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APC.01 — Thu tuc c¢6ng nhan td chtrc chig nhén, t6 chtrc tham dinh, tham tra/ CB&VVB Accreditation Procedure

1. MUCPIiCH

Qui trinh nay qui dinh nguyén tic va cac budc thuc
hién qua trinh danh gid cong nhan T6 chic Chung
nhan, t0 chirc tham dinh, tham tra.

2. PHAMVI

Qui trinh ndy 4p dung ddi voi viée dénh gia cong nhan
Tb chirc Churng nhan, td chirc thAm dinh, thdm tra theo
tiéu chuan qudc té, tiéu chuin Viét Nam tuong dwong
va cac tai li€u lién quan cua APAC, IAF.

3. TAILIEU VIEN DAN

— TCVN ISO/IEC 17011: Danh gia su phu hop —
Yéu cau chung d6i véi cac co quan cong nhén tién
hanh cong nhan céc t6 chtrc danh gia su phu hop.

— CacIAF MD c6 lién quan (IAF MD 7/ 12/ 15/ 23).

— Nghi dinh 107/2016/ND-CP, 154/2018/ND-
CP.

— Tiéu chi cong nhan, ti€u chi chung nhan dugc liét
ké trong phu luc cua don dang ky cong nhan
(AFC.01.01).

4. THUAT NGU VA PINH NGHIA
BoA: Vin phong Cong nhan Chét lugng
VICAS: Hé thong Cong nhan T6 chirc Ching nhan

CB: T6 chirc Chimg nhan

VVB: T6 chitc tham dinh, tham tra

ARP: Ban Tham xét

QM: Can b Quan 1y Chit luong

Panh gié: Qua trinh thyc hién bdi mot co quan cong
nhan dé danh gid nang lyc cua mot CB/VVB, dua trén

cac tiéu chuan cu thé va/ hodc céc tai liéu co lién quan
khac cho mot pham vi cong nhan xac dinh.

Pinh gia lan dau: Viéc danh gia mot CB/VVB lan
dau dang ky cong nhan.

Danh gia tai van phong: Qua trinh danh gia duoc
thuc hién tai tru s& chinh va/hodac chi nhanh cua t6
churc dang ky cong nhan.

1. PURPOSE

This procedure sets the rules and the subsequent steps
to conduct the assessment process and accreditation
Certification Bodies, Verification & Validation
Bodies.

2. SCOPE

This procedure is applied to conduct accreditation
assessment Certification Bodies, Verification &
Validation Bodies according to International
Standards, Vietnam equivalent standards and relevant
APAC, IAF documents.

3. REFERENCES

— ISO/IEC 17011: Conformity assessment —
General requirements for accreditation bodies
accrediting conformity assessment bodies.

— Relevant IAF MDs (IAF MD 7/ 10/ 12/ 15/
23).

— Decree 107/2016/ND-CP, 154/2018/NDb-CP

— The accreditation criteria, certification criteria
are listed in the corresponding annex of
application form for accreditation
(AFC.01.01).

4. TERMS AND DEFINITIONS

BoA: Bureau of Accreditation

VICAS: Vietnam Certification Accreditation Scheme

CB: Certification Body

VVB: Verification and Validation Bodies

ARP: Accreditation Review Panel

QM: Quality Manager

Assessment: Process undertaken by an accreditation
body to assess the competence of a CB/VVB, based

on particular standard(s) and/or other relative
documents and for a defined scope of accreditation.

Initial Assessment: The assessment of the CB/VVB
who initially applies for accreditation.

Office Assessment: The assessment performed at the
applicant’s head quarter and/or key sites.
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APC.01 — Qua trinh céng nhan t6 chirc chirng nhan/ CB Accreditation Process

Chiig kién: Quan sat CB/VVB tién hanh céc hoat
dong danh gid/ tham dinh/ tham tra tai hién truong.

Dia diém chinh: Dia diém chinh 1a dia diém ma tai

d6 CB/VVB thuc hién it nhat mot trong cac hoat dong

chinh nhu:

— Hoach dinh chinh sach;

—  Xay dung thu tuc, qua trinh;

—  Phé duyét hoac kiém soét viéc dao tao nhan su;

—  Giam sat chuyén gia;

—  Xem x¢ét dang ky ching nhéan;

—  Phan cong chuyén gia;

—  Kiém soat viéc giam sat va ching nhan lai;

—  Xem xét bdo cdo, quyét dinh hoic phé duyét
ching nhan.

banh gia giam sat: Hoat dong danh gia dinh ky nham
danh gia viéc duy tri h¢ thong quéan 1y cua CB/VVB
bang cach kiém tra c6 chon loc cac yéu t6 cua hé
théng.

Pi¢m  khong phu hgp ning: Viée khong tuan thu cac
yéu cau cy thé dan dén viéc vi pham céac tiéu chi cong
nhan ciia VICAS lam pha v& hodc 1am mét d tin cay
ctia hé théng.

Pi¢m khong phu hgp nhe: MGt su sai sot riéng biét
dan dén vi pham ti€u chi cong nhén cua VICAS hoac
hé théng chit luong cua to chirc chimg nhan cé thé
dan dén nhitng rai ro vé chat luong nhung khong tao
thanh sai 18i hé thng.

Ghi cha: Nhiéu diém khong phu hop nhe nhung c6
quan hé voi nhau c6 thé xem la mot diém khong phu
hop nang.

Pié¢m nhén xét: Nhitng phat hién khong di co sé dé

két luan 1a diém khong phu hop nhung dugc néu ra
nhu 13 co hoi dé CB cai tién hé thong.

Witnessing: Observation of the CB/VVB carrying
out audit/ verification/ validation onsite.

Key premise: Key premise is the premise in which

CB/VVB performs one or more key activities such as:

—  Policy formulation;

—  Process and/or procedure development;

— Initial approval of auditing personnel, or control
of their training;

—  On-going monitoring of auditing personnel;

— Application review;

— Assignment of auditing personnel,

—  Control of surveillance or recertification audits;

—  Final report review or certification decision or
approval.

Surveillance Assessment: A periodic assessment to
assess continued implementation and effective
operation of the accredited CB/VVB system by
examining selected elements of the system.

Major Nonconformity: The non-fulfillment of
specified requirements that results in a failure to
comply with the VICAS accreditation criteria thus
leading to the breakdown in, or the inability to
establish confidence in, the outcome of the
certification system.

Minor Nonconformity: A single failure to comply
with VICAS accreditation criteria, or with the
certification body’s own documented quality system,
which together are judged to be a quality risk, without
constituting an overall system failure in the area
concerned.

Note: A number of minor but related nonconformities,
which when considered in total are judged to
constitute a major nonconformity.

