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T : 82-02-3157-1557  F : 82-2-6944-8199  gcerti@gcerti.com

	
	APPLICATION FORM FOR CERTIFICATION


	Applicable Standard
	□  ISO9001
	Audit
 Type
	□ Initial  □ Surveillance, Transfer  □ Re-Cert, Transfer

	
	□  ISO14001
	
	□ Initial  □ Surveillance, Transfer  □ Re-Cert, Transfer

	
	□  Non (     )
	
	□ Initial  □ Surveillance, Transfer  □ Re-Cert, Transfer

	Name of

Company
	Local) 
Eng) 
Total number of franchise (in case of the certification of main office (headquarter) ) : (      ) -  Franchise information is required to be attached

	Information Headquarters:
	

	Address
	Local) 
Eng) 
Franchises : Franchise information should be attached (Franchise name, Address, Scope)
(Other site) : 

	
	(Other Locations)
Temporary sites : In situations where the certification applicant or certified client provides their product(s) or service(s) at temporary sites, such sites shall be incorporated into the audit programmes.

	Scope
	Local) 
Eng) 

	
	* Is there 7.3 Design & Development ?  (□ Yes / □ No)

	
	1) The most primary content should be written in top priority when writing the scope and product name, not trade name should be written down in the scope.
2) Please identify if your products are products made by your company or are products distributed by your company (□ Direct product / □ Distribution)

	Please describe process details
	

	Outsourcing: The company outsources certain processes?
	No [  ] 
	Yes [ ]
	If yes, please indicate which processes are outsourced and / or subcontracted:

 


	Assembly process
	(In the case of manufacturing companies indicate the percentage of completion of the related product company): 0%

	N umber of Equivalent Employees
	Total
	      
	Internal Employees Tot:
	    
	Full-Time
	   
	Part-Time
	      
	N° Subcontractors
	   

	
	
	
	Outside Employees Tot:
	    
	Full-Time
	   
	Part-Time
	    
	
	

	How many NACE codes is needed?
	
	Simple function or same line in manufacturing or assembling

	Phone
	
	Fax
	

	Web Site
	
	E-Mail
	

	I hereby declare that: 

a) all the informations above are correct. 

b) If there are any complaints about the process of inspection / certification, I will inform the team of G-CERTI. 

c) I have read the guide on this site www.gcerti.it Certification.

	Declaration

a) I hereby declare that the information provided in the Application, which was previously submitted, is still valid.

b) I undertake to comply with the provisions of the Certification Contract.

c) I agree to pay all fees/costs connected to the certification process.

d) If any complaints or appeals in related certification, please inform to management team of G-CERTI

	Please attach to this: 

[   ] Copy of the Business Licence ; 

[  ] Organization chart: where it is clear the number of subjects related to the certification process for which certification is requested. In the case where there are more sites to be Audited we need the Organization chart with employees present in each site. 
- In case of transfer please attach 

[] a copy of the previous reports and a 

[] a copy of the certificate to be. 

- If there are any questions, please contact G-CERTI


	Person to contact:      
	Phone    


(FI-09-01 / Rev. 09: 2014.11.25) Please return both forms, with the attached chamber of the applicant, thank you.
	
	Specific Questionnaire


	Standard Required / 

Type of Certification
	[ ] ISO 9001:2008   _   [ ] ISO14001: 2004   _  [ ]  OHSAS 18001:2007 _ 

other:  ISO 22000  [[  ]  _  HACCP  [[  ]    _   ISO 27001 [[  ]    _  ISO 10002 [[  ]   _  QHSE  [[  ]  _   other : [[                                  ]   

	Describe your process in detail
	   

	Responsibility of Design the product / service
	 Are you responsible for the design of your service? [   ]No - [   ]Yes .  If the answer is affirmative:

· - The design is managed internally[   ]Si – [   ]No

· - In the case of external management, who does?

	Exclusion:
	 ISO 9001:2008:
	  7.3 Yes [  ] No [  ]  not applicable[  ] 

other : [  ]  
	for other standards :
	     

	Where the activity to be certified not to take place within the company, then indicate below other operating sites where it takes place:

Indicate the operation sites, and the 'advancement of significant activities that may be audited during the VI to confirm its scope required.
	1 Temporary Sites



	
	2. Temporary Sites



	
	3. Temporary Sites



	N ° Equivalent Employees
	Tot.
	      
