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1.0 Scope & Purpose 

This Work Instruction (WI) briefly defines the basics of using the Calibration Master Schedule Log and 

is intended to standardize the data entry format and minimum information required to be documented. 

Briefly define the programs functionality, purpose, intent and capabilities – what it does and does not 

do. 

2.0 General Overview 

As shown below, the GagePac Calibration Data Folder on line has 5 basic elements. 

 Calibration Master Schedule Log 

 Gage Certifications – Masters Folder 

 Gage Certifications - Measurement Instruments Folder 

 Plus a set of backup records saved for calibration records beyond 3 prior calibration cycles. 

 And, an Avery 6467 Label - 80 Per Pg – Calibration Label Template 
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3.0 Process and Documentation 

The QA/Engineering Manager or designee creates the Calibration Master Schedule Log. 

The QA/Engineering Department Representative or designee maintains the Calibration Master Schedule 

Log. 

All employees are required to check each instrument used as a media of product acceptance prior to use. 

If an instrument is found to be within 30-days of calibration due date, it is recommended that said 

instrument be submitted to the QA/Engineering Manager or designee for re-calibration. 

If an instrument is found not to be past the scheduled calibration due date, said instrument is be 

submitted to the QA/Engineering Manager or designee for appropriate corrective action and issuance of 

a QDR, if required per QAM, Section 4.5. Actions may require customer notification to segregate 

suspected discrepant material. 

The QA/Engineering Manager or designee shall at a minimum, perform a monthly Calibration Master 

Schedule check and notify the appropriate instrument custodian of a required gage re-call and  re-

calibration. 

3.1 Gage Certifications – Masters Folder 

As shown below, this folder is some-what self explanatory. 

All gages in this folder are to be use for calibration purposes only and are not to use as a media of 

product acceptance. 

All calibrations of instruments in this area must be calibrated by an accredited calibration lab as 

defined in QAM, Section 4.6 and 4.7. 
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The QA/Engineering Manager or designee shall scan all new master gage certificates of calibration 

into the master gage folder and record the initial gage data in the Calibration Master Schedule Log 

prior to official release for use as shown starting with section 3.5 and on of this WI. 

3.2 Gage Certifications - Measurement Instruments Folder 

As shown below, this folder is some-what self explanatory. 

All gages in this folder are to be used for as a media of product acceptance. 

All calibrations of instruments in this area can be calibrated in-house by the QA/Engineering 

Department Representative or designee or, may be sent out to an accredited calibration lab as 

defined in QAM, Section 4.6 and 4.7. 

The QA/Engineering Manager or designee shall scan all new inspection instrument certificates of 

calibration into the measurement gage folder and record the initial gage data in the Calibration 

Master Schedule Log prior to official release for use as shown starting with section 3.5 and on of this 

WI. 
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3.3 Avery 6467 Label - 80 Per Pg – Calibration Label Template 

After many years of trial and error, this label format appears to be the most universal for day-to-day 

use. 

As noted in sections 3.1 and 3.2, the labels make the calibration task and re-certification uniform and 

easy to see an instrument’s calibration status. 

As shown below, the calibration label can be on the physical instrument or, in cases where an 

instrument case is used, the case can be used for the label. 

Additionally, if calibrated by an out-side source or lab, the calibrating facility my use their format 

with the key element being traceability to the Master Schedule Log ID sequence log. 

All calibration labels must have the following information visible on the label: 

 Trace ID/serial number as cataloged in the Calibration Master Log/Record – preferably the log 

ID number as recorded in the log. This keeps the gage records sequential and easily tracked. 

 Actual date of calibration 

 Next calibration due date 

 Initials of person that performed the actual calibration task 

 And initials of the Calibrated By person. 

 

NOTE: 

IT IS REQUIRED THAT THE CALIBRATION STATUS BE 

CHECKED AT EVERY USE. 
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3.4 Master Calibration Log Backup, Use of 

As the calibration program only maintains 3 calibration cycles per gage, the backup copies can be 

used for additional gage calibration history. 

