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	STANDARD OPERATING PROCEDURE

	Department: Production
	SOP No.:

	Title: Cleaning, Operation and Calibration of Electronic Balance (Capacity 600 g)  
	Effective Date:

	Supersedes: Nil
	Review Date:

	Issue Date: 
	Page No.: 



	Vernacular SOP: No


	1.0
	OBJECTIVE:  

	1.1
	To lay down a procedure for cleaning, operation and calibration of electronic balance (Capacity 600 g).



	2.0
	SCOPE:  

	2.1
	This SOP is applicable for cleaning, operation & calibration of electronic balance in the Production area.



	3.0
	RESPONSIBILITY:

	3.1
	Officer, Executive Production Department:  Performing the operation & calibration

	3.2
	IPQA: To ensure and checking the calibration

	3.3
	Head Production: Compliance and implementation of the SOP


	4.0
	DEFINITION (S):

	4.1
	NA


	5.0
	PROCEDURE: 

	5.1
	Cleaning

	5.1.1
	Switch ‘OFF’ the main power supply of the electronic balance.

	5.1.2
	Open protective guard and clean with wet lint free cloth and finally clean with dry lint free cloth.

	5.1.3
	Clean the stainless-steel pan with wet lint free cloth and finally clean with dry lint free cloth.

	5.1.4
	Clean the bottom side of the balance and area with tissue paper taking care that no          Material or powder should remain inside the narrow opening or edges of the apparatus.

	5.1.5
	Clean the external surface of electronic weighing balance with wet lint free cloth and finally clean with dry lint free cloth.

	5.1.6
	Close the protective guards.

	5.1.7
	Frequency: Daily or whenever required

	5.2
	Operation

	5.2.1
	Ensure that instrument is clean and free from dust.

	5.2.2
	Check the Level of the balance (bubble position in center). Record it on the respective Annexure as ‘OK /Not OK’.

	5.2.3
	Switch ‘ON’ the mains.

	5.2.4
	Press Power key of the instrument, wait for weighing mode, to display 0.000 g on balance screen. Now balance is ready for operation.

	5.2.5
	Ensure zero reading on screen before any weighing. 

	5.2.6
	 Place the object to be weighed on the weighing platform of the balance. Balance will measure the weight of the object and display it. Wait till the reading on screen stabilize. 

	5.2.7
	Remove the Object

	5.2.8
	Turn ‘OFF’ the balance after use.


	         SYMBOL

    NAME

                 FUNCTION


Power Key  

( To power on and off the instrument


Counting / print key  

( Switch to piece counting mode  and initiate print command


Function/ left shift key

( Left shift selected digit during cal or other setup modes


Mode/ up shift key

( Switch between weighing units

( Up shift to change option of selected digit 

   Eq -   Change 0 to 1 to 2 to 3

( Switch to internal cont mode . Hold the M 

   button and switch on the machine


Tare / right shift key

( Tare the weight kept on pan

( Right left shift the selected digits during cal

   or other setup modes

( Manual accumulation

( Auto Zero setting – press, Hold the tare 

   button and switch on the machine


Zero/ Enter key 

( Zero the weight kept on the pan

( Enter key- Accept the selected setting and 

   exit from setting Mode

5.2.9 Key board Operation:


	5.3
	Calibration 

	5.3.1
	Auto calibration

	5.3.1.1
	Switch On the instrument, display with show 0.000

	5.3.1.2
	Put 1/3 weight of capacity of the balance i.e 200 g weight on the weighing pan.

	5.3.1.3
	Press zero key for two to three second display will show C-200, wait & calibrated weight which is applied on the pan.

	5.3.2
	Daily Calibration

	5.3.2.1
	Daily Calibration of balance should be performed at start of operation.

	5.3.2.2
	Place 200 mg standard weight on the pan with help of forceps

	5.3.2.3
	Note the displayed weight after the display is stable.

	5.3.2.4
	Repeat operation with 500 mg, 1g, 5g, 50g ,500 g standard weights. Note the displayed weight after the display is stable & record in Annexure- I and affix ‘CALIBRATION TAG’ as per SOP. 