	Workers Interior Tot:
	    
	Full-Time
	    
	Part-Time
	      
	N ° Subcontractors
	   

	
	
	
	Workers Outside Tot:
	    
	Full-Time
	      
	Part-Time
	     
	
	

	Approximate turnover
	2011     
	2012    
	2013     

	Factors for adjustments of audit duration : 

(Decrease in audit duration)
	Not "7.3 design responsible"
	□  Y
	□  N

	
	Very small site for number of personnel (e.g. office complex only)
	□  Y
	□  N

	
	Maturity of management system : (started business more than 5 years) 
	□  Y
	□  N

	
	already certified or recognized by another 3rd party scheme
	□  Y
	□  N

	Factors for adjustments of audit duration : 

(Increase in audit duration)
	Complicated logistics involving more than one building
	□  Y
	□  N

	
	Staff speaking in more than one language
	□  Y
	□  N

	
	High degree of regulation (e.g. food, drugs, aerospace, nuclear power, etc) 
	□  Y
	□  N

	
	System covers highly complex processes
	□  Y
	□  N

	
	Higher sensitivity of receiving environment compared to typical location for the industry sector
	□  Y
	□  N

	
	Indirect aspects necessitating increase in auditor time
	□  Y
	□  N

	
	Additional or unusual environmental aspects or regulated conditions for the sector.
	□  Y
	□  N

	Apply only the Integration -System establish (require marking)
	1. Is the ISO9001 & 14001 Manual established now integrated?
	□  Y
	□  N

	
	2. An integrated approach to internal audits 
	□  Y
	□  N

	
	3. An integrated approach to policy and objectives
	□  Y
	□  N

	
	4. An integrated approach to systems processes 
	□  Y
	□  N

	
	5. An integrated documentation set including work instructions, to a good level of development as appropriate 
	□  Y
	□  N

	
	6. An integrated approach to improvement mechanisms, (Corrective and Preventive Action; measurements and Continual Improvement) 
	□  Y
	□  N

	
	7. An integrated approach to planning, with good use of business wide risk management approaches 
	□  Y
	□  N

	
	8. Unified management support and responsibilities 
	□  Y
	□  N

	Other points (Threats to impartiality)
	1) Language
	

	
	2) Safety conditions
	

	
	  Was the previous shareholders or relatives?
	□  Y
	□  N

	
	Engaged in financial?
	□  Y
	□  N

	
	Provide a consulting?
	□  Y
	□  N

	
	Was there any relationship in this company?
	□  Y
	□  N

	
	Is the intimidation related to certificate?
	□  Y
	□  N

	Pre-review 

about offering 

or providing management system consultancy
	1) Did you ever receive any consultancy service related to management system certification prior to the audit in this time?
	□  Y
	□  N

	
	If yes, please be sure to describe the name of the consultancy company

	
	* Consultant
	

	
	* Consulted duration (From - To )
	

	
	2) Did you receive any offer related to consultancy service related to management system certification from any certification body?
	□  Y
	□  N

	
	If yes, please be sure to describe the name of the certification body
	

	
	and when you received the offer
	

	ISO14001

Environmental influence degree
	Which of the following location conditions is involved in your company business?
□ Special measure district area    □ Water source protection area
□ Industrial area     □ City    □ Rural

	
	Factors caused by air pollution
	□  Y
	□  N

	
	Factors caused by water pollution
	□  Y
	□  N

	
	Kinds of waste and any directed waste or not
	□  Y
	□  N

	
	Factors caused by soil pollution
	□  Y
	□  N

	
	Factors caused by noise and vibration
	□  Y
	□  N

	
	Status of work environment measurement
	□  Y
	□  N

	
	Initial environmental review
	□  Y
	□  N

	
	Compliance environmental

regulations, licenses (in detail)
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* If the temporary site indicated as significant or l 'assets subject to Audit does not turn out to be significant, it will reduce the scope of or to be proposed another temporary site and then, the number of M / D shown in the subsequent offering certification, may be changed during the audit.