Observation: The findings that were not enough
objective evidence to be considered as the
nonconformity but were raised as the opportunities for
CB to improve the system.
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APC.01 — Qua trinh céng nhan t6 chirc chirng nhan/ CB Accreditation Process

5. QUA TRINH CONG NHAN

5. ACCREDITATION PROCESS

bang ky cong nhan
Application for accreditation

Xem xét hop dong
Contract review

A 4

Chuan bi danh gia
Preparation for assessment

|

Xem xé€t tai liéu
Document review

\ 4

DG CK/ Witness assessment
DG tai VP/ Office assessment

A 4

Ra quyét dinh cong nhan
Decision making

y

DG giam sat
Surveillance assessment

v

Cong nhan lai
Re-accreditation

51 TIEU CHIi CONG NHAN, TIEU CHIi

CHUNG NHAN VA THONG TIN

Tiéu chi cong nhan, ti€u chi chirng nhan dugc cap nhat
thuong xuyén trong phu luc cta don ding ky cong
nhan (AFC.01.01).

BoA cung cap céac thong tin lién quan dén cong nhan
trén website: http://www.boa.gov.vn .

5.2 PANG KY CONG NHAN

5.2.1 CB/VVB c¢6 nhu cau cong nhan dién thong tin
vao Pon ding ky cong nhan (AFC.01.01),
phiéu hoi AFC.01.02 va giri dén BoA cung véi
cac tai liéu kem theo nhu duoc liét ké trong don
dang ky cong nhan (AFC.01.01).

CB/VVB phai ¢6 tu cach phap nhan (c6 dang
ky lginh doar}h hodc dugc co quan cd tham
quyén ra quyét dinh thanh lap).

522

5.1 ACCREDITATION, CERTIFICATION

CRITERIA, AND INFORMATION

The accreditation criteria, the certification criteria are
updated regularly in the annex of application form for
accreditation (AFC.01.01).

BoA published the information related to the
accreditation on the website: http://www.boa.gov.vn

5.2 APPLICATION FOR ACCREDITATION

5.2.1 CB/VVB who is seeking for accreditation
should complete the application form
(AFC.01.01) and the checklist (AFC.01.02)
and send to BoA enclosed with documents as
listed in application form (AFC.01.01).

5.2.2 CB/VVB shall be a legal entity (to be a business
registered or established by the authority).
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APC.01 — Qua trinh céng nhan t6 chirc chirng nhan/ CB Accreditation Process

5.2.3 Khi nhan don dé nghi cong nhan, phu trich 5.2.3 Upon receipt of the application, administration

khach hangco6 trach nhi¢m:
+ kiém tra dam bao thong tin duoc cung cip
day du;
« chi din cho CB/VVB vé cac thu tuc can
thiét;
+ cung cip thong tin cho CB hoic dé nghi CB
cung cap thém thong tin néu can.

53 XEM XET HQOP PONG

5.3.1

532

5.33

534

5.35

5.3.6

Can b xem xét ngué)n luc ¢o trach nhiém xem
xét hop ddéng (AFC 01/03), bao gdbm xem xét
thong tin do CB/VVB cung cap, chuwong trinh
cong nhén, pham vi cong nhan, linh vyc phai
ching kién, ngay cong danh gia, chuyén gia
tham gia cudc danh gia.

Khi xem xét thong tin do CB/VVB cung cép,
can lam rd nhirng pham vi ma CB/VVB dé nghi
cong nhan.

Néu ngoai tru s& chinh CB/VVB con céc dia
diém chinh, thi tru s& chinh va tat ca céc dia
diém chinh déu phai dugc danh gia trong danh
gia 1an dau. Try so chinh s& duoc danh gia
trong cac cudc danh gia giam sat va danh gia
lai. Céc dia diém chinh duoc danh gia lan luot
trong chu ky cong nhan (cic cudc danh gia
giam sat va danh gié lai). Thoi lugng danh gia
cia chuyén gia chét lugng tai mdi dia diém
chinh 1a 1 ngay cong.

Phu trach phong Hanh chinh Tong hop xac
dinh truéng doan danh gid, cac thanh vién trong
doan, bao gom chuyén gia danh, chuyén gia k¥
thuat va cac thanh vién khac néu co.

Viéc xac dinh thoi luong danh gid dugc quy
dinh tai cac ARC tuong ng.

Viéc chon mau dé danh gia chimg kién duoc
quy dinh tai cac ARC tuong tng.

Panh gia ching kién ddi voi cong nhan lan dau
nén dugc thuc hién trude khi danh gid tai van
phong. Néu khong thé bo tri trudc khi danh gia
tai van phong thi khong dé tré qua 2 thang sau
khi danh gia tai van phong.

Khi khach hang danh gia tich hop nhiéu hé
thong, BoA c6 thé b6 tri 1 chuyén gia chat
luong chung kién t61 da 2 chuyén gia danh gia

5.3
5.3.1

532

533

534

535

5.3.6

staff shall be responsible for:

+ checking the submitted information for
adequacy;

+ advising the CB/VVB of accreditation
procedures;

+ providing or requesting additional

information if necessary.
CONTRACT REVIEW

The resource reviewer is responsible for

contract review (AFC 01/03) including
reviewing the information provided by
CB/VVB, the accreditation schemes,

accreditation scopes, the scopes need to be
witnessed, the assessment mandays, the team
composition.

When reviewing the information provided by
CB/VVB, it is necessary to clarify the
accreditation scopes that CB/VVB applied.

If beside head quarter, CB/VVB has other key
sites, the head quarter and all the key sites must
be assessed in initial assessment. The head
quarter is subject to be assessed in surveillance
and renewal assessment. All the key sites are
subjects to be assessed in the accreditation
cycle (surveillanceand renewal assessments).
The assessment time for assessor at each key
site is 1 manday.

Head of admin department determines the
team leader, team members including
assessor(s), technical expert(s) and other
member(s) if any.

The regulation regarding assessment duration
is specified in the corresponding ARC.

The regulation regarding selection of audits to
be witnessed is specified in the corresponding
ARC.

The witnessing for the innitial assessment
should be conducted prior to the office
assessment. However, if it is not possible to
conduct the witnessing before the office
assessment, any delay shall not exceed 2
months after the office assessment.

When a CB/VBB conducts the integrated audit
of multiple systems, BoA can arrange one
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APC.01 — Qua trinh céng nhan t6 chirc chirng nhan/ CB Accreditation Process

5.3.7

5.3.8

539

cta to chirc chimg nhén, t6 chirc thim dinh
tham tra.

Trudce cudc ching kién, to chirc chiing nhén, t6
chtrc tham dinh tham tra can cung cap cho doan
danh gia cac ho so sau:

— K& hoach danh gid/tham dinh/tham tra; Ké
hoach lay mau tham dinh/tham tra;

— Bao céo cua cudc danh gia/tham dinh/tham
tra trudc do (néu co);

— Ho so ning luc cac thanh vién doan danh
giéd/tham dinh/tham tra.

Xem xét hgp dong duogc thyc hién trong vong
1 tuan sau khi CB/VVB cung cap du ho so.
Thong tin xem xét hop déng dugc dung 1am co
s& dé 1ap hop dong va thanh 1ap doan chuyén
gia danh gia.

