation of the inspection or acceptance results may be required by the
project or experiment. The results must be included or referenced in the Incoming and Acceptance
Form (Section 7.0). If following APS-TD’s incoming inspection and receiving processes, complete
necessary requirements. [7]

Note: This method allows for the least control of items brought to site and is strongly discouraged.

5.5 In-Kind Contributions

The successful execution of Projects may rely on in-kind contributions from other domestic and
international institutions. In most cases, the in-kind contributions are procured via the particular
institution’s procurement processes. FRA is responsible for ensuring the specifications, operating
requirements, or constraints are appropriately identified, communicated, and translated to the
institution as input to their processes prior to fabrication or manufacturing. The project management
teams are responsible for identifying the appropriate incoming inspections and acceptance testing
required for these contributions; as well as identifying the individuals who are responsible for
performing the inspection and acceptance testing. This increases the probability that the FRA Project
specifications and expectations are met upon receipt at Fermilab or leased spaces. The FRA Project
personnel shall work with the Property and Logistics subject matter experts to ensure appropriate
systematic processes are followed for receiving in-kind contributions not procured by FRA. It is the
responsibility of FRA personnel to ensure the appropriate incoming inspection and acceptance tests
are conducted upon receipt of the in-kind contributions and verify all parties in the contribution receive
appropriate documentation to close out the contribution acceptance. Documentation of the inspection
or acceptance results may be required by the project or experiment. The results must be included or
referenced in the Incoming and Acceptance Form (Section 7.0). If following APS-TD’s incoming
inspectionand receiving processes, complete necessary requirements.[7]

5.6 Inspection Upon Receipt

The responsibility for inspection and acceptance resides with the requestor. If an item is found to be
defective, does not met the original specifications as stated in the subcontract, or is an incorrect part,
the requestor has the responsibility to work with the ProCard holder or Procurement to obtain the
proper replacement prior to official acceptance. [3]

In the case that material received is defective or nonconforming, there are a few different ways that it
is handled. If the material was procured through collaboration efforts, based on the collaborating
agreement, the collaboration may be contacted, and the project or experiment works with the
collaborator to resolve the issue with the collaborator’s vendor. In the cases where the material is
procured via FRA Procurement processes, Procurement is notified and personnel work with
Procurement to resolve the issue. In the case of in-kind contributions, the Project responsible for
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coordinating the receipt of the materials is responsible for developing specific plans of action for
substandard items arriving at Fermilab under these types of agreements.

If an itemis found to be counterfeit, the requestor must inform their D/S/P S/CI contact and the FRA
S/CI Coordinator. The S/CI Coordinator will determine the extent of the problem and follow the DOE
notification requirements as detailed in QAM Chapter 12020.[2]

Divisions/Sections/Projects, including experiments, are expected to have procedures in place to
evaluate incoming components and equipment, including a means to document the incoming
inspections and acceptance test results. If an item is identified as defective or non-conforming during
acceptance inspection/testing or it does not meet the technical specifications, or if procured, does not
meet requirements as stated in the subcontract; it must be tagged as such, removed from inventory,
and segregated from other items to prevent inadvertent use. Documentation of this information is
required along with the follow-up actions.

For procured items, Procurement is notified of defective or non-conforming items and the item(s)
returned to the vendor. It is important to note that Procurement is the laboratory representative to
communicate with the vendor and not the requisition preparer, requestor, or end user.

Currently, there is no formal lab-wide system for documenting acceptance inspections or tests. The
Incoming Inspection and Acceptance Form linked in Section 7.0 of this document provides a means
to document incoming inspections and acceptance results. Formally defined and approved processes
and forms are used by some groups to document inspections and acceptance testing (e.g. APS-TD)
[7]. Travelers are also utilized to store information about material throughout its lifecycle (design
through installation/commissioning). The form linked in Section 7.0 shall be used if no formally
defined and approved method for capturing incoming inspection and acceptance testing results is in
place.