** The number of man-days subsequent to this request may be changed not only for the reasons mentioned above, even if the data declared by the company not correspond to the real business data.

*** The equivalent number of employees includes all persons involved in the process. If they are permanent then all should be included, regardless of their presence in the temporary and permanent sites at the time of Audit. As for the personal non-permanent (seasonal, temporary, etc.) and the part-time staff instead will be considered only one present at the time of the audit.

For employees with contract hours to be considered the number of hours provided daily processing compared to full -time (eg. Part-time 4 hours on full time contracts of 8 hours, in this case 10 persons equivalent to 5 employees equivalents) . The equivalent number of employees must be calculated also on other parameters eg. for repetitive processes and standards, and approved by the technical office of GCerti Italy srl.

Please return both forms, with the attached Business license of the customer, thank you.
Certification Agreement

Article 1 (Objective)
The certification body shall have a legally enforceable agreement for the provision of certification activities to

its client. The audit programme shall include a two-stage initial audit, surveillance audits in the first and second

years, and a recertification audit in the third year prior to expiration of certification. The three-year certification

cycle begins with the certification or recertification decision.

Article 2 (Scope)
The agreement is valid when signed by both parties below. The contract may be terminated by either party upon 30 days written notice to the other party. Any outstanding fees and charges shall remain payable after termination of the agreement, although all approval certificates shall immediately cease to be valid
Article 3 (Initial Certification Audit)
The initial certification audit of a management system shall be conducted in two stages: stage 1 and stage 2. 
(Stage 1) 
1. audit the client's management system documentation;. 

1) Quality manual and the procedure, related documents
2) review the client's status and understanding regarding requirements of the standard, in particular with

respect to the identification of key performance or significant aspects, processes, objectives and

operation of the management system;

2. For most management systems, it is recommended that at least part of the stage 1 audit be carried out at the client's premises in order to achieve the objectives.
(Stage 2) 
The stage 2 audit shall take place at the site(s) of the client. 

a) information and evidence about conformity to all requirements of the applicable management system

standard or other normative document;

b) performance monitoring, measuring, reporting and reviewing against key performance objectives and

targets (consistent with the expectations in the applicable management system standard or other

normative document);

c) the client's management system and performance as regards legal compliance;

d) operational control of the client's processes;

e) internal auditing and management review;

f) management responsibility for the client's policies;

g) links between the normative requirements, policy, performance objectives and targets (consistent with the

expectations in the applicable management system standard or other normative document), any

applicable legal requirements, responsibilities, competence of personnel, operations, procedures,

performance data and internal audit findings and conclusions.

Article 4 (Initial certification audit conclusions)
The audit team shall analyse all information and audit evidence gathered during the stage 1 and stage 2

audits to review the audit findings and agree on the audit conclusions. 

1. The information provided by the audit team to the certification body for the certification decision 
shall include, as a minimum,

a) the audit reports,

b) comments on the nonconformities and, where applicable, the correction and corrective actions taken by

the client,

c) confirmation of the information provided to the certification body used in the application review

d) a recommendation whether or not to grant certification, together with any conditions or observations.

2.The certification body shall make the certification decision on the basis of an evaluation of the

audit findings and conclusions and any other relevant information (e.g. public information, comments on the

audit report from the client).
Article 5 (Surveillance and Re-certification & Transfer Audit)
1. Surveillance audit 
Surveillance audits shall be conducted at least once a year. The date of the first surveillance audit following initial certification shall not be more than 12 months from the last day of the stage 2 audit.

2. Recertification audit

 a) Recertification audit activities may need to have a stage 1 audit in situations where there have

been significant changes to the management system, the client, or the context in which the management system is operating (e.g. changes to legislation).

b) When, during a recertification audit, instances of nonconformity or lack of evidence of conformity

are identified, the certification body shall define time limits for correction and corrective actions to be

implemented prior to the expiration of certification.

3. Transfer of Certification

Only certifications which are covered by an accreditation of an IAF MLA signatory

shall be eligible for transfer. Organizations holding certifications that are not covered

by such accreditations shall be treated as new clients.