Phy trach khach hang chuan bi hop dong theo
mau (AF 11/04) trinh Giam dbc/ Pho Giam déc
Vian phong phé duyét.

5.3.10 Trong chu ky cong nhan, phu trach khach hang

5.4
54.1

542

543

544

c6 trach nhiém cap nhat thong tin nhu linh vuc
dugc danh gia, ngay danh gia trong ban Xem
xét hop dong (AFC 01/03).

CHUAN BI PANH GIA

DPé chuén bi cho cudc danh gia chinh thurc,
CB/VVB c6 thé dé nghi BoA tién hanh dénh
gia so bo. Viéc dénh gia so bd nay nham phat
hién nhiing thiéu sot cia hé théng. Khi thuc
hién cudc danh gia so by, doan danh gia can
tuyet d6i tranh khong dua ra nhiing y kién tu
van.

Phu trach khach hang c6 trach nhi¢m thyc hi¢n
cac thu tuc thanh 1ap doan danh gid. Cac thanh
vién trong doan danh gia phai la nguoi c6 nang
luc phu hop.

Céc thanh vién trong doan danh gia phai dam
bao ddc lap voi CB/VVB duge danh gia. Céc
thanh vién nay phdi thong bdo véi phu trach
khach hang vé mbi quan hé (néu co) cua ho véi
CB/VVB duoc danh gia dé dam bao tinh khach
quan va cong bang cua hoat dong d4nh gia.

Phu trach khach hang tham khdo truéng doan
danh gia dé chuan bi chuong trinh danh gia
theo mau (AFC 01/05). Chuong trinh nay duoc
giri cho CB/VVB cung v6i Mau x4c nhan
chuong trinh danh gia (AF 12/03). Néu
CB/VVB khong chap nhan mot thanh vién

5.3.7

5.3.8

539

assessor to witness a maximum of two
auditors/verifiers/validators.

Before the witness, CB/VVB should provide
assessment team the followings:

— Audit/Verification/Validation plan;
Verification/Validation sampling plan;

— The reports of previous
audit/verification/validation (if applicable);
— Competence records of

audit/vertfication/validation team.

Contract review should be conducted within 1
week after CB/VVB submitted all necessary
documents. Contract review is used for
establishing the contract and assigning the
assessment team.

Admin staff shall prepare the contract (AF
11/04) and submit BoA Director/ Deputy
Director for approval.

5.3.10 During the accreditation cycle, the admin staff

5.4
54.1

542

543

544

is responsible for updating information such as
the assessment scopes, the assessment date in
the Contract Review (AFC 01/03).

PREPARATION FOR ASSESSMENT

In preparation for the initial assessment, the
applicant CB/VVB can suggest for the
preliminary visit. This preliminary visit aims to
identify the deficiencies in the system. When
carrying out this preliminary visit, the
assessment team should avoid providing
consultancy.

The admin staff is responsible for forming
assessment team. The assessment team
members shall be appropriate competence.

The team members shall be independent from
the CB/VVB being assessed. These members
shall inform admin staff of their relationship
with the CB/VVB (if any) for ensuring the
impartiality and objectivity of the assessment.

Administration staff in the consultation with
team leader is responsible for preparing the
assessment plan (AFC 01/05). This plan then
will be sent to applicant CB/VVB along with
the confirmation form (AF 12/03). If the
CB/VVB does not accept a member of the
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APC.01 — Qua trinh céng nhan t6 chirc chirng nhan/ CB Accreditation Process

trong doan danh gia vi mét 1y do chinh dang,
phu trach khach hang c6 trach nhi€ém béo cao
Truong phong Nghiép vu Ching nhan dé lya
chon mdt thanh vién thay thé.

Sau khi c6 sy dong ¥ cia CB/VVB vé thanh
vién doan danh gia, phu trach khach hang co
trach nhiém chuén bi chuong trinh danh gia
(AF 12/03) va trinh Phé giam déc BoA phé
duyét.

545

5.4.6 Trong truong hop chuyén gia danh gia/ chuyén
gia ky thuat duoc moi tor bén ngoai thi phu
trach khach hang co6 trach nhiém chuan bi thu

moi (AF 12/01) néu can.

Doan chuyén gia danh gia co6 trach nhiém xem
xét tai li€u trudce khi danh gia, danh gia tai’ van
phong ciia CB/VVB va dénh gia ching kién.

5.4.7

5.4.8 Phu trach khach hang c6 trach nhiém cung cap
day du nhitng tai liéu can thiét cho doan danh
gia, bao gébm: Chuan muyc cong nhan; Ho so
ctia cudc danh gia trude néu cd; Pon diang ky
cong nhan; Hé thdng tai liéu (s6 tay chat luong
va cac tai li¢u lién quan, cac biéu mau dung cho
qua trinh danh gia).

XEM XET TAI LIEU

Xem x¢t tai liéu duoc thuc hién do1 voi danh gid ban
dau, danh gia lai, danh gid m¢ rong va danh gia
chuyén doi tiéu chuan cong nhan.

5.5

Trudng doan co trach nhiém to chirc, phan cong viéc
xem xét hé théng tai li€u. Xem x¢&t tai liéu duoc thuc
hién dua trén cac tai li¢u, checklist (AFC 01/02) do
CB/VVB cung cap. Chuyén gia danh gia ghi nhan xét
vao checklist (AFC 01/02).

Can ctr vao két qua viéc xem xét 'Eéli liéu, Tméng doan

danh gia co trach nhiém dua ra két luan vé viéc khach

hang da san sang cho viéc danh gia tai Van phong hay

chua.

Trong vong 2 tuan sau khi nhan di hd so do CB/VVB

cung cap, nhitng nhan xét nay dugc BoA gui cho

CB/VVB dé CB/VVB c6 cac hanh dong khac phuc

do1 voi cac diém khong phu hop néu co.

5.6 DANH GIA TAI CHO

5.6.1 Poan danh gia tién hanh hoat dong dénh gia tai
tru sé& ch,inh, cac dia diém chinh va danh gia
chung kién theo nhu chuong trinh danh gia.

assessment team due to an appropriate reason,
administration staff reports head of VICAS

departemnt for selecting the appropriate
member.

54.5 After receipt of the confirmation from
CB/VVB, the administration staff is

responsible for preparing the assessment plan
(AF 12/03) and submitting BoA vice director
for approval.

5.4.6 In case, assessor(s)/ technical expert(s) are
invited from outside, the administration staff is
responsible for preparing the invitation letter

(AF 12/01) (if necessary).

The assessment team has responsibility to
perform document review, assessment at
CB/VVB office and witness.

54.7

5.4.8 The administration staff is responsible for
providing assessment team with the following:
Accreditation criteria; Previous assessment
records if any; The application; Document
system (Quality manual and the relevant
documents; the relevant forms to be used for

the assessment).
DOCUMENT REVIEW

Document review shall be conducted in initial,
renewal, extension, transition to the new version of
accreditation standard.