As with inspection procedures, acceptance criteria must be developed by the individual project or
experiment personnel to suit the needs of the programs along with the method to document results. In
many cases, there may be no formally documented set of criteria, however, personnel may have a
series of steps that must be performed to accept the items. Examples would be testing purity on
cryogenic deliveries, load testing of power supplies, or computer hardware being “burn in” tested by
the Computing Division. However, resultsare to be documented for traceability purposes.

5.7 Closeout Requirements

Despite the method items are acquired by Fermilab, results of the inspection and acceptance shall be
documented, and records stored accordingly. All documentation and records shall be stored per the
D/S/P or Experiment’s documentation requirements which shall align with the Fermilab policies on
Records Management and Documentation Management and Control. [5][6]

6.0 REFERENCES
[1] QA Manual Chapter 12002 — Fermilab Quality Program

[2] QA Manual Chapter 12020 Suspect/Counterfeit ltems (S/CI) Program
[3] ProCard Users Guide
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230  [4] ERA Procurement Policy and Procedures Manual

231  [5] Policy on Records Management

232 [6] Document Management and Control Policy

233  [7] TD-2201 Flow of Parts and Assemblies Received at the Technical Division Component Storage

234 Facility
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7.0 INCOMING INSPECTION AND ACCEPTANCE FORM

Complete the electronic form viathe link above. The form is stored on a Fermipoint site which requires
the user to be logged in with Services account credentials. Upon completion of the form, send the
completed form as required by defined process by entering the individual(s) requiring distribution in
the “Email To” field. Then check the box “Send Email” and click update. These individual(s) will
receive an email with a link to the completed form. Possible distribution of information may include
the following stakeholders or interested parties:

e Procurement Specialist

e Accounts Payable

e Receiving (receiving@fnal.gov)

e Requestor

e Project Manager

e Lead Engineer/ Project Engineer

e Quality Assurance

Complete the form per the following instructions:

Step 1: Click on the following link: Incoming Inspection and Acceptance Form

Step 2: The following screen will appear, click on “+ New”.

QAR Information Quality Information and Collaboration .

sremiab - Quality Assurance

£ Quickedit [ Export to Excel ¢ Nintex Forms ¢ Nintex Workflow

Incoming Inspection Forms

Step 3: The following form will appear, populate it per the guidance below.
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The Project or Operational/Task/Activity that is
associated with the item being received.

An identifier for the item such as a serial number or
model number.

The Purchase Order (PO) number against which the
item was procured.

The line item of the PO that corresponds with this
item (as applicable).

The date the item was received.

The person(s) that performed the
inspection.

incoming

The date the inspection took place.

The type of inspection or testthat was performedfor
the incoming inspection, e.g. visual, functional,
measurement, etc.

The location the inspection or test took place.

The link to any reference documentation used to
conduct the inspection/test.

The traveler number associated with the
inspection/test if applicable.

A Dbrief description of the inspection or test
performed.

The location of the inspection/test results (e.g.
SharePoint site or log).

The result of the inspection (select one)

Immediate action taken if the item did not pass the
inspection (Required if “Failed/Don’t Accept “Do
NotPay” is selected in step 14.)

Identify individuals that require distribution of this
completed form, an email will be sent to these
individuals with a link to this form.

Check this box only whenyou want the email to go
outto the individuals identifiedin the previous step.
IMPORTANT: Emails will go out every time the
form is added or updated when this is box checked.

Add any attachments to the form.

2= Fermilab

Incoming Inspection Form

Praoject or Activity *

Equipment Identifier *

PO Number

Line Number

OE)

Date Received

@

Inspector(s) *

@ Inspection,Test Date

@

Project/Activity Information

]

Type of Inspection/Test
9 )Loca’.\cn of Inspection/test

Reference Document

@ Traveler #

Brief Description of Inspection
and/or Test

ocation of Inspection/Test
13 Documentation
Inspect\'on Result

@ Action Taken

(Required if item does not pass
inspection)

Inspection/Acceptance Details

Type the Web address

Text to display

(0 Passed/Accepted (Proceed With Payment)
() Failed/Don't Accept (Do Not Pay)

(0 Return to Vendor

() Other (Describe Below):

Emai\ To
@Send Email
Attachmen‘.s

O

@ Add Attachment

Save Cancel
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