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1. PREREQUISITE
[University Name] personnel responsible for purchasing, storing, maintaining, operating, utilizing, and/or calibrating or obtaining calibration services for measuring and/or test equipment shall be trained and qualified to perform their function.
2. REQUIREMENTS

The selection of Measuring and Test Equipment (see def. M&TE) shall be controlled to assure that such items are of proper type, range, accuracy, and tolerance to accomplish the function of determining conformance to specified requirements.

M&TE shall be stored, handled, and maintained:

A. In accordance with the manufacturer’s recommendations

B. In a manner that ensures M&TE integrity, accuracy, precision

C. In a manner that prevents damage or degradation to the M&TE and attached calibration status indicators.

[Name of University] M&TE shall be calibrated prior to use (if required).

Calibration and control requirements of this procedure do not apply to rulers, tape measures, levels, and other such devices, if normal commercial equipment provides adequate accuracy.

[Name of University] M&TE shall be calibrated and maintained in accordance with ANSI/ISO/IEC17025, ANSI/NCSL Z540.1‑1994 or ISO-9001, Calibration Laboratories and Measuring and Test Equipment General Requirements.

Rented or owned test equipment with current calibration documentation, brought on site by the [Name of University] or subcontractor/supplier vendors, must show evidence that calibration methods and procedures comply with the requirements ANSI/ISO/IEC17025, ANSI/NCSL Z540.1‑1994. or ISO 9001
The [Name of University] prior to using subcontractor/supplier M&TE for on-site measuring or testing, shall obtain from the subcontractor/supplier verification M&TE has been properly calibrated unless previously calibrated in accordance with 2.4.1.

M&TE overdue for calibration shall be tagged Out of Service-Calibrate Before Use, or equivalent tag as used by [Name of University] and segregated until re-calibration occurs.

2.1  [Name of University] M&TE that is reported as lost; out-of-tolerance; unable to calibrate; or noted as malfunctioning, damaged, or otherwise suspect, shall be reported to the [Name of University]. 
All [Name of University] M&TE that is out-of-tolerance; unable to calibrate; or noted as malfunctioning, damaged, or otherwise suspect shall be tagged out of service, segregated, and prohibited from further use.

Documentation shall be maintained regarding M&TE that is unable to calibrate; or noted as malfunctioning, damaged, or otherwise suspect shall be tagged out of service, segregated, and prohibited from further use.
M&TE which is repeatedly found to be out-of-calibration shall be removed from service and replaced.

Documentation required by this procedure shall be completed, maintained, and stored in a single location in a secure and protected environment during the full performance period of the contract.

All documents required by this procedure are considered as in-process QA records which shall be safeguarded against damage, deterioration, loss, theft, extreme environmental conditions, and infestations.

All required documentation shall be legible, reproducible, free from erasure, correction fluid, and/or correction tape, and completed in black indelible ink only.

NOTE:
When a correction to documentation is required, a single line shall be drawn through the information to be deleted; additional information, if needed, shall be recorded adjacent to the information being changed; and the individual revising the document shall initial and date each entry adjacent to the correction.

All required documentation shall be maintained by [Name of University] provided to the funding organization if requested or if specified in the contract scope of work.

3. REFERENCES

ANSI/ISO/IEC17025:2000, General Requirements for the Competence of Calibration and Testing Laboratories

ANSI/NCSL Z540.1-1994, Calibration Laboratories and Measuring and Test Equipment General Requirements (Replaces Mil-Std-45662)
