Article 6 (Audit Fee)
M/D table based on number of employees is applied for Initial audit, surveillance audit, follow-up audit and re-certification audit fee. Audit fee per 1 M/D is the M/D Rate of local and plus the travel fee, miscellaneous fee for audit. 
The client shall pay for the fee before the audit to the corresponded bank accounts or visit to the office by herself/ himself. 
Article 7 (Using the logo)
Using the certified logo shall follow the below clauses. 

1. The client can use the certified logo according to the Management System of the G-CERTI. 

2. The marks may be used on stationery, advertising and promotional goods by the client but the marks cannot be used on the products directly to against that the products are certified by the G-CERTI. 

3. If the objective of the certified logo is for the other cases, the client shall get the permission from the G-CERTI before using the logo. 

4. If the case of suspension or withdrawing of certification, the client cannot use the certified logo. 

5. The client shall not use the logo in the way of the damage the honor of the G-CERTI, and the certification shall not recognized as misinformation or certified by the un-authorities. 

6. Matters that require attention during the using or advertising of the logo by the G-CERTI.

a. Methods of advertising or using of the logo by ACCREDITATION
① Certified company can use the mark on the products packing, but cannot use on the products directly and the unit packing. The unit packing is the minimum of packing to circulate and among them, if the products cannot circulate without the packing, the packing called as the unit packing. (e.g Cigarette cases, cans of drinks and canned goods)

② Certified company shall use the logo since the company get the certification. 

③ When using the logo, certified company can use the logo independently, however the company cannot use the ACCREDITATION's logo only independently. (The ACCREDITATION's logo and the G-CERTI 's logo shall be used in together)

④ Even there is no truth, however, an advertising act that may indicate that the truth is in the certification, winning a prize and special permission. (e.g. an act that certified from the other certification bodies) 

⑤ An advertising act that may indicate different with the truth of the certification, winning a prize and special permission. (e.g. an act that the products have got authorization of excellent quality) 

⑥ Even the certification, winning a prize and special permission are authorized within special parts, an act that may indicate to expand in the other parts or whole part. (e.g. Actually, each place of business is authorized but an act indicates that whole part is authorized.)

⑦ Using absolute expression without well-founded allegation objectively about the certification, winning a prize and special permission. (e.g An act that was authorized the world's first or company's first without any well-founded allegation objectively) 

7. Formation, color and size of the certified logo

The certified logo of the G-CERTI shall follow below cases and the certified logo of the ACCREDITATION shall follow the standard of the ACCREDITATION. 

① Size and the location of the certified logo can be adjusted reduction and enlargement at same proportion. 

② Formation of the certified logo See. (http://www.gcerti.com) 

Article 8 (Confidentiality)
Except as required in this International Standard, information about a particular client or individual shall not be disclosed to a third party without the written consent of the client or individual concerned. Where the certification body is required by law to release confidential information to a third party, the client or individual concerned shall, unless regulated by law, be notified in advance of the information provided.

Article 9 (Information exchange)

1. Notice of changes by a certification body

The certification body shall give its certified clients due notice of any changes to its requirements for certification. The certification body shall verify that each certified client complies with the new requirements.

2. Notice of changes by a client 
The certification body shall have legally enforceable arrangements to ensure that the certified client informs the certification body, without delay, of matters that may affect the capability of the management system to continue to fulfil the requirements of the standard used for certification.
Article 10 (Suspension of the certification)
Some cases of suspension for the Client's certification are as the following. 

1.No corrective action for major-conformity is made within 3 months after audit. 

2.The scope is exceed than applied.

3.In case of that the certified indication is offended the limitation. 

4.In case of that if the Client dose not notify to the G-CERTI about some matters that are the offense against the law

5.In case of that the corrective action has not operated after requested period even special surveillance management operated. 

6. Planned Surveillance Audit or re-certification Audit are delayed 2months since the audits are planned with reasonable reasons. 

7. In case of that the audit fee is not payed after 6 months from the Certification Audit. 

8. Any other cases that are against the contract. 
Article 11 (Withdrawing of the certification)
The withdrawing of the certification is as the following and re-application can be issued after 3 months of date of the withdrawing.