5.5

The Team leader is responsible for reviewing the
CB/VVB’s document system and assigned team
member to do so. The document review shall be
conducted based on the documents and checklist
(AFC 01/02) submited by CB/VVB. Assessor shall
use the checklist (AFC 01/02) to record the findings.

Based on the document review, team leader is
responsible for drawing conclusions if the client is
ready for assessment at the office.

Within 2 weeks after CB/VVB submitted documents,
these comments shall be sent to CB/VVB for taking
the corrective actions if any.

5.6 ON-SITE ASSESSMENT

5.6.1 The assessment team conducts the assessment
at the head office, key sites and witness audits
according to the assessment plan.
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5.6.2

5.6.3

5.6.4

5.6.5

Nhiing phat hién trong danh gia chiing kjén phai
duogc ghi nhan trong Béo cdo chung kién (AFC
01/08).

Panh gia tai Van phong duoc bat dau voi hop
khai mac. Hop khai mac phai c6 sy tham gia cuia
cac thanh vién doan danh gid cong nhan, dai
dién lanh dao CB/VVB va cac nhan vién lién
quan. Truong doan danh gia VICAS chu tri
phién hop.

Céc thanh vién tham dy cudc hop khai mac co
trach nhiém ky té€n vao Danh sach tham du (AF
14/01).

Chuyén gia danh gia phai kiém tra hé théng cta
CB/VVB theo nhu cac yéu cau cua ti€u chi cong
nhan.

Chuyén gia danh gia phai kiém tra ning luc
nhan sy cua CB/VVB theo pham vi dang ky
cong nhan.

Khi danh gia tai van phong, chuyén gia danh gia
cong nhén can phong van nhan sy ¢6 lién quan.
Két qua phong van can dugc ghi lai trong hd so
danh gia.

Chuyén gia danh gia phai chon mau céc file ho
so ching nhan dé kiém tra qua trinh ching
nhan.

Nhitng phat hién lién quan dén hé théng ching
nhén dugc ghi nhan vao checklist (AFC 01/02).
Ngoai ra mau ghi chép danh gia (AFC 01/06)
dugc sir dung dé ghi nhan nhiing phat hién.

Hop két thuc duoge t6 chic cudi mdi cude danh

gia voi su tham gia cua cac thanh vién doan

danh gia, dai dién lanh dao t6 chirc chiing nhan,
va cac ca nhan lién quan. Trong cudc hop nay,
doan danh gia cong nhan VICAS sé:

—  Thong tin va lam r6 nhing diém khong phu
hop, khuyén nghi va nhiing phat hién véi
CB/VVB;

—  Thong béo v6i CB/VVB vé thoi gian tién
hanh cac bién phéap khac phuc;

—  Tra 10i tit ca nhimg cdu hoi cia CB/VVB.

Nhing nguoi tham gia trong cudc hop cung ky

tén vao Danh sach  tham du theo mau (AF
14/01).

5.6.2 The findings in the witness shall be recorded in

the witness report (AFC 01/08).

5.6.3 The office assessment begins with the opening

meeting. The opening meeting shall be held
with the participation of assessment team,
CB/VVB managements and related personnels.
The team leader shall chair the opening
meeting.

The participants of opening meeting are
required to sign in the attendant list (AF 14/01).

5.6.4 The assessor shall check the system of CB/VVB

according to the requirements of accreditation
criteria.

The assessor shall check CB/VVB personnel
competence according to the scopes that
CB/VVB applied for accreditation.

During the office assessment, assessor(s)
should interview related personnels. The result
from interview should be recorded.

The assessors shall sample the files to check the
implementation of certification process.

The findings related to certification system shall
be recorded into the checklist (AFC 01/02). In
addition, the assessment note (AFC 01/06) can
be used during the assessment to record the
findings.

5.6.5 At the end of on-site assessment, the closing

meeting shall be held with the participation of
assessment team, CB’s managements and
related personnel. In this meeting, assessment
team should:

— inform and make clear of NCs,
observations and findings to the CB/VVB;

— notify CB/VVB of the time for taking
corrective actions;

— answer any questions and concerns may
arise from CB/VVB.

The participants of closing meeting are
required to sign in the attendant list (AF
14/01).
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5.7

5.7.1

5.7.2

5.7.3

5.7.4

5.7.5

5.7.6

5.8

5.8.1

PHAN TiCH NHUNG PHAT HIEN VA
LAP BAO CAO

Tét ca nhitng thong tin c6 lién quan, nhitng bang
ching thu thap dugc trong qua trinh danh gia tai
lidu, d4nh gi4 tai tru sé chinh va cac dia diém
chinh can phai dugc thao luan, phan tich, théng
nhit trong doan danh gia va dugc truong doan
ghi nhan trong Bdo céo vé nhitng diém khong
phu hop va nhan xét theo mau (AFC 01/07).

Khi doan danh gia khong thé dwa ra két luan vé
mot phat hién nao déy, doan déanh gia can tham
khao y kién BoA (Pho giam ddc phu trach
chuyén mon).

B4o cdo vé nhitng diém khong phut hop va nhan
xét (AFC 01/07); Bao céo chung kién (AFC
01/08) phai duoc giri cho CB/VVB ngay khi két
thic cudc danh gia.

CB/VVB phai thuc hién va gtri lai Bdo cao
Hanh dong khac phuc (AFC 01/10) ¢6 hiéu qua
cung véi cac bang chimg khic phuc cho BoA
trong thoi gian khong qua 3 thang keé tir khi két
thic cugc danh gid. Trong khoang thoi gian nay
néu BoA khong nhan dugce Béo céo hanh dong
khic phuc cia CB/VVB thi két qua danh gia
xem nhu bi huy bo.

Truong doan danh gia va cac thanh vién c6 trach
nhiém xem xét hanh dong khic phuc cua
CB/VVB. Néu hanh dong khic phuc 1a thoa
dang, thi cac diém khong phu hop duoc dong
lai, néu khong BoA s& yéu cau CB/VVB ¢6 cac
hanh dong khéc phuc tiép theo. Trong vong 1
tuan sau khi nhan duoc hanh dong khéc phuc,
truong doan danh gia phai c6 phan hdi cho
CB/VVB.

Truéng doan danh gia phai tap hop cac thong
tin trong qua trinh danh gia, hi¢u qua hanh dong
khic phuc cia CB/VVB va chuan bi Bao cio
danh gia cong nhan theo mau (AFC 01/09).
Trong d6 dé xuét viéc cong nhan va pham vi
cong nhan. B4o cao nay dugc gui cho CB/VVB
va chuyén gia tham xét.

QUA TRINH RA QUYET PINH CONG
NHAN

Phu trach khach hang cé trach nhiém moi
Chuyén gia Tham xét. Panh gia cong nhan lan
dau can 2 chuyén gia tham xét. Cac loai hinh
danh gia khac cin 1 chuyén gia thim xét.
Chuyén gia Tham xét phai 1a nhitng ngudi c6
du nang luc, doc lap voi hoat dong danh giad

5.7

5.7.1

FINDING ANALYSIS AND ASSESSMENT
REPORT

all relevant information and evidence gathered
during the document and record review and the
on-site assessment need to be discussed,
analyzed and agreed in the assessment team and
recorded by team leader in the NCR and
OBSERVATION Reports (AFC 01/07).

