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1 Scope

This Information material presents general requirements for the content,
order of measurement work and paperwork following the performance of the
metrological supervision in respect of condition and use of measuring instruments,
implemented measurement methods, measurement standards of units, observance
of metrological rules and regulations contained in normative documents on
ensuring the uniformity of measurements (hereinafter referred to as metrological
supervision), performed by Metrological Services of legal entities.

1.2  This Information material is intended for those Metrological Services
of legal entities that carry out internal metrological supervision as well as offer it
as a service to an outside organization.

1.3 The scope of application of this Information material encompasses:

- manufacture of products, including measuring instruments;

- pre-packaging of products into packages;

- testing, verification and calibration of measuring instruments and
technical devices with measurement functions, along with certification of testing
equipment;

- use and application of measuring instruments and testing equipment;

- maintenance and repair of measuring instruments, testing equipment,
technical devices with measurement functions;

- certification and application of measurement methods, control

methods, including control of the quantity of prepackaged goods in packages;




- activities within the areas of state regulation for ensuring the
uniformity of measurements in accordance with national laws, as well as outside
state regulation;

- activities involving certification of products and services;

- activities in the field of energy efficiency.

2 Terms and definitions

In this Information material the following terms and definitions are used:

2.1 metrological supervision: control activity performed by a
Metrological Service of a legal entity to regularly check the observance of
metrological requirements both in the areas of state regulation and non-state
regulation in order to prevent violations, as well as elimination of violations found

during supervision activities

2.2 metrological service: a legal entity, subdivision of a legal entity or
association of legal entities, an employee (employees) of a legal entity, or a self-
employed entrepreneur, or a subordinate organization of a federal executive
authority, its subdivision or executive officer, performing works and (or) rendering
services to ensure uniformity of measurements and acting under the regulation on a

metrological service;

2.3 metrological requirements: requirements to characteristics
(parameters) of measurements, measurement standards of units, certified reference
materials (including a requirement for the quantity of prepackaged goods in
packages), as well as to conditions at which these characteristics (parameters)
should be ensured in case those characteristics and conditions influence the results

and accuracy indices of measurements.

2.4 statutory metrological requirements: metrological requirements
established by national legislative documents which are mandatory in the territory
of the COOMET member-countries.



2.5 measuring instrument: a device used for making measurements,

alone or in conjunction with one or more supplementary devices [1].

2.6 certified reference material: sample of substance (material) with
the values of one or more quantities, established on the basis of the test results,

characterizing the composition or property of this substance (material)

2.7 technical systems and devices with measurement functions:
technical systems and devices which perform measurement functions in addition to

their basic functions.

2.8 technical requirements for measuring instruments: requirements
which define specific features of design of measuring instruments (without
restriction of their technical improvement) for the purpose of preservation of their
metrological characteristics while measuring instruments are in operation,
achievement of reliability of a measurement result, prevention of non-sanctioned
adjustment and tampering, as well as requirements ensuring safety and

electromagnetic compatibility of measuring instruments

2.9 type approval of reference materials or measuring instruments: a
decision, documented in accordance with the established procedure, concerning the
recognition of conformity of a reference materials type or a measuring standards
type with metrological and technical requirements (characteristics) on the basis of
the results of reference materials or measuring standards testing for the purpose of

type approval.

2.10 measurement standard of a unit:  realization of the definition of
the given quantity with the determined quantity value and measurement

uncertainty related to it, which is used as a reference [1].

3 General

3.1 Objects of metrological supervision

Obijects of metrological supervision are as follows:



- condition and use of measuring instruments, measurement standards,
reference materials, technical devices with measurement functions, testing and
monitoring equipment, and access control systems used in spheres both regulated
and non-regulated by the government;

- state of measurement methods and their application in spheres both
regulated and non-regulated by the government;

- measurement results;

- observance of metrological rules and regulations specified in
regulatory documents, including requirements for the quantity of prepackaged
goods in packages of any kind,

- implementation of procedures of verification, calibration of measuring
instruments, certification of measurement methods and testing equipment,
certification of access control systems;

- other objects of metrological supervision, regulated by metrological
rules and regulations relevant to the specific character of the activity of the

enterprise.

