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1 Introduction
The purpose of this Operational Document is to establish a common approach amongst all IECEx Ex Certification Bodies (ExCBs) and Ex Test Laboratories (ExTLs), operating within the IECEx System, regarding the processes involved in the following:

· Assigning the creation of new or revised IECEx Test Report (ExTR) documents,

· Creating and approving new or revised ExTR documents,

· Distributing new or revised ExTR documents for use by member bodies,

· Completing existing blank ExTR documents,

· Modify the content of blank ExTR documents, and 

· Issuing and receiving ExTR documents.

IECEx Test Report (ExTR) documents include the IECEx Cover Sheet, the IECEx Test Reports, IECEx Test Report Addendum, and IECEx Test Report of National Differences.  Blank IECEx Test Report documents exist for the IEC 60079 series, IEC 61241 series, IEC 61779 series, IEC 62013 series and IEC 62086-1.

This Operational Document compliments the IECEx Operations Manual, OD 009.  Terminology has been aligned to comply with IECEx 02, 3rd edition. 

This document also establishes a common approach when testing and assessing products, including the testing and assessment of product model variations.

Changes incorporated into this Edition 2 include the process for:

· Assigning the creation of new or revised ExTR documents,

· Creating and approving new or revised ExTR documents,

· Distributing new or revised ExTR documents for use by member bodies,

· Completing existing blank ExTR documents, and

· Modify the content of blank ExTR documents.
2 ExTR Assignment and Distribution Process

2.1 ExTR Assignment

2.1.1 Request

The request for a new or revised ExTR document is basically made by an existing ExCB/ExTL, which has presumably received an application for testing and certification of product(s) falling under a determined standard.

The request shall be addressed to the ExTAG WG01 Convener in writing via email, with copy to the IECEx Secretariat at Christine.Kane@iecex.com.
2.1.2 Verification

Upon receipt of a request from an existing ExCB/ExTL for a new or revised ExTR document, the Convener shall check whether the requested addition or revision is:

· Already available;
· In process of being created by an already assigned ExCB/ExTL; or
· Not available.

If the requested ExTR document is already available or already in the process of being created, this information is conveyed to the requesting ExCB/ExTL.

If the request is for a new or revised ExTR document not already in process of being created, then responsibility to create the new or revised ExTR document will be assigned. 

2.1.3 Assignment

The ExTAGWG01 Working Group Convener will formally assign the ExCB/ExTL responsible to create the new or revised ExTR document.

If the request is for a new ExTR document not already in process of being created:

a) The requesting ExCB/ExTL will be asked if it is prepared to create the new ExTR blank document within a determined timeframe. However, as a pre-condition, the requesting ExCB/ExTL must have been accepted to issue IECEx System CoCs/ExTRs based on the relevant standard.

b) If the requesting ExCB/ExTL is not prepared to create the new ExTR blank document within a determined timeframe, the Convener immediately starts a formal consultation among other member ExCBs/ExTLs to seek a body willing to create the new ExTR document.

If the request is for a revised ExTR document not already in process of being created:

a) The ExTAGWG01 Working Group Convener will first consult with the Member that created the original ExTR document to determine if this Member is prepared to handle the requested revision within a determined timeframe.

b) If the Member that created the original ExTR document is not prepared to handle the requested revision, the requesting ExCB/ExTL will be asked if it is prepared to handle the requested revision within a determined timeframe. However, as a pre-condition, the requesting ExCB/ExTL must have been accepted to issue IECEx System CoCs/ExTRs based on the relevant standard.

c) If the requesting ExCB/ExTL is not prepared to handle the requested revision create, the Convener immediately starts a formal consultation among other member ExCBs/ExTLs to seek a body willing to create the new ExTR document.

If no Members are able to handle the request for a new or revised ExTR document, then the ExTAGWG01 Working Group Convener will notify the requesting ExCB/ExTL that their request will need to be held for future consideration.

When the assigned ExCB/ExTL completes the new or revised ExTR document, the assigned ExCB/ExTL shall forward the relevant ExTR document to the Convener in Word format via email.

For new or revised ExTR documents, the Convener will verify the correct Test Report Reference Number, layout, editing, etc. prior to submitting to the IECEx Secretariat for publishing of the ExTR document in the relevant area of the IECEx Web Site.

