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 SCALES MONTHLY CALIBRATION FORM 

Scales Number and Location:           

	MONTH
	DATE
	READINGS
	ACTIONS REQUIRED
	CORRECTIVE ACTIONS TAKEN
	INITIALS

	YEAR:
	
	A
Weight 1
	B
Weight 2
	C
Weight 1
	D
Weight 2
	YES
√

	NO

X


	Variances of :                                        +1% / –1% 

Take action
	

	January
	
	
	
	
	
	
	
	
	

	February
	
	
	
	
	
	
	
	
	

	March
	
	
	
	
	
	
	
	
	

	April
	
	
	
	
	
	
	
	
	

	May
	
	
	
	
	
	
	
	
	

	June
	
	
	
	
	
	
	
	
	

	July
	
	
	
	
	
	
	
	
	

	August
	
	
	
	
	
	
	
	
	

	September
	
	
	
	
	
	
	
	
	

	October
	
	
	
	
	
	
	
	
	

	November
	
	
	
	
	
	
	
	
	

	December
	
	
	
	
	
	
	
	
	


IMPORTANT NOTES:
· A separate sheet must be completed for each set of scales held in the location that are used for 

     Pay & weight use.
· Weights used for calibration must be purchases from the authorised supplier. Ensure the   calibration certification is held with the weights. 

· In each column: A (Weight 1) and B (Weight 2) enter the 2 calibrated weights you will be using to calibrate the scales

· In Column C - Place the calibrated weight you have stated in Column A (Weight 1) onto the scales and record the registered weight as displayed on the scales.
· In Column D - Place the calibrated weight you have stated in Column B (Weight 2) onto the scales and record the registered weight as displayed on the scales.

· Check the registered weight readings against the calibrated weights for accuracy. Record

     The corrective actions taken where any variance to the tolerance ranges of:
                                           +1% or –1% 
· If outside the tolerance ranges, the scales must be replaced or repaired as soon as possible

    and recorded above.
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