3.2 Procedure for introducing metrological supervision

3.2.1 Metrological supervision can be introduced by:

- inclusion of an appropriate paragraph in the Regulation on
Metrological Service of a Federal Executive Body or legal entity (hereinafter
referred to as “enterprise”);

- issue of an administrative decision (order) of the Head of an enterprise
or an instruction of a Federal executive body, indicating the scope of metrological
supervision, persons responsible for performing metrological supervision, and their
rights and obligations;

- issue of an administrative decision (order) of the Head of an
enterprise, caused by exceptional circumstances, such as reclamation letter

received on products, customers' complaints and requirements, need to find the
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root cause of a sustained defect, need to find the causes of danger to human health
or environmental pollution, etc.

3.2.2 The persons assigned by the Head of an enterprise to perform
metrological supervision activities may be empowered by an administrative
decision with the rights of “inspectors for ensuring the uniformity of

measurements” at this enterprise.

3.3 Frequency of metrological supervision

3.3.1 The frequency of metrological supervision is determined by the Head
of a Metrological Service of an enterprise.

3.3.2 The Head of a Metrological Service issues an order by which a
commission is established to carry out an inspection and its chairperson is
appointed.

3.3.3 The persons, appointed by the order of the Head of an enterprise as
inspectors for ensuring the uniformity of measurements, are entitled to perform
metrological supervision on their own, without any commission established,
according to the determined frequency or to the order of the Head of a
Metrological Service.

3.3.4 The frequency of metrological supervision ensures a systematic
approach that allows taking timely actions when finding, preventing and
eliminating any violations found.

4 Metrological supervision activities

4.1 Metrological supervision of the condition and use of measuring

instruments, technical devices with measurement functions, testing

equipment, and access control systems

The metrological supervision of the condition and use of measuring
instruments, technical devices with measuring functions, testing equipment, access

control systems includes checking of:



- the correctness of attribution of measuring instruments, technical devices
with measuring functions, testing equipment, access control systems to the
technical devices used in the areas of state regulation for ensuring the uniformity of
measurements (which includes making a list of measuring instruments subject to
verification);

- a calibration status of measuring instruments. Evidence of traceability
of measurement results of verification (calibration);

- a properly fulfilled calibration, and, where necessary, verification of
measuring instruments, and the availability of documentary evidence certifying the
competence of the laboratory to fulfill these activities in accordance with the
requirements of international standard ISO/IEC 17025 General requirements for
the competence of testing and calibration laboratories;

- the compliance of the procedure for calibration and verification of
measuring instruments, certification of testing equipment, reference materials and
certification of access control systems with the requirements of regulatory
documents;

- verification marks, calibration marks (stamps), verification
certificates, calibration certificates or other documentary evidence confirming the
fact of conducting verification, calibration or certification;

- the compliance of verification (calibration, certification of testing
equipment) intervals with the requirements of regulatory documents;

- the presence and integrity of verification marks (for the whole measuring
instrument and for security part only), and calibration marks (stamps);

- the absence of damages or excessive wear of measuring instruments,
technical devices with measuring functions, testing equipment, access control
systems, which are likely to affect their metrological characteristics during their

use,



- the correct use of measuring instruments, technical devices with
measuring functions, testing equipment, access control systems for the purposes
for which they are designed;

- the compliance of operational conditions for objects of metrological
supervision with the requirements prescribed in regulatory documents
(correspondence of external influencing factors to the established norms, in terms
of humidity, pressure, clean environment, vibration, etc.);

- the proper assembly and installation of measuring instruments,
technical devices with measuring functions, testing equipment, access control
systems;

- the proper tuning and adjustment of measuring instruments, technical
devices with measurement functions, testing equipment, access control systems;

- the completeness and quality of the package of measuring instruments,
technical devices with measurement functions, testing equipment, access control
systems;

- the proper maintenance and repair of measuring instruments, technical
devices with measurement functions, testing equipment, access control systems in
accordance with the requirements given in regulatory documents on maintenance
and repair works; the required conditions for performing these works and the
compliance of the personnel qualification to the specified requirements;

- the proper storage of measuring instruments, technical devices with
measurement functions, testing equipment, access control systems, which are not
In constant use;

- the compliance of measuring instruments, technical devices with
measurement functions, testing equipment, access control systems, their layout and
installation with general technical requirements and safety regulations, as well as

environmental protection requirements.

4.2  Metrological supervision of measurement methods



The metrological supervision of measurement methods includes checking of:

- the availability of certified measurement methods used in the areas of
state regulation and documents confirming their certification;

- the correct determination of metrological characteristics of
measurement methods, which are used in the areas of non-state regulation;

- the compliance of the actual conditions of measurement method
application with the conditions prescribed in the document describing a
measurement method,

- full and correct fulfilment of the procedure and presentation of
measurement results in accordance with the requirements of the document

describing the measurement method.

