Metrology Logistical Support
Metrology Logistical Support personnel are needed to provide the resources necessary to maintain control of the lab standards and the recall system.
Definitions: Lab standards are any test equipment owned by the calibration laboratory that are used to provide traceable measurements to any other test equipment, whether customer owned equipment or any other lab owned equipment such as rental equipment, sales and surplus inventories. 

The recall system is the heart of any calibration lab, and is an integral part of the overall quality system. As such, the recall system is often the center of attention during an audit.
Although the work is non-technical in nature, the logistical personnel should have a basic understanding of calibration and traceability concepts, hierarchy of the lab standards and the types of calibrations performed by them, the company’s quality system, ISO and regulatory requirements and how they relate to calibration and traceability, etc.
Duties of Metrology Logistical Support personnel includes maintaining the recall system, tracking whereabouts of equipment, logistics associated with the purchase of new equipment, scheduling recall, and process shipments/returns from factory.  Due to the size and complexity of Metrology Logistical Support, the logistical personnel should not be involved in any other lab activity that would detract from their duties (e.g. being sent on-site to calibrate customer equipment). Conversely, someone who is a key person for a different department should not be given the responsibility of logistical support for the Metrology Department.

The logistical personnel will work in the Metrology department under the direction of the Technical Manager and Metrology Engineers, and will interface with shipping, receiving, purchasing, lab management, and divisions of the company who are the end users of lab standards. The breakdown of key activities are as follows:

Maintain recall system: 
The logistical personnel are responsible for the following:
· Use an appropriately configured database accessible to all who have the need-to-know about lab equipment, it’s status and whereabouts. 
· The database is to be used ONLY for lab standards, equipment, fixtures, and other associated apparatus, NOT for tools, supplies, furniture, computers or other items not related to calibration and production. 
· The logistical personnel will maintain file cabinets, forms, etc. in accordance with operation processes, and be able to direct those who need access to information in the files for things such as proof of traceability, etc.

New equipment acquisition: 
· The logistical personnel will initiate and complete any paperwork associated with the acquisition of new equipment, such as capital expense requests and/or purchase order requests to vendors specified by the lab management, Metrology engineers or Technical Manager.
· Once the purchase is approved by the Technical Manager, the logistical personnel will interface with the purchasing department to place the order and obtain status such as shipping time.

· Once the equipment is received, the logistical personnel will assign an asset number, track the costs for budgeting purposes,
· The logistical personnel will open a work order to add the equipment to the recall system and then turn over the equipment to the lab management to be distributed to the appropriate department for verification, validation, qualification, etc. to be put into production.

Standards Recall:
· The calibration recall cycle is assigned by Metrology Engineering and tracked by the recall system. The logistical personnel will call up the monthly Standards Due list, and consult with Metrology Engineering to see if any changes need to be made.
· The logistical personnel will open work orders for all items on the list, print and divide them up and forward them to lab management to be distributed to the appropriate department.

· Once the items have been calibrated by the technicians and the work orders have been checked by QA, the logistical personnel updates the inventory database with the due date, any expenses, man-hours, and other information.
· For items being sent to an off-site lab, the logistical personnel will coordinate with the end user to have the equipment moved the designated staging area (e.g. To Factory or Branch Lab shelf) at such a time when lab production will be minimally affected.

· For items that are repaired and calibrated by an external vendor, pricing will be obtained from vendors specified by the Metrology engineers or Technical Manager, and the logistical personnel will complete any associated paperwork such as To Factory form. Once approved by the Technical Manager, the logistical personnel will interface with the shipping department to ship the equipment and obtain status such as turn-around time.
· Once the equipment is received back, the logistical personnel will turn over the equipment and work order to lab management to be distributed to the appropriate department to be finished and closed out.

· The logistical personnel will track the costs for budgeting purposes, to include paperwork such as Service Reports.