1. Permission for manufacture or sales of clients are cancelled.

2. The Client wants withdrawing of the certification then requests by letter to the G-CERTI. 

3. There is not corrective action after 3 months of suspension of the certification that is caused non fulfillment of corrective action about non-competence against the law during the Surveillance Audit, or there is no ability and intention to maintain the certification. 
4. Reject a audit
5. Not pay a audit fee
6. The term of validity expired
Article 12(Certification recovery)
The G-CERTI can recover the A's certification that cancelled or temporary suspended according to the procedure
Article 13 (Revocation of the contract)
Suspension by the rule 10 or withdrawing of the certification by the rule 11 are considered as revocation or temporary revocation. 
Article 14 (Opening of the certification information)
The G-CERTI shall open the A's certification information to the ACCREDITATION, if the Client acquires the certification. And the information shall include name, address and the scope of the certification and the standard of the certification and any other information about the Client. 
Article 15 (Business suspension of the G-CERTI or Cancellation of agency selection)
The G-CERTI shall offer the best service to maintain the Client's certification if there are there are business suspension of the G-CERTI or cancellation of agency selection. If there is business suspension of the G-CERTI, it shall be notified to the Client and during the time, if there are Surveillance Audit or re-certification Audit for the Client, it shall be operated. And if there is cancellation of agency selection, The G-CERTI shall help that Client 's certification transfers to the other certification body smoothly. 
Article 16 (Term of the contract)
Term of this contract is 3 years after issuing certification since the date of initial contract. However, there are any changes or intension of cancellation on this contract before 1 month of the termination of the contract, the contract is extended to 3 years through the Re-certification Audit. In addition, after this, this method will be continued as a same. 
Article 17 (Appeals, Complaints)

1. The certification body shall acknowledge receipt of the appeal and shall provide the appellant with progress reports and the outcome.
2. Whenever possible, the certification body shall acknowledge receipt of the complaint, and shall provide the complainant with progress reports and the outcome.

Article 18 (Observance the law related with the certification)
The A shall observe the law related with the certification. 
Article 19 (Direct co-operation for Surveillance with the Accreditation)
The clients agrees to allow ACCREDIA auditors to witness franchisee assessors when they have been selected to be witnessed and the franchisee will ensure that the requirements of ACCREDIA are met and that they will cooperate with GCERTI and ACCREDIA to ensure that the witness program is achieved.

Article 20 (Inspection of complaint record about certified clients)
If the G-CERTI requests, the A shall record all complaints and results of corrective actions according to the Management system standard or the other documents and then submits to the G-CERTI during the audit. 
Article 21 (Interpretation of the contract)
If there are any questions on this contract, or some matters that are not mentioned on this contract, the A and the G-CERTI shall discuss about that.

–End-

We agree this certification contract.
Date : 20

	APPLICATION COMPANY / SIGN
	LOCAL GCERTI CO., LTD. / SIGN
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	Audit Notification


	Company name
	 

	Contact person
	
	 TEL
	
	FAX
	

	 Headquarters
	

	 Operative Office
	

	 Audit Date
	Stage1
	Date
	
	M/D
	

	
	Stage2(to be agreed with Lead Auditor
	Date
	
	M/D
	

	Operating sites

and with significant operations in progress that will be screened during the audit
	1° Temporary sites 
 

	
	2° Temporary sites):

 

	
	3° Temporary sites


	Type of audit
	Initial □    Surveillance□    Re-certification□    Transfer□

	 Standard
	ISO9001 □
	ISO14001 □
	OHSAS □
	Others □

	Scope/Application Field
	: 

	Exclusions
	

	 EA code
	EA
	
	Nace
	

	 Number of Equivalent of Employees
	 Total
	
	Total Employees Interior 
	
	Full time
	
	Part time
	
	Number of
subcontractors
	

	
	
	
	Total Employees Interior 
	
	Full time
	
	Part time
	
	Number of
subcontractors
	

	Lead Auditor
	
	Auditor2
	

	Auditor3
	
	Expert
	

	Safety issue (protective clothing/equipment be required) ? (if yes : 
	Yes □
	No □