5.7.2 Where the assessment team cannot reach a

conclusion about a finding, the team should
refer to the BoA (deputy director) for
clarification.

5.7.3 The NCR and OBSERVATION reports (AFC

01/07); Witnessing report (AFC 01/08) should
be sent to CB/VVB right after completing the
onsite assessment.

5.7.4 CB/VVB shall complete and return corrective

action report (AFC 01/10) together with
supporting evidences to BoA within 3 months
after completion of the onsite assessment.
Within 3 months, if BoA did not receive the
response for corrective actions from CB/VVB,
the accreditation result will be cancelled.

5.7.5 Assessment team leader and related team

5.7.6 Team

5.8

5.8.1

members shall review the corrective actions
submitted by CB/VVB. If the corrective actions
are satisfactory, the NCs then shall be closed
otherwise CB/VVB are required for further
actions. Within 1 week after receiving the
corrective actions, the team leader shall
response to the CB/VVB.

leader shall gather all relevant
information during assessment process and the
effective of the corrective action(s) of the
CB/VVB and prepare the accreditation
assessment report (AFC.01.09). This report
should be sent to the CB/VVB and the reviewer.

THE  ACCREDITATION
PROCESS

Administration staff is responsible for inviting
reviewers. The initial accreditation needs 2
reviewers. Other assessments need 1 reviewer.
Reviewers should be competence, independent
from accreditation assessment, independent

DECISION
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cong nhan, CB/VVB dé thAm xét ho so va dua
ra kién nghi vé€ vi¢c cong nhan.

5.8.2 File hd so cong nhan bao gdm Pon D& nghi
Cong nhan cia CB/VVB va céc tai liu, hd so
lién quan trong qua trinh cong nhén tir khi dang
ky cong nhan cho dén khi hoan tit cac hanh
d6ng khic phuc duoc giri cho chuyén gia thim
xét. Béo cdo tham xét dugc 1ap theo mau AFC
01/11. Qua trinh tham xét duge thuc hién trong

vong 1 tuan sau khi nhan du ho so.

5.8.3 Trong qua trinh thidm xét Chuyén gia Tham xét
c6 thé yéu cau cac thanh vién doan danh gia
lam rd nhimg thong tin lién quan dén két qua
danh gia.

5.8.4 Chuyén gia Tham xét c6 quyén tir chdi cong
nhan cho CB/VVB néu hd so cong nhan khong
dap tmg cac tiéu chi, qui dinh vé cong nhan.
Trong truong hop nay Giam dbc BoA s& tham
van cac chuyén gia thim xét dé dua ra quyét

dinh thich hop.

Duya trén kién nghi ciia Chuyén gia Tham xét,
phu trach khach hang chuan bi quyét dinh cong
nhan (AF 16/01), phu luc cong nhan (AFC
01/12), ching chi cong nhén trinh Giam dbc
BoA phé duyét.

5.8.5

5.8.6 Chtng chi cong nhan c6 hi¢u luc trong vong 5
nam tir ngay ban hanh. Thong tin vé hiéu luc
cong nhan nay duoc ghi ro trén chung chi cong
nhan. Ngay hiéu luc ctua chimg chi cong nhan
1a ngay ra quyét dinh cong nhan.

5.8.7 Phu trach khach hang c6 trach nhién giri quyét
dinh, chung chi cong nhan cho CB/VVB. Phy
trach IT c6 trach nhiém cép nhat thong tin vé
khéach hang dugc cong nhan trén website cla

BoA.

Trong trudng hop khong du diéu kién cong
nhan, phu trach khach hang s€ gui CB/VVB
quyét dinh khong cdp cong nhan trong d6 néu
15 1y do khong cap cong nhan.

59 GIAM SAT

Panh gia gidam sat dugc tién hanh hang nim dé dam
bao duy tri hé théng quan 1y cta to chirc chtng nhan
phu hop véi céc ti€u chi cong nhan. Panh gid giam sat
dugc tién hanh twong tu nhu danh gia ban dau, ngoai
trir nhitng luu ¥ sau:

from CB/VVB for reviewing and making
recommendation for accreditation.

The accreditation file that covers CB/VVB’s
application and related documents and all the
records created through accreditation process
from application to review corrective actions is
sent to the Reviewer for review. Review report
should be made using the form AFC.01.11. The
reviewing process is conducted within 1 week
after receiving all necessary records.

582

5.8.3 In the process of reviewing, Reviewer can
request the assessment team members to clarify

the information related to the assessment.

5.8.4 Reviewers have the right to refuse
recommendation for granting accreditation to
the CB/VVB if accreditation records were
found to be not abide the accreditation rules
and criteria. In this case BoA director will

consult with Reviewer to decide.

5.8.5 Based on the recommendations of Reviewer,
administration staff is responsible for preparing
the accreditation decision (AF16/01),
accreditation  schedule  (AFC  01/12),
accreditation certificate and submitting BoA

director for approval.

5.8.6 The accreditation certificate is valid for 5 years
from the date of issue.This information is
shown in the Certificate. The effective date of
accreditation is the date of accreditation

decision.

5.8.7 The administration staff is responsible for
sending the accreditation decision,
accreditation schedule to the CB/VVB and
updating this information in the website of

BoA.

In case of ineligibility for accreditation, the
administrative staff will notify the CB/VVB in
writing of decision including the reason for not
granting accreditation.

5.9 SURVEILLANCE

The annual surveillance is conducted yearly to assure
maintaining the management system of CB in
conformance with accreditation criteria. The
surveillance assessment is conducted as similar to
initial assessment except the following:
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— Danh gia giam sat 1an dau tai van phong cua
CB/VVB khong dugc cham qua 12 thang tir ngay
cong nhan lan dau;

— Panh gia giam sat khong phai tién hanh xem xét
tai licu;

— Pé thuan tién cho ’ViéC sép xép lich, danh gia
ching kién dugc tién hanh trong ca chu ky cong
nhan. Quy dinh cu thé vé chirng kién duoc thé hién
trong cac ARC tuong Ung.

— Thoi gian hoan thanh hanh déng khéc phuc c6
hiéu qua 1a 2 thang ké tir khi danh gi4 tai van
phong;

— Néu phat hién nhitng diém khong phu hop ning
hoic CB/VVB khong ¢ cac hanh dong khic phuc
phtl hop, trudng doan danh gia c6 thé kién nghi
thu hep pham vi cong nhén, dinh chi hodc hiy bo
cong nhan,;

—  Théam xét hd so duge thuc hién boi 1 chuyén gia
c6 nang luc, doc lap voi doan danh gia, voi
CB/VVB;

—  Sau khi ¢ két qua tham xét, phu trach khach hang
chuan bj Thong bao Két qua giam sat (AF 18/02)
trinh Giam doc BoA phé duyét va gii dén
CB/VVB.