Backups are automatically generated when new calibration data is added to the master calibration 

schedule log. 

A maximum of 5 backups can be automatically maintained. Older backup are normally stored in an 

archive folder. 

3.5 Master Calibration Log, Use of 

The Master Calibration Schedule Log is the critical element of the documentation process and 

maintaining compliance to the companies established QMS procedures for calibration control. 

As shown below, when opening the log, you will notice several features of the program. 

 Total number of gage records 

 Next gage ID number to be used 

 When the first Master Gage is due calibration. 

 Next gage calibration due date. 

 And, an activate gage calibration procedure button. 

Once the Excel file is opened, you will see the above screen display with 2 tabs. 
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The first tab is the current overview of records status as noted above. 

The second tab is the actual calibration log data as shown below. 

A full report can be published from this sheet as a hard copy or PDF. 
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3.6 Calibration Process/Data Entry Popup, Form Overview 

A single click on the calibration button will bring up a data entry form to use to add new gages, 

modify already entered gages or calibration performance. 

There are 3 tabs on the data input form. 

 Use the first tab to enter a new gage or to recall a gage record after calibration 

 Use the second tab to enter calibration data and calibration procedures 

 The third tab is to adjust gage R&R data boundaries – i.e. % of use and cycle adjustments. This 

element is used in the R&R calculations to adjust calibration cycle schedules. 

The Gage Log Data tab is the start-point for all other gage data functions. 

The following page shows the fundamentals of establishing a newly purchased or added gage to the 

QMS as noted in QAM, Section 4.6 and 4.7 

A couple of key notes to remember when entering a new gage: 

 Initial gage data can only be entered once in the life of the gage and only the programmer has 

access to modify a gage record. 

 Once the initial gage calibration results are entered off the first-time gage calibration and it is 

recorded, it cannot be modified as this data is used for all future calibration cycle adjustments 

and in calculating schedule adjustments. Again, only the programmer can modify a record in 

the database. 
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 Once a gage ID sequence number has been given to a gage, it cannot be changed as that 

sequence number is now permanently assigned to that specific gage and/or gage serial 

number. 

 Once a calibration procedure has been established, it is recommended that the procedure 

NOT be modified as once modified; the data will not match the initial data and voids the 

gage R&R calculations. i.e. The cycle adjustments will default back to the original cycle 

schedule. 

 Once data has been entered, the transaction cannot be reversed. So check your entries before 

you click the Add or Update button. 

 And lastly, even if a gage is serialized, it is recommended to stay with the sequential 

numbering system. There is a place in the data record for recording the gage serial number 

for traceability. 

3.7 Calibration Process/Data Entry Popup, Gage Log Data Tab 

As shown below, the initial gage setup is fairly simple and the majority of the data and/or gage 

information will be recorded on the gage manufactures original certificate of calibration. 

There are several drop-down menus to help simplify the process. 

 Gage Type 

 Gage Units 

 Gage Owner 

 Gage Location 

 Gage Status 

 Record Created by 
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This helps standardized the database information for future review, sorting and report 

summarization. 

The initially entered information recorded on this tab should not change, with one exception. 

When the gage record is retrieved, this tab will automatically populate with the gage record and once 

the initial record has been recorded, upon record recall the information in the dark-green block will 

change to the new scheduled calibration due date. 

3.8 Calibration Process/Data Entry Popup, Gage Calibration Data Tab 

Shown below is a recalled record of the initial gage setup recalled based on the recorded data from 

the gage manufactures original certificate of calibration when it was initially recorded. 

Some elements to notice on this form. 

In the Initial Entries column is the first-time calibration data generally recorded off the 

manufacturers Certificate of Calibration. 

You’ll notice that the information is in phantom (No-Editable). This is a permanent record of the 

gages condition when placed in service. 

Once the gage has cycled through one calibration, the second column, Prior Calibration, will auto-

populate with the last recorded calibration record data. 
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All new and subsequent calibrations are to be entered in the New Calibration Entries column. 

There are drop-down menus that can be changed. The Calibrated By and the Gage Status. 

