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PURPOSE

[bookmark: _Hlk152677607]The objective of Equipment Calibration Standard Operating Procedure (SOP) is to provide clear guidelines for Operational Departments within Namlog Group regarding Calibration processes on applicable equipment within the respective department. This SOP is intended to be used as a reference for all Namlog Equipment Calibration activities.

SCOPE

[bookmark: _Hlk152677912]The SOP is applicable to operational personnel who are responsible for Equipment Calibration in their departments.

PROCESS

1. The department HOD will be guided by the SMSA ZAF Calibration Register, listing the equipment, serial number, the applicable department, previous and next calibration date, and calibration frequency. 
2. Department HOD sends an email 30-days prior to the calibration expiry date, to the applicable calibration service provider requesting calibration.
3. Calibration service provider:
· Arrange a calibration date and time with the applicable Departmental HOD. 
· Perform calibration on the applicable equipment. 
· Attach a calibration sticker to the equipment.
· Send the calibration certificate via email to the relevant Departmental HOD. 
4. Department HOD:
· Receive the calibration certificate from the service provider.
· Forward the calibration certificate to the Commercial department for filling. 
· File the certificate appropriately.
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