— Trong trudng hop khong du diéu kién duy tri cong
nhan, phu trach khach hang chuan bi quyét dinh
khong duy tri cong nhan, trinh Phé giam dbc phu
trach chuyén mon xem xét sau do trinh Giam doc
BoA quyét dinh. Quyét dinh nay sau d6 duoc phy
trach khach hang giri CB/VVB..

5.10 PANH GIA CONG NHAN LAI

Danh gia cong nhan lai dugc thyc hién 5 nam/ lan.

Khoang 3 thang trudc khi hét hiéu luc cong nhan,

khach hang can ndp: Pon ding ky cong nhan, phu luc

dang ky cong nhén, phleu cap nhat thong tin, cac tai
lidu va hd so mé rong (néu cb).

Khi thye hién danh gia cong nhén lai can luu y:

— 3 thang trudce khi hét hiéu luc cong nhan, phu trécl}
khach hang c6 trach nhiém lién h¢ vo1 CB/VVB dé
sap x€p ké hoach danh gid cong nhan lai;

— Khi ding ky cong nhan lai CB/VVB khéng can
phai ndp checklist;

— Thoi gian cho viéc khdc phuc c6 hiéu qua cac NCs
(néu co) 1a 2 thang;

— The first surveillance on-site assessment is carried
out at the office of CB/VVB no later than
12 months from the date of initial accreditation;

— The document review is
surveillance assessment;

not required in

— In order to make the schedule more convenience,
the witnessing can be conducted throughout the
accreditation cycle. The specific regulations
regarding witness are defined in the corresponding
ARC.

— The time span for taking the effective corrective
actions is 2 months from office assessmnet;

— If the major nonconformities were found or the
CB/VVB did not have satisfactory corrective
actions, team leader can propose reduction,
suspension or withdrawal of accreditation;

— The review is conducted by a person who is
competence and independent from assessment
team, independent from CB/VVB;

— Based on the review result, administration staff is
responsible for preparing the Notification of
surveillance result (AF 18/02), submitting BoA
director for approval and sending to CB/VVB.

— In case of ineligibility for maintaining
accreditation, the admin staff is responsible for
preparing the decision, submitting BoA deputy
director for review then submitting BoA director
for approval. This decision then sent to CB./VVB
by admin staff.

5.10  REACCREDITATION

The renewal assessment is conducted every 5 years.
About 3 months prior to the end of accreditation cycle,
CB/VVB shall submit: Application for accreditation,
application annex, updated information, documents
related to the extension scopes (if any).

When conducting the renewal assessment, the

followings shall be observed::

3 moths before the accreditation expiry, BoA
admin staff has responsibility to contact CB/VVB
for arranging the renewal assessment plan;

When applying for the reaccreditation, CB/VVB
doesn’t need to submit the checklist;

The time limit for taking the effective corrective
actions (if any) is 2 months;
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— Théam xét hd so duge thuc hién bai 1 chuyén gia c6
nang luc, doc 1ap voi1 doan danh gia, voi CB/VVB;

- Quyét dinh va phu lyc cong nhan lai dugc thiét lap
thay thé cho quyét dinh va phu luc cong nhan ci,
dugc cong b trén website ciia BoA va giri cho
CB/VVB.

— Trong truong hop khong du diéu kién cong nhan
lai, phu trach khach hang s& gri CB/VVB quyét
dinh khong cong nhén lai trong d6 néu ro ly do
khong cong nhan lai.

5.11 MO RONG PHAM VI CONG NHAN

Sau khi dugc cong nhan, CB/VVB co thé dé nghi BoA
mé rong pham vi cdng nhan.

Danh gi hé théng

Can b xem xét ngudn luc c6 trach nhiém xem xét dé
nghi m¢ rdng pham vi cong nhén dé quyét dinh ¢6 tién
hanh danh gi4 tai chd hay danh gia thong qua tai liéu,
hé so CB/VVB giri. Neu khach hang dang ky mo rong
trong nhém nganh, can danh gia théng qua tai lidu hd
so khach hang giri. Néu khach hang dang ky ngoai
nhoém nganh can danh gié tai chd.

Néu can tién hanh dénh gia tai chd thi viéc danh gia
duogc thyc hién nhu qui dinh tai cdc muc 5.4; 5.6; 5.7,
5.8.

Néu d4nh gia dya trén viéc xem x¢ét tai liéu, ho so do
CB/VVB gui, Chuyén gia danh gia, chuyén gia ky
thuat (néu can) c6 trach nhiém xem xét va 1ap Béo céo
vé nhitng diém khong phu hop va nhan xét
(AFC.01.07) (néu c6) va giri CB/VVB.

Danh gi4 chitng kién

Viéc chon mau dé danh gia ching kién dugc quy dinh
tai cac phu luc twrong ung.

Hanh dong khéc phuc va quyét dinh cong nhan

CB/VVB c¢6 thoi han 2 thang dé khic phuc nhimng
di€ém khong phu hop (néu co).

Chuyén gia danh gia, chuyén gia ky thuat (n,éu céan)
kiém tra, xac nhan hiéu qua hanh dong khac phuc
dong thoi 1ap dé xuat pham vi cong nhan maoi (AFC
01/12).

Tham xét ho so duoc thuc hién boi 1 chuyén gia cé
nang luc, doc 1ap vdi doan danh gia, voi CB/VVB.

— The review is conducted by a person who is
competence and independent from assessment
team, independent from CB/VVB;

— The reaccreditation decision and reaccreditation
schedule replaces the previous ones, these will be
published in the website of BoA and sent to the
CB/VVB.

— In case of ineligibility for renewal accreditation,
the admin staff will notify the CB/VVB in writing
of decision including the reason for not renewal
accreditation.

5.11 EXTENDING THE
ACCREDITATION

After accreditation, CB/VVB can request BoA to
extend the scopes of accreditation

SCOPES  OF

System assessment

Resource reviewers are responsible for reviewing the
application for extending accreditation and decide
whether conducting onsite assessment or assessment
based on documents submitted by CB/VVB. If the
client applies for extension within the cluster, the
assessment is conducted based on the documents
submitted by the client. If the client applies for
extension outside the cluster, the assessment is
conducted on-site

If the onsite assessment is required, the assessment
will be conducted as regulated in 5.4; 5.6; 5.7; 5.8.

If the assessment based on the review of documents
and records submitted by CB/VVB, the assessor(s),
technical expert(s) (if necessary) are responsible for
reviewing and preparing the NCR and Observation
Report (AFC.01.07) (if any) and sending to CB/VVB.

Witnessing assessment

The selection of audit to witness is specified in the
corresponding annex.

The corrective action and accreditation decision

CB/VVB has 2 months for taking the effective
corrective action (if any).

The assessor(s), technical expert(s) (if necessary)
check and confirm the effective of the corrective

action, recommend the new accreditation scopes
(AFC 01/12).

The review is conducted by a person who is
competence and independent from assessment team,
independent from CB/VVB.
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Quyét dinh va phu lyc cong nhan mé rong dugc Gidm
doc BoA phé duyét, duoc cong bo trén website cua
BoA va gtri cho CB/VVB.