2.1.4 Distribution

The IECEx Secretariat informs the ExCBs and ExTLs about the publication through emails each time a new or revised ExTR is posted on the IECEx Web Site.

In addition, newly published ExTR documents are highlighted under a “Newly Published ExTRs and documents” headed table on the IECEx Web Site.
3 Guidelines on How to Create New or Revised ExTR Documents

3.1 General rules and formatting requirements

The following guide should be taken into account by the ExTR originator when creating new or revised test report forms:

File format   MS Word format, .doc

Font   Normal text: Arial 10 pt

Paper size   A4 (210 x 297 mm)

Margins   Top 1.3 cm, Bottom 1.3 cm, Left 2.2 cm, Right 2.2 cm

Language   English (US)

Test Report Form (TRF) Number   The TRF Number shall begin with the letters “ExTR” followed by the involved IEC standard number followed by an underscore “_” followed by the edition number followed by the revision level of the ExTR document.  

For example: “ExTR60079-6_3A” means the 1st revision level of the ExTR for IEC 60079-6, 3rd edition.

The ExTR originator shall insert this identification number in the appropriate field on the front page of the ExTR, and as a footer on every page including the front page.

ExTR Reference Number   The ExTR originator shall insert a header that reads “Report No.” at the top of each page after the first page.  This field is where the Issuing ExCB/ExTL inserts the ExTR Reference Number that is generated on the IECEx Scheme website, in addition to the appropriate field on the front page.

3.2 ExTR structure

An ExTR must be easy to fill in and should include no macros or protected fields, unless agreed upon with the ExTAGWG01 Working Group Convener. 

A blank Test Report package consists of three sections: ExTR Cover Sheet, Body (which may include Measurement details) and National Differences. 

The ExTL shall always complete the first two sections. If National Differences are included, then the ExTL shall also complete the appropriate third section.
3.2.1 ExTR Cover Sheet

A single ExTR Cover Sheet is the first section of every Test Report package and is applicable to all associated ExTRs that comprise the ExTR Body (see below). The Cover Sheet contains the general information common to all the associated ExTRs. 

The first page of the Cover Sheet contains such information as the names and addresses of the involved ExCB/ExTL and Applicant/Manufacturer, the standard used, whether National Differences were considered, the product name, Ex marking string and product rating. It also includes the signatures of responsible staff. An example of a completed first page is shown in Annex 9-1.

Pages that follow the cover page (normally three or more pages) contain specific information related to the Marking plate, Classification of installation and use, IP rating, Ambient temperature, General remarks / product information and Manufacturer’s controlled documents. An example of these subsequent pages can be found in Annex 9-2.

3.2.2 ExTR Body

This part of the ExTR is a standardized section consisting of one or more checklist documents that comment, clause by clause, on the requirements of all involved IEC standards. Each checklist document has an introductory page followed by the test case section that is structured as a checklist. Measurement details may also be included as part of tables that indicate measured values, specific test conditions, test remarks and additional testing information. 

Note: Explanatory notes in IEC standards are not detailed in the checklist by the ExTR Originator, nor commented on by the Issuing ExTL/ExCB.

The test case section is formatted into 4 columns. For practical reasons each column heading (below) appears as a table heading of this section, e.g. the whole section may be one table and the table heading is repeated at the beginning of each page.

When this is not practical, the table may be split into several smaller tables, however, the headers are repeated on each page.

In order to fully utilize the available space on each page, the typical width of each cell in the test case section should be as follows: 2.2 cm, 5.2 cm, 7.8 cm and 2.2 cm.
	Clause
	Requirement – Test 
	Result – Remark 
	Verdict


Clause: a reference to the standard’s clause or sub-clause

Note: Identical clause numbers of subsequent test cases are not repeated (printed) in the checklist.

Requirement – Test: the Clause heading or a summary of the Clause requirement and/or an abbreviated description of a test.

Different test case types for the Requirement – Test column may be presented in one of the following ways (each type is followed by an example).

