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P Registration/Certification and Surveillance

QcERT

1.0 PURPOSE

To outline the procedure for providing management system and product registration/certification and
surveillance services by Q-CERT

2.0 SCOPE

Applies to all management system and product registration/certification services provided to customers and
potential customers by Q-CERT
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QcERT

Registration/Certification and Surveillance

3.0 PROCEDURE

Customer makes
request for information

A 4

Q-CERT information is sent

information as necessary

to customer, (web site,
profile, scope of
accreditation) plus other

\ 4

Customer information
is returned to Q-CERT

A 4

Q-CERT verifies capability to
perform certification services

with respect to scope,
language, logistics other
weighing factors

\ 4

Establish quote per OP-2050. Send
certification contract/terms to

customer, with established financial
terms to be signed by both members.

Send audit regulation/expectations

A 4

Q-CERT and customer plan the
audit. Lead Auditor/Audit Team

assigned to audit

Lead Auditor/Audit Team
performs documentation/Stage |
audit. Stage | on or off site and
documentation extension is
established per audit regulation

A 4

Is documentation/stage |

audit conforming?

Record

F-25* forms or
internet contact data

F-25* forms or
internet contact data
plus F-2195 or other
contract review form

Responsibility

Customer

Q-CERT

Customer

Q-CERT

F-2002 or other controlled
document representing
certification contract/terms
Audit regulation F-21*
forms

Q-CERT/Customer

Calendar, Audit Tracker,
Scheduling data, Audit
Schedule F-3115

Q-CERT/Customer

CH-4444 report, and/or
Technical File review
Report and/or Other

Documentation Review

Report

Lead Auditor

CH-4444 report, and/or
Technical File review
Report and/or Other

Documentation Review

Report

Lead Auditor
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Registration/Certification and Surveillance

QcERT

: Record Responsibility
No :
|
|
|
|
Yes |
|
v |
Notify Customer I CH-4444 report, and/or
| Technical File review Q-CERT
v 1 Report and/or Other
Notify Customer < | Documentation Review
I Report
|
v 1 Same as Above Q-CERT
|
Customer develops I
Corrective Action
I Applicable Customer
| Documentation
|
|
|
Is Corrective 1
Action No 1 Q-CERT
Acceptable? |
|
|
|
|
Yes :
|
|
|
A 4 1
Submit Audit Schedule per OP-2051 1 F-3115 or other Q-CERT/Customer
—»  Review and Notify composition of | audit plan/schedule
audit team |
|
|
|
|
Customer I
Accepts |
Audit Team? |
|
1
|
: I
No Yes |
v I
|
(2) I
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QcERT

Registration/Certification and Surveillance

(2)

v

Auditors receive documentation and

prepare for the audit

y

Conduct Stage Il audit for
or Product-Process audit

MS,
per

P-3* respective procedures

Were NCs

Record

Responsibility

Q-CERT/Lead Auditor

Applicable Audit
Documents

Auditor(s)/Auditees

No

3) «—

No

Issued No > (3) Applicable Audit Auditor(s)/Auditees
Documents
Yes
_ *
Organization develops and submits F-3001 Customer
CAs
] Lead Auditor
Are corrective
actions Yes [
acceptable?
Follow up
No audit
Required? F-3001* Q-CERT/Lead Auditor

v

Yes

v

conducted to verify CAs

Follow Up audit

Are corrective

Applicable MS or Product
Audit Report

Lead Auditor

actions
acceptable?

Yes

> (3)
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QcERT

Registration/Certification and Surveillance

(3)
v

Audit file is sent to Q-
CERT.

\ 4

Submit Audit Recommendation To
Certify or Not to Certify

\ 4

Technical and Certification Decision
Qualified Committee/Persons (ISO
17020 audits excluded)

A 4

Committee/Persons Decision
1. To Certify (4A)
2. Not to Certify (4B)

(4A or 4B completed)
Customer is informed for the
decision

v
(4A)

v

Create F-2522* Send Certification
Packet to Customer. Publish at
www.gmscert.com

> (4B)

Customer
agrees with
recommendation?

(5)

Yes

— (2)

\ 4
No
A
Follow Up audit is
scheduled and
conducted

Contract is cancelled or

> customer initiates appeal

process (see OP- 2100)

\ 4

END

Record

Responsibility

Applicable Audit
Documents

Auditor(s)/Auditees

Applicable Audit Report
F-3*

Lead Auditor

F-2541*

Qualified
Committee/Persons

F-2541*

Qualified
Committee/Persons

Audit data, logos and use,

Q-CERT
post audit instructions
F-2521* Q-CERT
F-2521 Q-CERT

Applicable MS or Product

Lead Auditor

Audit Report

Letter

Q-CERT/Customer
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QcERT

Registration/Certification and Surveillance

(5)

v

Establish three year or otherwise
specified surveillance schedule for
MS or Product Certification

v

(6)

v

Three year or otherwise specified
surveillance audit schedules begins

Surveillance audit date is

planned

4

Assign Lead
Auditor/Audit Team

No

and submit audit
schedule

Customer

Record Responsibility
Audit Report Q-CERT
Audit data, logos and use, Q-CERT
post audit instructions
F-2521 Q-CERT

Applicable MS or Product
Audit Report

Lead Auditor

No Accepts Letter Q-CERT/Customer
Audit Team?
A 4
Yes
Auditor(s) receive all necessary information
and documentation for the audit. F-3001* Customer
\ 4
Conduct surveillance audit. Submit all audit
data per procedure as above
Lead Auditor
Surveillance
period F-3001* Q-CERT/Lead Auditor
ends?
Yes
v
Reassessment audit planned, new contract as Applicable MS or Product Lead Audi
necessary is established? Audit Report ead Auditor
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