	5.3.3
	Eccentricity calibration

	5.3.2.1
	Place the standard weights (200 g) at five different points of the platform (all the four corners and middle) for the checking the eccentric accuracy of the balance and record the same in Annexure- II

1: Left (upper corner) of platform

2: Left (Lower corner) of platform

3: Right (Upper corner) of Platform

4: Right (Lower corner) of platform

5: Middle of platform

	5.3.2.3
	Display weight at five locations shall be approximately same. Reading observed on balance should not vary more than 0.1 % of the standard weight.
	


	 
Left Upper corner
Right Upper corner


Middle

Left Lower corner



Right Lower corner

	5.3.2.4
	If the results are exceeding the acceptable limit, inform to maintenance department for necessary corrective action.

	5.3.2.5
	Ensure that the standard weights are certified by the measures department

	5.3.4
	Tolerance

	5.3.4.1
	Auto calibration test should pass for balance.

	5.3.4.2
	Daily Calibration Record of balance   +0.1 % of actual weight.

	5.3.4.3
	Eccentricity calibration calibration +0.1 % of actual weight.

	5.3.5
	Frequency

	5.3.5.1
	Auto calibration & Daily Calibration Record -- Daily

	5.3.5.2
	Eccentricity calibration - Monthly

	5.3.6
	If instrument is out of calibration, affix “OUT OF CALIBRATION” and call for service engineer. 

	5.3.7

	Fill the calibration status on metallic calibration label of the instrument, record the calibration results in Annexure-I & in Annexure-II.

	5.4
	Precaution

	5.4.1
	Balance should be placed on stable, vibration free and leveled support.

	5.4.2
	Balance should not be placed in hazardous area.

	5.4.3
	Clean the pan properly before and after use.

	5.4.4
	Always keep the protective guard of the balance closed.

	6.0

6.1

6.2

6.3

6.4
	ABBREVIATION(S): 

 g       :    Grams

mg     :    Milligram

SOP   :   Standard Operating Procedure

NA     :    Not Applicable

	7.0

7.1
	REFERENCE(S):
SOP: Status labeling 

	8.0
	ANNEXURE (S): 

	Annexure no.

Tittle of Annexure

Format no.

Mode

of Execution

Annexure I
Daily Balance Calibration Record (Capacity: 600 g)
Log Book

Annexure II
Balance Eccentricity inspection record
Log Book


	9.0
	DISTRIBUTION:

	9.1
	Master copy           : Quality Assurance (01)

	9.2
	Controlled copy (s): Production department (02); Quality Assurance (01)

	9.3
	Reference copy (s): Production department (01); IPQA (01)



10.0            REVISION HISTORY:
	S.No.
	Version No.
	Change Control No.
	Reason (s) for Revision
	Details of revision
	Effective Date

	01
	00
	NA


	New SOP
	NA
	NA


ANNEXURE I
Daily Balance Calibration Record (Capacity: 600 g)
Month / Year: __________

	Standard weights
	Tolerance
	Acceptance limit

	200 mg
	  0.0002 ≈ ± 0.010 g

	      0.190 - 0.210 g

	500 mg
	   0.0005 ≈ ± 0.010 g  
	      0.490 - 0.510 g

	1 g
	   0.001 ≈ ± 0.010 g
	      0.990 – 1.010 g

	5 g
	   0.005 ≈ ± 0.010 g
	      4.990 – 5.010 g

	50 g
	  ± 0.050 g
	     49.950 - 50.050 g

	500 g
	  ± 0.5 g
	     499.500- 500.500 g


	  Date
	   Spirit  

   Level
	Reading shown on Balance
	Remarks
	Ckd. By

	
	
	0.200 g
	0.500 g
	1.000 g
	5.000 g
	50.000 g
	500.000g
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Note:  *Record the Spirit level as Ok / Not Ok (Bubble position in center)
ANNEXURE II

Balance Eccentricity inspection record 
	Standard weight
	Tolerance
	             Acceptance limit

	200 g
	≈ ± 0.2g
	199.800 - 200.200 g



                       



                                The platform of the Electronic Balance (Capacity 600 g)

	Date
	Spirit Level
	Observed weight (in g)
	Done by
	Ckd. By

	
	
	1                

  Left   (Upper corner) of platform


	2               Left            (Lower corner) of platform


	3               Right               (Upper corner) of Platform
	4                 Right           (Lower corner) of platform


	5          Middle of platform
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Note: *Record the Spirit level as Ok/Not Ok (Bubble position in center)
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1





       Middle                


         5





Right Lower corner


4








Left Lower corner


2