Heading:
	Clause

	Requirement – Test 
	Result – Remark 
	Verdict

	4
	Apparatus grouping and temperature classification


Sub-heading:
	Clause

	Requirement – Test 
	Result – Remark 
	Verdict

	5.1
	Environmental influences
	


Regular test case:
	Clause

	Requirement – Test 
	Result – Remark 
	Verdict

	6.2
	Mechanical strength of equipment
	
	


When regular test case requires a specific result or comment in addition to the verdict, it needs to be identified by a dotted leader as in the example below:
	Clause

	Requirement – Test 
	Result – Remark 
	Verdict

	5.2.1
	Width of joints (L)
:
	25.4 mm
	Pass


Result - Remark: any information that results from column 2, such as a measured value, a remark or an explanation, if applicable.

Verdict: a judgment resulting from analysis of columns 2 and 3. Allowed verdict choices are:

Pass

N/A (Not applicable)

An example of a completed page from section two is shown in Annex 9-3.

3.2.3 ExTR of National Differences

This section applies to National Differences for one or more countries or groups of countries. 

Normally, the information for section three is provided by the Member Bodies at the time of the declaration of adherence.

The specifications as determined in Section 2 described above (“Test case section”) also apply to the National Differences.

An example of a completed page from section three is shown in Annex 9-4.

4 General Instructions for ExTR originators

ExTR originators should use the agreed ExTR Templates.

The “Requirement – Test” column in the ExTR is a summary of the requirement and the full text of the standard is not to be repeated.

All pages of each section in the Test Report, after the first page, should be numbered with the total of pages indicated.

The ExTR is a part of the conformity assessment, therefore, the wording used in the “Requirement – Test” column needs to be simple and needs to prompt for a clear “Pass” or “N/A” verdict.

Words such as “shall” and “should” are normally reserved for requirements in the standard. Since the Test Report requires a confirming verdict for each clause, it is necessary to use indicative rather than imperative phrases when abbreviating the requirements.

(Example: Instead of: “Time-delay fuse shall be used”, say “Time-delay fuse was used”.)

Use sub-header style in the ExTR when many regular test cases apply to the same sub-header. However, the use of too many sub-headers in a sequence without any regular test case entries that follow the sub-headers should be avoided when possible. It makes the ExTR too lengthy, difficult to handle and computerized.

The Test Measurement section of ExTRs may contain large tables. If it is not practical to continue the table using the “portrait” orientation due to the large size, the table may be designed and printed in the “landscape” format.

5 General Guidelines on Completing Existing Blank ExTR Documents

A blank Test Report consists of three sections. The Ex Testing Laboratory should complete as a minimum the first two sections.

A single ExTR Cover Sheet is the first section of every Test Report package and is applicable to all associated ExTRs that comprise the ExTR Body (see below). The Cover Sheet contains the general information common to all the associated ExTRs. 

The first page of the Cover Sheet contains such information as the names and addresses of the involved ExCB/ExTL and Applicant/Manufacturer, the standard used, whether National Differences were considered, the product name, Ex marking string and product rating. It also includes the signatures of responsible staff. An example of a completed first page is shown in Annex 9-1.

Pages that follow the cover page (normally three or more pages) contain specific information related to the Marking plate, Classification of installation and use, IP rating, Ambient temperature, General remarks / product information and Manufacturer’s controlled documents. An example of these subsequent pages can be found in Annex 9-2.

This second section of the ExTR is a standardized Body consisting of one or more checklist documents that comment, clause by clause, on the requirements of all involved IEC standards. Each checklist document has an introductory page followed by the test case section that is structured as a checklist. Measurement details may also be included as part of tables that indicate measured values, specific test conditions, test remarks and additional testing information. 

Note: Explanatory notes in IEC standards are not detailed in the checklist by the ExTR Originator, nor commented on by the Issuing ExTL/ExCB.

The test case section is formatted into 4 columns. For practical reasons each column heading (below) appears as a table heading of this section, e.g. the whole section may be one table and the table heading is repeated at the beginning of each page.

The first two columns titled: “Clause” and “Requirement-Test” are provided for reference only and should not be modified by the Testing Laboratory. For the complete text of the requirement, testing engineers should reference the standard. The next column, called “Result”, is to be completed as part of the investigation. In this column a measured value or an explanation shall be typed; anything that results from the requirement in column two. The fourth column confirms the compliance or declares the particular clause as not applicable (the verdicts can be either “Pass” or “N/A”). There are different test case types and the Testing Laboratory should pay attention to the type of the clause in order to correctly complete the ExTR. All test case types are explained in Annex 9-3.  