	Standard
	Items for Consideration
	Check

	All 
System
	determine the size, complexity and scope of your operations;
	All audit

	
	review each of the clauses of the Standard and your current progress in meeting the requirements - this will be achieved by discussion, sampling of procedures, records, external standards/codes/regulations, plans and processes, etc
	All audit

	
	internal auditing and management review, customer complaints;
	All audit

	
	explain the procedures & discuss the readiness for the Stage 2 Audit
	Stage1

	
	corrective action taken for any previous non conformances and discrepancies 

effectiveness of management review, internal auditing and the continual improvement process / changes to documentation 

use of the G-CEERTI and Accreditation marks, as applicable 
	Surveillance,

Re-certification

	EMS
OHS
	verify on-site processes  and undertake a site inspection of premises
	All audit

	
	ensure relevant environmental aspects and impacts have been identified
	All audit

	
	ensure relevant licences are valid and legislative/regulatory compliance.
	All audit

	* Please audited company, that if there had been in past connections with inspectors from the Audit Team or the designated Technical Experts do economic character / personal / commercial, those that can be considered affected the impartiality of the audit, to communicate following reasons and to sign and send back to the present. The subscription and re-sending the same to G-Certain by mail is required even if there had been with the same relations consultancy in the two years prior to the audit.

* If a G-Certain not received this letter, signed by the company then it is considered valid the principle of silent consent within 4 days from the adoption of the same and, therefore, that the company agrees with the date, the audit team and the experts.

* All the members of G-Some are required (by signing a confidentiality agreement with the institution) to the absolute confidentiality of all the lessons learned during the audit. He is allowed as just pointed out, only if the institution receives authorization from the company to release such information (for example, to facilitate verification of the second part).

	*The audit team agrees to send all the audit of Stage 1 and Stage 2 within 2 days after completion of the same by e-mail. 

Therefore, the company announced that the planned processing time following receipt of the audit by the audit team is 5 working days (except for extra speed output).

The company confirmed that the company audited and the subjects are part of the audit team (including technical expert), they do not have and have not had any reports of interest in the last two years, such as counseling.

	We confirm that the company to be audited (the audited company) and the auditor does not have any interest relation such as consulting within recent 2 years.
The Customer declares to have no reason to reject the Audit Team and Technical Experts, and to agree with the test date and the above requirements:

Person responsible:                       (Sign) :                     Date:
Space Reserved for Team Audit: who claims to be in agreement with the date of verification and the requirements set out above, and have not had any relationship with the company or subject related to them that could compromise the impartiality of the verification itself, such as consultants, etc.. The consultant / consulting firms present in such verification is:    

The Audit Team is committed to being updated on the progress of all the laws to the subject and to comply with the provisions in the letter of appointment and contract audit with G-Certain and to immediately notify GCERTI and to sign this anyway send via email should they have been there dealings with the company or its related entities such as consultants

Role :             (Sign):                     . Date :  .

Reason:
For questions or concerns, do not hesitate to contact us: e-mail



(FI-05-01 / Rev. 09: 2014.11.25)                   The audit plan can be adjusted depending on your circumstances

* If the temporary site indicated  as significant or l 'activity subject to verification does not turn out to be significant, we will modify the reduction in the scope or will it be the vision of a site get even higher, therefore, the number of M / D shown in the subsequent offering certification may be modified during the audit. 

** The number of man-days subsequent to this request may be changed not only for the reasons mentioned above even six data reported by the company not correspond to the real business data.
Please report promptly GCerti any change compared to the data entered in the Application form for certification.
	
	Audit Fee Proposal


	
	
	

	
	- Company name 
	
	

	
	- Scope
	 
	

	
	- Employees
	Total : 
	Outsourcing : 
	Part time  : 
	

	
	- Sites 
	 
	

	
	- Standard 
	ISO9001 □
	ISO14001 □
	OHSAS □
	Other □
	

	
	- Code 
	 
	

	
	
	

	Audit Fee Details : Please write down certification fee per each audit type

	Category
	M/D
	Initial
	Surveillance
	Re-certification
	Transfer

	1. Application fee
	
	
	
	
	

	2. Stage 1
	
	
	
	
	

	3. Stage 2
	
	
	
	
	

	4. Conformation audit fee
	
	
	
	
	

	5. Travel costs
	
	
	
	
	

	▶ Total amount 
	
	
	
	
	

	♣ Note;
※Confirmation audit or Re-audit (re-audit partially or generally) (initial audit, audit with surveillance term and re-certification term)

- In case of minor nonconformity, confirmation audit takes 2 hours in head office.

