Standard Operating Procedure (SOP)
Calibration Certificate Generation and Archiving

SOP Number CC-001 Effective Date [Insert Date]
Department [Insert Department] Version 1.0
Prepared By [Name] Approved By [Name]

1. Objective

This SOP details the process of calibration certificate generation and archiving, including the accurate recording
of calibration data, verification procedures, certificate formatting, approval workflows, secure storage methods, and
systematic archiving. The objective is to ensure traceability, compliance with quality standards, and ease of retrieval for
future reference and audits.

2. Scope

This procedure applies to all calibration activities performed by [Company/Department Name] and the generation,
approval, storage, and archiving of calibration certificates.

3. Responsibilities

¢ Calibration Technician: Perform calibrations, record data, draft certificates.
¢ Quality Assurance (QA)/Supervisor: Review and approve calibration certificates.
¢ Records Management: Securely store and archive certificates, maintain retrieval system.

4. Procedure

1. Calibration Data Recording
a. Record all relevant calibration data immediately after completion using designated forms or
software.
b. Ensure all entries are legible, accurate, and complete, including instrument ID, calibration date,
reference standards used, results, and environmental conditions.
2. Verification of Data
a. Cross-check recorded data with reference standards and calibration procedures.
b. Any discrepancies must be investigated and resolved prior to certificate issuance.
3. Certificate Formatting
a. Generate calibration certificate in approved format (typically PDF or designated electronic system).
b. Include the following minimum information:
Instrument details (ID, description, serial number)
Calibration date
Calibration results and uncertainties
Reference standards used (with traceability)
Environmental conditions
Name and signature of technician
Approval signature
4. Review and Approval
a. Submit draft certificate for QA or supervisor review.
b. Upon approval, obtain electronic/digital signatures as required.
c. Finalize the certificate for release.
5. Certificate Storage and Archiving
a. Store approved certificates in a secure, access-controlled repository (digital or physical).
b. Ensure backup and disaster recovery measures are in place for digital archives.
c. Organize certificates systematically for easy retrieval by instrument ID, date, or other relevant
criteria.
d. Maintain archives for a period defined by company policy or regulatory requirements.
6. Retrieval and Audit
a. Implement a tracking system (index or database) for rapid search and retrieval of certificates.
b. Provide certificates promptly upon internal/external audit requests.

5. Records



Calibration data sheets

Callibration certificates (signed and approved)
Verification logs

Archival index/register

6. References
¢ [Relevant ISO/IEC standard, e.g., ISO/IEC 17025]

¢ [Company policy documents]
¢ [Industry guidelines as applicable]

7. Revision History

Version Date Description Author

1.0 [Insert Date] Initial release [Name]



	Standard Operating Procedure (SOP) Calibration Certificate Generation and Archiving
	1. Objective
	2. Scope
	3. Responsibilities
	4. Procedure
	5. Records
	6. References
	7. Revision History


