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1.0 PURPOSE

1.1 This documented information mima to provide steps (n outsourcing tests due to inatrument breakdown, reagents not
available, workload restrictions and tests not performed routinely In the laboratory,

1.2 To ensure that extarnally provided processes, products and services conform o requiremants

1.3 To determine the controls to be applied to externally provided processes, products and services whoen
n) prgduclo and sorvicen from external providers aro intended for incorporation into the organization's own products

and $0rvices,

b) products and services are provided directly to the customar(s) by external providers on behall of the organization;
C)a procenss, o part of procass, (s provided by an oxternal provider as a result of decialon by the organization.

1.4 To ensure that oxtarnally provided processes remain within the control of its quality management system,
b)define both the controls that it intends to apply to an extarnal provider and those it intends (o apply to the resulting
output,
c)take info consideration:
1) the potential iImpact of the externally provided processes, products and services on the organization's abllity to
conalstantly meet customer and applicable statutory and rogulatory requiroments,
2) the offactivaness of the controls applied by the external provider,
d) determine the varification, or other activiios, nocessary 1o ensure that the externally provided processes,
products and services moeel requirements

2,0 SCOPE

2.1 This procedure applies 1o laboratories operating under DOM accreditation and / or 150 17025,
3,0 RESPONSIBILITY

-

31 8¢ Quality Assurance lnspector
« dofines the need for outsourcing
« (dontifies the laboratory for outsourcing

3.2 Laboratory Analyst
« roviews the work done by the subcontractor for technical guality

4.0 DEFINITION OF TERMS

4.1 Outsourcing / Subcontracting - to commission the order including responsibllity for the work accepted by the
Inboratory to another laboratory,

4.2 Work = tasling job entrusted by the customer

5.0 PROCESS FLOW STEPS R I .
Mastar Copy Btwmp Copy Btwrn Imgontam Note Cogry Mesder! Mo, of Caplon fwsin
A ———————— LL - A
LAMEC WD This documented information is | \
abh BT, not to be reproduced in any form |- 2L

) PY without permission, and shall not || " —
Laiy be discarded unless superseded |, TR
Lt by a revised issue. = "
T 1A - N — ] 20
) AU
L 4..._.4._.._.:' i ! : .'.> 'fr *""’“




o ima

_ CALAMBA WATER DISTRICT &
TITLE: OUTSOURCING OF TEST PROCESS ——
| DOC. NO. CWD-OPN-007 | REVISION NO. 00 | EFFECTIVE DATE: Decombar 28, 2016 ___Pagedofd
(STEP | INPUT | BRO?:ES!S"F‘EM | OuTPUT | RESPONSIBLE
@ { The laborntory recoiven o requant from oliont 1o parform ] Laboratory Analyst
o b n apocific work o.g. methad — and number of samples
.
i The S Quality Assuranas Inspactor decides the work 3:., O‘;:(:"V Abanos
cannal be done beoause of hinited resources, alther emal
i tochnieal or pormannael
@ g The S Quality Assuranos  Inepeotor  aranges the ] Ur, Quality Assitance
[ tranafar of namplen (o the suboontimoting Inboratory | Inspaator
f l Out ad/fubeontrmet
@ The subcontiaotol parforms the work and sends back the ) wm u poaicl gy
ronults to tha laboratory vin courler ) | Analyws
. w,
® : |
, aal's { The Laboratory Analyst ahacks the results vereus e a Lishoratory Analys!
wampie want ") {
The ¢ Qualily Assurance Inspector shall attaoh the Finul Wator fir. Quality Asuirance
fasults of e tosts outsoiirond from oher wecreditod {-==f Anniyen Innpevtor
laboratory 1o the principal les) iaporin and p nin the Rowdre
@ fesults 1o the olient
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6.0 PROCESS DETAILS

~ Pagedof4

6.1 The luboratory recelves a requast from cliont Lo perform a specific work v.g. method — and number of samplos
6.2 The Sr. Quality Assurance Inspector decides the work cannot be done because of imited resources, either
tochnical or parsonnel

6.3 The Sr. Quality Assurance Inspector arranges the transfor of samplos 10 the subcontracting laboratory

6.4 Tha subcontractor performs the work and sends back the results to the laboratory via courier

6.6 The Laboratory Analyst chocks the resulls versus the sample sent.

6.6 The St Qualty Assurance Inspector shall attach the results of the tests outsourced from other accredited
Iaboratory to the principal test reports and presents the resulls (o the client,

7.0 RECORDS RETENTION

7.0 Active Retantion « indefinite retention pariod for currant or active documents for both electronic and hardcopy Master
Copy.

7.2 Inactive/Archival Retention — shall be kept for active throe (3) years or may request for an extension as deemed
necessary (hardcopy), for electronic/soft file; it ahall be kept In & separate folder named "Obsolete Mastor
Copy/Original®.

0,0 REFERENCE
0.1 180 90012016 QMS Standard
4.2 Quality Manunl (Optional) 4
8.3 180 17025:20085 General Requirements for the Compatence of Taesting and Calibration Laboratories

9.0 ATTACHMENTS "
9.1 Request for Analysis Form {

10.0 DISTRIBUTION LIST

COPY HOLDER NO.

ib

DEPT/SEC./COPY HOLDER
Cuonaeral anl_lg_or

Ll_:téqfngory (Quality COr_ur_t_:I Daylpuo_n) —j

Note 2: Master Copy Is In the cuktody of the Document Control Center
- END -
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