The third section contains information and test results according to declared National Differences. This section should be completed when requested by the manufacturer. An example of section three is attached as Annex 9-4.

When completing Test Reports for products, for which a whole clause of a standard is not applicable, after commenting on the main clause as being not applicable, all subsequent related sub-clauses can be deleted from the Test Report Body.

6 How to Create Addendums to the Original ExTRs

6.1 General

An Addendum Report can only be issued to the original Test Report. The Addendum should state that it is not valid without the original ExTR. The ExTR Reference Number that is generated on the IECEx Scheme website shall shall be clearly identified in the Addendum to allow for logical tracking of product changes.

Addendum Reports to the original ExTR can be issued to correct and/or include the following:

· applicant name/address changes;

· manufacturer name/address change;

· factory location name/address changes;

· changes in model/type designation;

· addition of similar new models/types; - (if none or limited testing is required)

· changes/corrections to electrical rating; - (if none or limited testing is required)

· product modifications; - (if none or only limited testing is required)

· new/alternate components added; - (if none or only limited testing is required).

NOTE 1 – There are two main reasons for issuing an Addendum Report, technical modifications to the originally tested products and corrections.

NOTE 2 – Engineering judgment should be used regarding the issue of a new ExTR versus an Addendum Report.

NOTE 3 – It may be necessary to modify the information contained in an ExTR several times.  However, if these modifications are due to technical changes to the certified product(s), they may result in a difficulty in understanding what is being covered.  Therefore, it is recommended, that for extensive product modifications, a new ExTR be issued.

6.2 Identification of Changes to ExTRs:

When a product is subject to technical modifications both the CoC under "Details of Certificate Changes (for Issues 1 and above)" and the ExTR Cover Sheet under “General product information” shall clearly identify the nature of such modifications and corrections, as applicable.

The following rules apply when modifying ExTRs:

1. Explain the reason for the issued Addendum on the ExTR Cover Sheet. Identify all changes made to the original Test Report (e.g., if there are new models added, explain differences and similarities between models; indicate if additional testing was required or not required and explain why).
2. List all clauses of the original Test Report that are affected by the changes. An example of a few completed pages from an Addendum is shown in Annex 4-1.

Annex 9-5

7 Issuing and Receiving ExTR Documents
As required by the IECEx Rules, IECEx 02, ExTRs are not to be used by manufacturers as a kind of certificate in the marketing of products. They are issued solely to help in obtaining national or regional certification from other ExCBs.

The ExTL shall pass the entire ExTR package (consisting of the Cover Sheet, Body and National Differences as applicable) directly to the ExCB for the completion of the ExTR. This does not preclude the ExTL providing a draft copy of the ExTR package to the manufacturer in order to verify that the details regarding the product are correct.

An issuing ExCB may pass the completed ExTR package directly to the manufacturer or on request of the manufacturer, may pass on the completed ExTR package to another ExCB.  If a receiving ExCB, receives the ExTR package from the manufacturer, they have the right to request an authenticated copy of the completed ExTR package directly from the issuing ExCB.

In case of reasonable doubt or regulatory requirements, a receiving ExCB has the right to request samples for inspection and/or photographs showing the complete equipment and details associated with the type of protection.

8 Final Comment
The purpose of the IECEx System is to facilitate multiple agency approvals under a single investigation. The ExCB/ExTL who receives a completed test report must have enough information to determine if the requirements of the standard have been met. It is important that the report explicitly shows how compliance was achieved.

When completing each sub-clause of the ExTR, comments indicating why the particular item passed or is not applicable should be included as necessary for clarity. Once submitted to another ExCB/ExTL, the report should provide sound, sufficient information to grant the certification without necessity to conduct any additional evaluation or testing. Therefore, whenever possible the Test Report should also be accompanied by additional information, such as photos, schematics, installation manual detailed component information and report on compliance with National Differences.

9 Guidelines on how to fill in the ExTRs

Annex 9-1 (to be included after initial comments on document)

Annex 9-2 (to be included after initial comments on document)

Annex 9-3 (to be included after initial comments on document)

Annex 9-4 (to be included after initial comments on document)

Annex 9-5 (to be included after initial comments on document)
*** End of Document ***
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