4.3 Metrological supervision of measurement standards of units,
certified reference materials of composition and properties of

substances and materials

Metrological supervision of measurement standards of units, certified
reference materials of composition and properties of substances and materials
(hereinafter referred to as “measurement standards”) includes checking of:

- the available evidence of traceability to national (international)
measurement standards and of verification certificates (certificates on calibration)
for measurement standards;

- the available schedule of verification (calibration) of measurement
standards and its fulfilment;

- the available contract(s) with national (regional) metrology centers or
other legal entities to carry out verification (calibration) of measurement standards;

- the compliance of operation and storage conditions for measurement

standards with the requirements of regulatory documents.



4.4 Metrological supervision of the compliance with metrological rules
and regulations, regulatory documents to ensure uniformity of

measurements

Metrological supervision of the observance of metrological rules and
regulations, regulatory documents to ensure uniformity of measurements includes
checking of:

- the full package of updated regulatory documents concerning
metrological activities of a legal entity;

- the fulfilment of the requirements concerning the organization and
carrying out of measurements and tests by the divisions of a legal entity;

- the conditions under which measurements, tests, as well as
verification and calibration of measuring instruments are carried out;

- the qualification of the personnel involved in performing
measurements, tests and verification (calibration) of measuring instruments in
accordance with the requirements established in regulatory documents for these
types of activities;

- the correct use of units permitted by regulations or units specified by a
customer, their multiples and submultiples;

- the correct use of names and symbols of units, their multiples and
submultiples;

- the correct designation of metrological characteristics of measuring
instruments and measurement methods in accordance with the required form and in
the proper place;

- the correct use of names and symbols of measuring instruments and
measurement standards;

- the correct choice of measuring instruments and measurement
methods, depending on the tolerance for the parameter under control and for the

error (uncertainty) of measurements;



- the availability and documentation of the results of internal
supervision of the quantity of prepackaged goods in packages of any kind, in
accordance with the established requirements;

- the correct certification of access control systems, control samples of

products and defects.

4.5 Checking of timely submission of measuring instruments for type

approval testing, as well as for verification and calibration

The checking shall establish:

- the availability of newly developed measuring instruments and the
need to submit them for type approval testing, availability of type approval
certificates for imported measuring instruments;

- the availability of a list of measuring instruments under state
regulation, with the time of verification scheduled and agreed by regional
(national) metrology centers or other legal entities entitled to carry out verification;

- the availability of a schedule of measuring instruments calibration;

- the compliance with the procedure of submitting measuring
instruments for type approval testing, fulfillment of schedules of measuring
instruments verification and calibration;

- the availability and fulfillment of a schedule of testing equipment

certification.

4.6 Objects, scope and functions of metrological supervision at any

particular enterprise

4.6.1 The list of objects subject to metrological supervision should
preferably be made specific to the greatest possible extent.

The objects subject to metrological supervision may be presented by
itemized lists of measuring instruments, measurement standards, measurement
methods, testing equipment, access control systems, with the indication of their

operational location and the priority in carrying out metrological supervision in
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terms of probability and severity of consequences of technical and metrological
requirements violations.

4.6.2 The description of the scope and functions of metrological supervision
should also be detailed, corresponding to the objects of metrological supervision.
Sometimes metrological supervision may have functions of metrological
supervision of the preparation of design documents and specifications, i.e.
metrological expert evaluation.

4.6.3 Metrological supervision functions may cover the compliance with
metrological requirements for technological processes of product manufacturing,
namely: manufacturing of measuring instruments, certified reference materials,
product samples for testing, samples for detecting damages, prepackaged goods in

packages, products made according to recipes, etc.

5 Procedure for performing metrological supervision

5.1 The procedure for performing metrological supervision carried out by
a Metrological Service of a legal entity should be established in a regulatory
document approved by the Head of this legal entity [enterprise (organization)
standard, regulation, instruction, etc.].

5.2 The procedure for performing metrological supervision at a large
enterprise or a holding company may involve multi-level performance of
metrological supervision, including persons responsible for the condition and use
of objects of metrological supervision at the operational location, Heads of relevant
departments/divisions, inspectors for ensuring the uniformity of measurements at
the enterprise, an enterprise (holding company) official, who determines the policy
of metrological support of the enterprise (holding company), specifying the
functions and technique for documenting the results of metrological supervision at
each level.