- In case of major nonconformity suspended during auditing, general re-audit is executed 

When auditing is executed as planned, only nonconformity part shall be re-audited

(The period of general re-audit is the same as the initial audit and partial re-audit is adjusted by the level of nonconformity)

※ When in initial cert, re-cert and surveillance, business trip cost follows the G-CERTI policy and the provided data is effective for 1 months from the date of notification.

※ After reviewing certification contract and clients requests with detailed audit plans and audit schedules, cost of initial cert, re-cert and surveillance shall be paid by the audit opening date.

※ When clients want to cancel certification application after paying certification cost, 80% of the cost must be returned and if G-CERTI provides the reason of cancellation, the total amount of the cost must be returned. However, the application fee is nonrefundable.

※ When the G-CERTI fee itemize is changed, after notifying client of the change, the change can be applied. However, in case of change of fee itemize within one year, the standard of the initial certification shall be applied for the first year.
Outsourcing : If a company outsources work or things, it pays workers from outside the company to do the \work or supply the things. 
Part time : If someone is a part-time worker, they work for only part of each day or week.

	20
Client Name : (               )  Client Sign : (               )
Auditor     : (               )  Client Sign : (               )
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	Transfer Application


	Company name
	
	Web-site
	

	Person in charge
	
	E-mail
	

	Tel
	
	Fax
	

	1) the reason for seeking a transfer 

(인증전환 이유는)?
	(  )
	비용 (Fee)

	
	(  )
	보다 좋은 서비스(Better Service)

	
	(  )
	기타 (Others)

	2) the validity of the current certification (인증서의 유효성)

	* 규격 (Standard)
	

	* 인증기관명 (Certification Body)
	

	* 인정기관 (AB)
	

	* 인증범위 (Scope) : 

	* 첨부 : 인증서 사본 및 이전 심사리포트 (부적합 보고서 등)

(Attached materials: Previous certification, Reports, NCR etc)
	(  )
	YES

	3) any complaints received (고객 불만은?) 

고객 불만이 있었다면 취한 조치는 (if yes, action taken): 
	(  )
	YES

	
	(  )
	NO

	4) the stage of the current certification cycle 

(인증 주기는?) 
	(  )
	1년 주기 (Annual)

	
	(  )
	Others

	5) when the client’s premises was visited?

(최근 마지막 심사일은?) : 
	 

	6) whether its previous Certification Body had its accreditation withdrawn or had ceased trading? 전환 이전의 인증기관은 인정기관으로부터 취소 또는 그에 상응하는 조치를 받았는가?: 
	(  )
	YES

	
	(  )
	NO

	7) whether the clients Certificate has been suspended or under threat of suspension? 고객의 인증서는 의심받거나 주의를 받은 적이 있는가
	(  )
	YES

	
	(  )
	NO

	8) has consideration of the last assessment report and any outstanding non-conformance? 지난 심사에서 지적된 미결된 부적합은 있는가?  
	(  )
	YES

	
	(  )
	NO

	9) any current engagement by the client with regulatory bodies in respect to their legal compliance? 법 규범을 어긴 적이 있는가? 

(if yes ? :    )
	(  )
	YES

	
	(  )
	NO

	인증과 관련한 요구사항을 준수하고, 상기의 기재사항이 사실임을 확인합니다.

We confirm that we observe (keep) requirements relevant to certification,

and statement above is true and correct.

Application Name :             (Sign)  Date: 20  .   .

	Confirmation by Administrative dept of G-CERTI
Name : (          )
Sign : (         )      Date :


(FI-15-01 / Rev. 09: 2014.11.25)
	
	갱신 심사 설문서 (Recertification Questionnaire)


Please should attach this questionnaire, if recertification audit
	1) 매뉴얼 또는 조직 절차 [규정]에 대한 중요 개정 [기준: 전회 (이전) 심사]의 발생이 있습니까.? 있다면 [해당 개정 사항:] 
Was any significant revision of manual or organizational procedure (prescripts) occurred?
If yes [The revised details :                            ]
Can be attached[The related things only] 첨부 가능[해당 사항 만] 
[예 : 최신문서 목록 또는 문서관리 대장, 기타 개정 원인 자료 등]

[Ex. : List of latest documents or Master list of document control, Other materials relevant to cause of revision etc.]