Also note the Master Gage Number. This gives traceability to the standard used for the calibration 

procedure. 

3.9 Calibration Process/Data Entry Popup, Gage R & R Data Tab 

The Gage R&R Data Tab shown below starts with a standard use setting of 75% and a calibration 

cycle set at 365 days. 

The gage R&R that is performed by this program is not a true gage R&R but is a simplified form 

using a zero deviation base. The logic looks over two calibration cycles and based on the initial gage 

calibration data, will plus 10% if no deviation is found or minus 25% if an adjustment is required or 

deviation is recorded. 

It is recommended that the settings on this tab not be adjusted except by QA/Engineering or a trained 

designee. 
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4.0 Data Entry Process 

The following process defines standards to be used with the Master Calibration Schedule Log. 

Following this procedure will establish an auditable trail for traceability to the standards used for the 

calibration system. 

4.1 Calibration Process/Data Entry Popup, Gage Log Data Tab, New Gage Record 

When starting a new Gage record, you must first collect all the data available for the gage being 

added to the calibration system. 

Calibration is a 3-part process. 

 Visual inspection of the gage and all of the working parts. i.e. Does the gage show signs of proper 

care or signs of misuse. 

 Does the gage have history? i.e. Is there evidence of a prior calibration or a C of C. 

 What gage data is available for review? i.e. Gage Manufacturers C of C, etc. 

Once it has been determined that the gage is a candidate for active service, we can start the Gage 

Calibration Program. 

Start with 3.5, then go to 3.6 and next 3.7 to get to the following screen: 
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Notice, on the prior print screen, the Add New Gage button shows active. This button is only active 

on a new gage entry and will phantom after its initial use. 

Enter all the appropriate data as shown below. 

After all the data has been added, move to the Gage Calibration Data Tab. 

If the gage is new, the Calibrated By would be Lab and If used but new in the system, select the 

calibrated by and enter the appropriate master gage that you will be using to calibrate this gage. 
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As this is a new gage to the system, you need to first define a Calibration Procedure. If it is not on 

the manufacturers C of C, you can establish a procedure using a prior similar gage or build your 

own, providing the best distribution of the full range of the gage, as shown in the prior example. 

Next, use the New Calibration Entries column to enter actual data either as recorded by a lab or you 

check and record. Reference Section 4.2 of this WI for details. 

The last item is to check the R&R Tab record. If the manufacturer has a recommended cycle, use the 

drop-down menu to select the appropriate cycle schedule. The default would be 365 days. 

If the default usage is not 75%, you can change it to what you feel will best represent the actual 

estimated gage usage by using the drop-down menu and selecting the appropriate usage percentage. 

Do a final review of all the entered data and if acceptable, press the Add New Gage button to record 

the transaction. 

Once the data has been recorded, the form will clear and the Add New button will go phantom and 

you can click the cancel button to exit the data entry form or re-enter the gage sequence number and 

click the Find Gage Record button to pull up the record you just entered. 

With the re-called data record, you can create a calibration label and place it on the gage or case as 

shown in section 3.3 of this WI. 
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4.2 Calibration Process/Data Entry Popup, Gage Log Data Tab, Calibration 

When starting a calibration procedure, complete a visual inspection for elements that may be reason 

to pull the gage from service and if acceptable, enter the gage number and click the find gage button. 

Next, select the Gage Calibration Data Tab and using the specified Master Gage and following the 

Calibration Procedure as noted, record actual as shown above. 

If the gage requires adjustment to be within specification, note any adjustments in the comments 

section on the Gage Log Data tab. 

Once all the data has been documented, make sure you identify the Calibrated By, using the drop-

down menu. 

The final item is the click the Update Gage button and you’re almost complete. 

The final item is to replace the old calibration label with the updated information and attach the new 

label to the gage or case as shown in section 3.3 of this WI. 

5.0 Reference Documents 

 QAM 

 WIs 1.0 thru 9.0 

 ~QA (Job-WO) (NSN) Data Entry Workbook 

 Form QA 001 

 Form QA 002 
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