Trong trudng hop khong du diéu kién céng nhan mé
rong, phu trach khach hang s& giri CB/VVB quyét
dinh khong mé rong cong nhan trong d6 néu rd ly do
khong mé rong cong nhan.

5.12 DANH GIA CHUYEN DPOI TIEU CHUAN
CONG NHAN

Dé ding ky danh gia chuyén di sang tiéu chuan cong
nhan phi‘én ban mai, CB/V\{B can gui don, checklist
va cac bang chung chuyén doi kem theo.

Panh gia chuyén doi tiéu chuan cong nhan phién ban
moi ¢6 thé dugc két hop véi danh gia giam sat hodc
danh gia lai hodc danh giad mo¢ rong. Trong truong hop
nay, viéc danh gia chuyén doi tiéu chuan khong lam
phat sinh ngay cong.

5.13 DANH GIA CHUYEN DOI TIEU CHUAN
CHUNG NHAN

Pé diang ky cong nhan chuyén d6i sang tiéu chuan
chimg nhén phién ban méi, CB/VVB can gui don
dang ky. Danh gia chuyén doi ti€u chuan co thé dugc
ket hop voi danh gia giam sat hodc danh gia lai hoac
danh gia mo rong. Trong truong hop nay, viéc danh
gia chuyén doi tiéu chuan khong lam phat sinh ngay
cong.

5.14 DINH CHI, HUY BO, THU HEP PHAM VI

CONG NHAN

Nhiing truong hop sau day duoc xem xét dé dinh chi

hoac huy bo cong nhan:

- CB/VVB khong dap ung cac yéu ciu vé cong
nhan;

- Hanh dong khic phuc khong c6 higu qua hodc
hanh dong khac phuc khéng dugc thuc hién trong
thot gian thich hop nhu da thong nhat véi BoA;

- Sir dung chung chi cong nhan hodc déu cong nhan
sai muc dich;

- C6 nhing phan nan, khiéu nai nghiém trong tur
phia cac bén lién quan va BoA thay rang h¢ thong
quan ly cia CB/VVB khong dugc duy tri;

- CB/VVB khong thuc hi¢n cac nghia vu tai chinh
vO1 BoA;

- CB/VVB khong trung thuc trong cac hoat dong;

- Vacac Iy do khac ma BoA thay khong thé duy tri
cong nhan.

The accreditation decision and schedule are approved
by BoA director, published in BoA website and sent
to CB/VVB.

In case of ineligibility for extending accreditation, the
admin staff will notify the CB/VVB in writing of
decision including the reason for not extending
accreditation.

5.12 TRANSITION TO NEW VERSION
ACCREDITATION STANDARDS

In order to be assessed against new version of
accreditation standards, CB/VVB shall send the
application, checklist and relevant evidences.

OF

Transition assessmnet to new version of accreditation
standards can be conducted in integration with
surveillance, renewal or extension assessment. In this
case the assessment does not require additional
mandays.

5.13 TRANSITION TO NEW VERSION
CERTIFICATION STANDARDS

In order to be assessed against new version of
certification standards, CB/VVB is required to submit
the application. Transition assessments can be
intergrated with surveillance, renewal or extended
assessments. In this case, the transition assessment
does not necessitate additional mandays.

OF

5.14 SUSPENDING, WITHDRAWING OR
REDUCING ACCREDITATION

The following reasons can be considered for
suspension or withdrawal:

- The CB/VVB has failed to meet accreditation
criteria;

- Ineffective corrective actions or corrective actions
were not taken within timeline specified by BoA;

- Improper use of the Certificate of Accreditation or
accreditation mark;

- Existence of a serious complaint from concerned
parties and BoA found that the CB/VVB
management system has not been maintained;

- The CB/VVB does not implement the financial
obligations with BoA;

- The CB/VVB does not honest in operating;
- Other reasons deemed appropriate by BoA.

In these cases, after discussion with the CB/VVB,
BoA director will decide to suspend accreditation.
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Trong nhitng truong hop ndy, sau khi trao ddi véi
CB/VVB, Giam dbc BoA sé& ra quyét dinh dinh chi
hi€u lyc cong nhan. Quyét dinh nay duoc gui dén
CB/VVB va cong b trén website ctia BoA. Thoi gian
dinh chi cong nhan khong qua 6 thang.

Néu hét thoi han dinh chi cong nhan ma CB/VBB van
chwa c6 cac bién phép thich hop dé duy tri cong nhan
thi giam déc BoA s& ra quyét dinh hiy bo hiéu luc
cong nhan. Quyét dinh nay duoc giri &én CB/VVB va
cong bd trén website ctia BoA.

Thong tin vé viéc dinh chi, hity bo céng nhan duoc
thong bao cho Ban Thu ky Dién dan Céng nhan Thé
gidi (IAF).

Néu bi huy bo cong nhan CB/VVB chi c6 thé tiép tuc
dang ky cong nhan sau 6 thang ké tir ngay chimg chi
cong nhan bi huy bé.

Pham vi cong nhén ciing c6 thé bi thay doi néu trong
qua trinh danh gia gidm sat hoac danh gi4 lai doan
danh gia nhan thiy CB/VVB khong du ning luc dé
thuc hién mot pham vi nao déy.

Truong doan danh gia cé trach nhiém dé xuat pham vi
cong nhan méi. Sau khi ho so thay doi pham vi cong
nhén duogc thim xét, nhan vién Vian thu ¢6 trach nhiém
chuén bi quyét dinh va phu luc cong nhén méi trinh
giam ddc BoA phé duyét.

Quyét dinh va phuy luc cong nhan méi nay thay thé cho
quyét dinh va phu luc cong nhan truée d6 va dugc
cong bd cong khai trén website ciia Van phong Cong
nhan Chét luong.

5.15 HIEU LUC CONG NHAN

Truong hop cong nhan lan dau: thot han hiéu lyc cong
nhan 1a 5 nam tinh tr ngay ky quyét dinh cong nhan.
Ngay cong nhan lan dau ciing 1a ngay ky quyét dinh.

Truong hop cong nhan mo rong: thoi han hiéu luc cua
cong nhan md rong trung voi thoi han hi€u luc cua
cong nhan lan dau hoac cong nhan lai gan nhat.

Truong hop cong nhan lai: thoi han hiéu lyc cua cong
nhén lai dugc chia 1am 3 trudng hop:

— Truong hgp CB/VVB dugc danh gia lai va dugc
BoA cép quyét dinh cong nhan dung hoic trudc
thoi han hiéu lyc cong nhan gﬁn nhét thi hiéu luc
cong nhan (5 ndm) dugc tinh lién tuc theo hiéu luc
cong nhan gén nhat. Thoi diém hiéu luc cong nhan
lan dau dugc duy tri.

This decision will be sent to CB/VVB and published
on the website of BoA. The suspension period is not
more than 6 months.