	□ Yes
□ No

	2) 전회 (이전) 심사와 비교하여 공정의 중대한 변경, 조직의 중대한 변경, 제품의 추가 등이 발생하였습니까? 있다면 (중대변경 내용은 무엇입니까?) 
Were any significant change, significant change of the organization, and the addition of product occurred in comparison with the previous audit?
If yes(What is the content of the significant change?)
 - □ 공정 (Process), □ 조직 (Organization) (부서 또는 인원이 과도하게 증가 - An excessive increase of department or people)  □ 제품 (Product)
Can be attached[The related things only] 첨부 가능 [해당 사항 만] 
[예 [제품 추가] 사업자등록증 또는 공장 등록증의 변경 사항, 변경 카다로그 또는 제품 설명서

[Ex. : [Addition of product] Certificate of business registration or certificate of factory registration, changed catalogues or an explanation document on product
Evidence, [Significant change] : Manufacturing process or QC process chart[per each process of each product] before/after the change, Organization chart 
증빙 자료, [중대한 변경] : 변경 전후 제조 공정도 또는 QC 공정도 [각 제품 프로세스 별], 조직도
	□ Yes
□ No

	3) 전회 (이전) 심사 후 환경과 관련하여 신고 또는 인허가 사항에 중요 변경이 발생하였습니까? 
Was a signification change on declaration or appropriation, permission things relevant to environment after the previous audit occurred?
[있을 경우 : 공정 흐름도, 배출물 내역 및 발생량, 각 배출 시설 및 방지 시설용량 등이 표시 사항이 식별 되도록 인허가증 사본 COPY 첨부]
[If yes : Please attach the copies of appropriation, permission certificate so that the indication things of process flow chart, details and occurrence quantity of effluent, capacity of each exhaust facility and prevention facility can be identified.
	□ Yes
□ No

	4) 인증 (ISO 9001/14001 각각) 유효 만료일자 :
   Expired date of certification(ISO9001/14001 respectively) validity : 
 [Quality]       20    year     month    day 

 [Environment]  20    year     month    day


	[image: image2.png]



	Contract Review


1) Company Information  업체 정보
	Client
	Audit Type
	Initial☐  Surveillance☐  Re-certificate☐  Transfer-Sur☐  Transfer-Re-cert☐

	
	Name
	
	Cert No
	

	
	Address
	

	
	Foundation yy/mm
	
	Standard
	

	
	Scope
	 

	
	Number of Equivalent Employees
	 

	
	Exclusion (7.3)
	 OK: [image: image3.wmf] NO: [image: image4.wmf]

	
	EA code
	 1st
	
	2nd
	


2) Audit Duration calculation
Please write down the audit duration by each audit type (please use the excel file - Determining----)
	Final audit duration
	Initial
	days
	Surveillance
	days
	Re-cert
	days


3) Allocation of audit team
	Lead auditor 
	
	Auditor2 
	

	Auditor3
	
	Auditor4
	

	Field Expert 1
	


4) Audit Planning
	Audit Date
	Stage1
	
	Stage2
	


5) Contract Review Checklist
	Application
	OK: [image: image5.wmf] NO: [image: image6.wmf]
	Specific Questionnaire
	OK: [image: image7.wmf] NO: [image: image8.wmf]

	Audit Fee Proposal
(Audit fee is within the range of the Audit fee guideline in the Certification Agreement with Gcerti)
	OK: [image: image9.wmf] NO: [image: image10.wmf]
	Certification Agreement
	OK: [image: image11.wmf] NO: [image: image12.wmf]

	Audit Notification
	OK: [image: image13.wmf] NO: [image: image14.wmf]
	Business license
	OK: [image: image15.wmf] NO: [image: image16.wmf]


	1st Reviewer : 

(Office Administrative)
	Name 
	
	Sign
	
	Date
	


	Final Reviewer : 

(Technical Experts)
	Name 
	
	Sign
	
	Date
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협조에 감사드립니다. (Thank you for your assistance) / GCERTI [image: image17.png]
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