5.3 There may be operational inspections within metrological supervision,

carried out by inspectors for ensuring the uniformity of measurements at the
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enterprise (organization), and scheduled (unscheduled) inspections, carried out by
a Commission. A regulatory document specifying the procedure for performing
metrological supervision also defines the membership of the Commission,
principles of its formation and authority of its members.

5.4 The procedure for performing metrological supervision should include
not only the procedures for detecting violations of metrological rules and
regulations, but also the procedures for taking actions to eliminate the violations
found and avoid them in the future.

5.5 The procedure for performing metrological supervision should be
established taking into account the cooperation of the inspectors for ensuring the
uniformity of measurements at the enterprise with the persons responsible for the
condition and use of the objects of metrological supervision at the enterprise and
with other persons whose authority covers the objects of metrological supervision.

5.6 The procedure, scope and conditions of metrological supervision
provided as a service to an outside party on a contract basis, are defined by the

terms of this contract.

6 Presentation of the results of metrological supervision

6.1 According to the procedure for performing metrological supervision at
an enterprise the results of metrological supervision may be presented by
implementing one of the options below or a combination thereof:

- a person, acting as an inspector for ensuring the uniformity of
measurements at an enterprise, keeps a log-book where the information on
performing metrological supervision is registered, along with all updated
information concerning carried out inspections, including the date of inspection;
list of objects of metrological supervision subject to an inspection; scope of an
inspection and other data needed for subsequent analysis;

- there should be in the department, where the objects subject to

metrological supervision are in service, a log-book for monitoring the condition of
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the objects of metrological supervision, the keeping of which is assigned to the
persons responsible for the condition and use of these objects;

- an Inspection Report should be drawn up either by an inspector(s) for
ensuring the uniformity of measurements at an enterprise or by the Commission

assigned by the management of an enterprise.

6.2 If an inspection which is a part of metrological supervision is carried
out by a Commission, drawing up of an Inspection Report (Annex A) is
mandatory.

The Chairperson of the Inspection Commission is fully responsible for the

completeness, reliability and objectivity of the data stated in the Inspection Report.

6.3 The Inspection Report shall be signed by all members of the
Commission, no changes or amendments are allowed afterwards.

In case of disagreement with the Report findings, the final decision is taken
by the Chairperson of the Inspection Commission.

The members of the Inspection Commission, as well as the designated
persons in the departments/divisions of an enterprise, who do not agree with the
stated decision, have the right to note in writing their separate opinion, which is to

be attached to the Report.

6.4 The Inspection Report is brought to the attention of the Head of the
division/department under inspection who has to sign it. In case he/she refuses to
sign the Inspection Report, this fact, confirmed by the Chairperson of the

Commission, shall be stated in the Report.

6.5 The Inspection Report is generally drawn up in two copies. One copy
is for the Head of the department/division under inspection, the other copy is left
with the Metrological Service. In case of severe violations, however, when the
immediate involvement of the enterprise management is needed, another copy of
the Inspection Report is forwarded to the enterprise management in order for

necessary actions to be taken.
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6.6 The procedure for drawing up Reports of Inspections, carried out by
authorized inspectors for ensuring the uniformity of measurements at an enterprise,
shall be established by the Head of an enterprise and stated in the relevant

regulatory document of the enterprise.
6.7 Issuance of mandatory instructions

6.7.1 When violations are found, the Commission or persons who have
performed the inspection, issue instructions aimed at prevention, cessation or
elimination of violations of metrological rules and regulations (according to Annex
B).

6.7.2 In case the violations found are of such a kind that they for reasons
beyond control cannot be eliminated by efforts of the division/department under
inspection, the persons who have performed the inspection shall submit a formal
request to the management of the enterprise with specific proposals for actions to
be taken to eliminate the found violations, indicating the consequences that may
arise if these violations are not eliminated.

6.8 Presentation of the results of metrological supervision performed for

an outside company on a contract basis is defined by the terms of this contract.