If after suspension period, the CB/VBB still did not
have appropriate measures to maintain the
accreditation, BoA director will decide to withdraw
the accreditation. This decision will be sent to

CB/VVB and published on the website of BoA.

The information regarding suspension or withdrawal
will be notified to IAF Secretariat.

In the case of accreditation withdrawal, the CB/VVB
can only reapply for accreditation after 6 months from
the date of withdrawal.

The accreditation scope can also be changed if in the
surveillance or reaccreditation assessment, the
assessment team realizes that CB/VVB is not enough
competence to carry out any scope.

The assessment team leader has responsible for
suggesting the new accreditation scope. After
reviewing, the administration staff is responsible for
preparing the new accreditation decision and schedule
and submitting BoA director for approval.

This new accreditation decision and schedule replaces
the previous accreditation decision and schedule and
will be published on the website of BoA.

5.15 ACCREDITATION VALIDITY

Innitial accreditation: The validity period of
accreditation is 5 years from the date of signing the
accreditation decision. The date of initial
accreditation is also the date of the decision.

Extended accreditation: The validity period of the
extended accreditation coincides with the validity
period of the initial accreditation or the most recent
renewal accreditation

Renewal accreditation: the validity period of the
renewal accreditation is divided into 3 cases:

— In the case that the CB/VVB is reassessed and is
granted accreditation by BoA on time or before
the expiration of the accreditation, the validity
period (5 years) is counted continuously according
to the most recent accreditation. The initial
accreditation date is maintained.
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— Truong hop CB/VVB duoc danh gia lai va dugc
BoA cip quyét dinh c6ng nhén sau thoi han hi¢u
luc cong nhan gan nhat (ngay cap QD khong qua
12 thang tinh tir thang hét hiéu luc cong nhén) thi
hi¢u lyc cong nhan (5 ndm) duoc tinh tir ngay ky
quyét dinh. Thoi diém hiéu luc cong nhan 1an dau
duoc duy tri.

—  Truong hop CB/VVB thuc hién danh gia lai va
dugc BoA cip quyét dinh cong nhan sau thoi han
hiéu lyc cong nhan gan nhét 12 thang thi hiéu luc
cong nhan (5 nam) tinh tir ngay ky quyét dinh, thoi
diém hiéu luc cong nhan 14n dau dugce tinh tir ngay
ky quyét dinh.

5.16 THU THAP THONG TIN

Theo quy dinh ctia Dién dan Cong nhén thé gidi (IAF
MD 12, 15, 23), hang nam Van phong Cong nhén Chat
luong thu thép thong tin vé hoat dong cua to chirc
ching nhan dé hoach dinh cho viéc danh gia cong
nhén.

Quy I hang ndm, phu trach khach hang cua Van phong
guri Phiéu thu thap thong tin (AFC 01/13) den cac to
chtrc chimg nhan dé thu thap cac thong tin vé:

— Chung nhén da qudc gia;
—  Chi s6 hoat dong chung nhan,;
—  Kiém soat hoat dong cua td chire dai dién.

Thong tin nay dugc luu gilt trong thu muc thong tin
ctia timg CB/VVB, dung 1am co s¢ dé hoach dinh hoat
dong cong nhan va bao céo cho cac bén lién quan néu
duoc yéu cau.

6 HOSO

Nhan vién quan 1y ho so ¢6 trach nhiém luu giit tat cac
ho so c6 lién quan dén qué trinh cong nhan trong cac
file theo tung CB/VVB.

Ho so cong nhan CB/VVB la cac thong tin can bao
mat. BoA khong cung cap cac thong tin nay cho bén
thtr 3 néu chua dugc sy dong v cia CB/VVB.

Céch thuc luu gift, quan 1y hd so nhu duoc qui dinh
tai AP.05

7  CAC BIEU MAU LIEN QUAN
Don dang ky cong nhan: AFC 01/01
Ban cau héi: AFC 01/02.

— In the case that a CB/VVB undergoes
reassessment and is granted accreditation by the
BoA after the expiration of the most recent
accreditation period (the decision date not
exceeding 12 months from the end of the
accreditation period), the validity period (5 years)
is counted from the date of the decision. The initial
accreditation date remains unchanged.

— In the case where a CB/VVB undergoes
reassessment and is granted accreditation by the
BoA after the expiration of the most recent
accreditation period by 12 months, the validity
period (5 years) is counted from the date of the
decision. The initial accreditation date is the date
of the decision.

5.16 DATA COLLECTION

According to the mandatory documents of the
International Accreditation Forum (IAF 12, 15, 23),
annually BoA collects information related to the
operation of CB’s performance to make planning for
the accreditation assessment.

In the first quarter each year, admin staff sends the
data collection form (AFC 01/13) to CBs to seek for
information on:

— Multi-national certification;
— Certification performance indicators;

— Control the activities of the entities operating on
behalf of the CB/VVB.

This information is retained in the folder of each
CB/VVB as a basis for planning accreditation
activities and reporting to interested parties if
required.

6 RECORDS

Record keeper is responsible for managing all the
records related to accreditation in the file for each
CB/VVB.

CB/VVB accreditation records are the confidentiality
information. BoA do not disclose this information to
the third party without written consent from the
CB/VVB.

The manner of CB/VVB record management is
regulated in AP.05

7 RELATED FORMS
Application form: AFC 01/01
Checklist: AFC 01/02
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Xem xét hop dong: AFC 01/03

Hop ddng theo mau: AF 11/04

Thu moi: AF 12/01

Thoéng bdo chuong trinh danh gia: AFC 01/05
Xéc nhan chuong trinh danh gia: AF 12/03
Quyét dinh thanh 1ap doan danh gia: AF 12/04

Danh sach tham du: AF 14/01
Ghi chép danh gia: AFC 01/06

Béo céo vé nhitng diém khong phu hop va nhan xét:

AFCO01/07

B4o cao ching kién: AFC 01/08

Béo cdo danh gia cong nhan: AFC 01/09
B4o cao Hanh dong khéc phuc: AFC 01/10
Béo céo tham xét: AFC 01/11

Quyét dinh cong nhan: AF 16/01

Phu lyc cong nhan: AFC 01/12

Thong bao Két qua giam sat: AF 18/02

Théng ké thong tin vé hoat dong cua t6 chic ching
nhan AFC 01/13.

Contract review: AFC 01/03

Contract form AF 11/04

Invitation letter: AF 12/01

Assessment plan notification: AFC 01/05
Confirmation form: AF 12/03

Decision of assignment of assessment team: AF
12/04

Attendant list: AF 14/01
Assessment note: AFC 01/06
NCR and observation report: AFC 01/07

Witnessing report: AFC 01/08
Accreditation assessment report: AFC 01/09
Corrective action report: AFC01/10

Review report: AFC 01/11

Accreditation decision: AF 16/01
Accreditation schedule: AFC 01/12
Notification of Conformity: AF 18/02

Data collection related to the CB operation AFC
01/13.

APC.01

Lan ban hanh/Issued No: 5.24

Trang/Page: 16/16