7 Obligations and rights of persons carrying out metrological

supervision
7.1 Obligations

The persons carrying out metrological supervision shall:

- follow in their activities the current national legislation, regulatory
documents for metrology, documents of the given enterprise, establishing the
requirements for performing metrological supervision;

- comply with the rules of access to divisions/departments of the

enterprise;
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- ensure completeness, reliability and objectivity of the results of
inspections;

- use all available means to prevent, cease and eliminate violations of
metrological rules and regulations;

- perform analysis of the found violations in order to eliminate the
causes of their occurrence and bring it to the attention of the enterprise

management.
7.2 Rights

Persons carrying out metrological supervision are entitled:

- to visit all divisions/departments of the enterprise where
measurements are performed and measuring instruments are stored, as well as
other objects of metrological supervision, in accordance with the rules of access to
divisions/departments of the enterprise;

- to obtain from the enterprise officials the required information;

- perform inspections in accordance with section 4 and issue the
appropriate instructions;

- to obliterate calibration marks or cancel certificates of calibration for
non-complying measuring instruments, issue instructions concerning the
withdrawal of unserviceable measuring instruments from service;

- to forbid the use in the areas of state regulation ensuring the
uniformity of measurements of measuring instruments of unapproved types,
measuring instruments not conforming to an approved type and measuring
instruments that were not subjected to verification;

- to withdraw a measuring instrument from service, where necessary;

- in case when severe violations of metrological rules and regulations
are found, fraught with inevitable negative consequences for production, safety,
environmental protection and public health, to submit to the enterprise

management proposals concerning the punishment of those persons who are
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responsible for the violations as well as proposals on the immediate corrective
actions,
- further rights may be granted to persons performing metrological

supervision by the enterprise management.

8 Action to be taken when violations of metrological rules and

regulations are found

8.1 The following actions may be taken, depending on the severity of the
consequences resulting from the violation of metrological rules and regulations:

- issuance of instructions to a division/department of an enterprise to
eliminate the found violations;

- obliteration of a calibration mark or cancellation of a certificate of
calibration for unserviceable measuring instruments;

- issuance of instructions concerning the withdrawal of unserviceable
measuring instruments from service;

- administrative penalty imposed by the enterprise management;

- economic actions applied by the enterprise management, and other
kinds of actions at the management discretion;

- official appeal drawn up to the management of the enterprise with
specific proposals for actions to be taken, indicating the consequences that may

arise if these violations are not eliminated.

8.2 Depending on the needs of the enterprise (production) and the
capability of a Metrological Service, as well as the terms of the contract for
performing metrological supervision at an outside enterprise, a Metrological

Service may undertake the following functions to eliminate violations:

- replacement of non-verified (non-calibrated) measuring instruments by the
verified (calibrated) ones, taken from the stock of a Metrological Service;
- arrangement (performance) of verification (calibration) of measuring

instruments;
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- certification of measurement methods or testing equipment;
- provision of metrological expert evaluation of design and technology
documentation;

- arrangement of further personnel training etc.

8.3 The performance of metrological supervision shall obligatorily
include the analysis of the found violations in order to eliminate the causes of their
occurrence. The metrological supervision shall have a nature of corrective and

preventive actions.

17



Annex A

(recommended)
Inspection Report Form

INSPECTION REPORT
as a part of metrological supervision

name of a division/department of the enterprise
Inspection performed from « » to « »
20
on the basis of

title, date and number of the inspection instruction
The Commission including
Commission Chairperson

position, initials, surname
Commission members

position, initials, surname
performed an inspection

specific areas of inspection

The performed inspection has revealed the following:

Objects and characteristics inspected The Commission’s findings
1 2

1. condition of measuring instruments

2. condition of measurement standards

3. condition of measurement methods

4. etc.
Actions the Commission has taken:

indicate the actions taken by the Commission
Commission’s recommendations:

recommendations to take corrective actions and improve metrological activities

Commission Chairperson

signature initials, surname
Commission members:

signature initials, surname
Read and understood:

position, initials, surname of the Head of dpt under inspection

date signature
18




Annex B
(recommended)
Instruction Form
INSTRUCTION

name of a division/department of the enterprise

Of 20 Issued on the basis of the Inspection Report
of 20

During the inspection
specific areas of inspection

the following violations have been revealed

acts of violation

Based on the current legislation and in compliance with ___ (indicate a document
under which the metrological supervision at the given enterprise is performed) the
following objects are prohibited:

specific objects: measuring instruments, measurement methods, measurement standards, etc.

The measuring instruments to be withdrawn from service:

list of measuring instruments and reasons for their withdrawal

The corrective actions to be taken are:

list and deadlines of the corrective actions

Inspection Commission Chairperson

signhature initials, surname
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