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Information & Instructions for Completing an Application Form

1. Quality & Accreditation Institute (QAI)’s Centre for International Accreditation (CIA) offers accreditation services to RMPs both in India and overseas.

2. A RMP implementing the requirements of ISO 17034 is eligible to apply under RMP accreditation programme.

3. Application shall be made in the prescribed form QAI CIA 702 only. Applicant RMP is requested to submit the following:
·  Soft copy of completed application form

· Soft copy of self-assessment cum management documentation review tool kit along with referenced documents
· Soft copy of Quality Manual/ Management system documentation
· Prescribed application fees

· Soft copy of signed QAI CIA 002 ‘Terms and Conditions for Maintaining QAI CIA Accreditation

4. Latest versions of application form and self-assessment cum management documentation review tool kit can be downloaded from the website www.qai.org.in. Incomplete application may lead to delay in processing of your application. 

5. The applicant RMP shall provide copy of appropriate document(s) in support of the information being provided in this application form. 

6. RMP is advised to familiarise itself with QAI CIA 701 ‘Information Brochure for Reference Material Producers’ and QAI CIA 002 ‘Terms and Conditions for Maintaining QAI CIA Accreditation’ before filling up this form. 
7. The applicant RMP shall intimate QAI CIA about any change in the information provided in this application such as scope applied for accreditation, personnel and location etc. within 15 days from the date of changes.
8. QAI expects applicant RMP to provide their documentation, access to their areas as well as subcontractors areas, equipment, records and personnel for purpose of assessment and resolution of complaints along with the application.
9. RMP shall make clear that accreditation is granted to the RMP, and not to its subcontractors. In this regard, the RMP shall have a written agreement with its subcontractors. The agreement shall address the obligation of an accredited RMP to ensure that its subcontractors follow and meet the applicable technical and, where relevant, non-technical requirements arising from the RMP’s accreditation. (Documentation if any is issued to the subcontractors as a result of a successful assessment by the RMP then it shall state that it is only for the purpose of the contract and is neither certification nor accreditation). 
10. The application must be filled up carefully to provide required information in such a manner that further correspondence RMP for seeking clarifications are not required. Particularly the scope of accreditation shall be complete to indicate unambiguously.
11. The application shall be kept confidential (unless required by law) by QAI and information obtained during the processing of application, assessment visit and grant of accreditation or any activity related with CAB’s data shall be safeguarded and dealt with impartiality. 
12. Request for any change in applied scope of accreditation, equipment and personnel including personnel to review and authorize the RMP reports during ongoing onsite assessment will not be accepted.
13. The application must be filled up by the authorized representative of the RMP.

14. For a person to be accepted for review, report and authorize the reports issued by PT provider, personal evaluation shall be done during assessment. The Qualification and experience criteria of relevant field shall apply. The relevant academic qualifications, experience and demonstration of technical competence to the assessment team shall be the basis for acceptance of person to review, report and authorize the report. 

15. If the RMP has provided false information and/ or conceals any information, then, QAI will reject the application and/ or terminate the assessment process.
16. QAI may refuse the services (not accepting the application and/ or not conducting the assessment) to an RMP, in case of proven evidence of fraudulent behaviour, falsification of information and/ or deliberate violation of accreditation requirement.
17. RMP is required to inform its affected clients whenever any adverse action is taken against the RMP by QAI (such as suspension, reduction or withdrawal of accreditation etc.) and the associated consequences without undue delay. 
18. The application will be kept confidential (unless required by law) by QAI and information obtained during the processing of application, assessment visit and grant of accreditation will be safeguarded and confidentiality and impartiality will be maintained. 

Application Form for Reference Material Producers
We wish to apply for QAI CIA accreditation of our Reference Material Producers as per details given below:


Initial accreditation    

                         
Renewal of accreditation

Extension of Scope (Apart from scheduled Assessment)
Date of first accreditation, if applicable ______________________________________________
1.        Reference material producer’s Details
	1.1
	Name of the RMP __________________________________________________________

	
	


Complete Address(s)________________________________________________________
_________________________________________________________________________

Telephone No. ________________________ E-mail _______________________________
1.2
Name of the Parent Organisation ____________________________________________ 

  (if Applicant RMP is part of a legal entity)

   Telephone No. ________________________ E-mail _____________________________
1.3
Legal identity of the RMP and date of establishment ________________________​​​​​​
(Mark from the below options provided, please give registration number and name of authority who granted the registration. The RMP shall provide a copy of appropriate document(s) in support of the legal status)
· Proprietorship firm (Bank passbook/ Account statement/ ID of the Proprietor/ Registered proprietorship)
· Partnership (Copy of Registration under 1932 Act)

· One Person Company (copy of Registration under Companies Act 2013)

· Company Act (Copy of Registration under companies 1956 Act)
· Societies Registration Act (Copy of Registration under 1860 Act)
· Indian Trust Registration Act (Copy of Registration under 1882 Act)
· Limited Liability Partnership (Limited Liability Partnership Act, 2008)
· Limited Liability Company (LLC) (Copy of Registration Certificate issued by the competent authority under applicable laws of the respective country)

· Government (Copy of Government Notification / Declaration etc.)

1.4
Goods and Services Tax (GST) Number, if available (Please attach a copy of GST Registration Certificate):












​​​​​​

1.5 
Other accreditations​________________________________________________________
1.6 
Indicate exactly how the name and address of the CAB are to appear on the certificate

(In English) _______________________________________________________________________

2. Organization
2.1 Management System

2.1.1 RMP has developed its management system in accordance with either Option A or Option B (Ref.: Clause 8 of ISO 17034: 2016): 

              (please tick in appropriate box)

	
	Option A
	
	Option B
	
	


2.2 Senior Management (The details must include Name, Designation, Telephone, E-mail)
2.2.1 Head of the Organization, ____________________________________________


2.2.2 Person responsible for the Quality management system ______________________

2.2.3 Person responsible for RMP activities ___________________________

2.2.4 Contact person for QAI-CIA (RMP Staff only) ______________________________

2.3 Proposed personnel declared to review and authorization of results (Signing of Certificates/RM documents)
	SI. No.
	Name of Employee 
	Designation 
	Qualification with Specialization
	Relevant experience (in years) related to present work
	Relevant Training


	Authorised for which category/ subcategory
	Specimen

Signature

	
	
	
	
	
	
	
	


2.4 Organisation Chart

2.4.1 Indicate in an organisation chart the operating departments of the RMP for which accreditation is being sought (please attach)
2.4.2 Indicate how the RMP is related to its own parent organisation (where applicable). Please also indicate if some of the responsibilities as described in IS 17034 are shared by the parent organization

2.5 Employees 

2.5.1 Total Number of Employees in the organization ______________________________

2.5.2 Total Number of Employees involved in RMP Activities ____________________

2.5.3 Details of staff (Technical as well as those for support functions)
	Sl. No.
	Name
	Designation
	Academic and Professional Qualifications*
	Experience related to present work 

(in years)
	Total Experience

(in years)
	Relevant Training*

	
	
	
	
	
	
	


3. Accreditation Details
	3.1 
	Reference Material (Non-Certified)
	
	              Certified Reference Material
	


3.2
Are you conducting Reference material producer activities

	
	a.
	Independently at permanent facility 
	
	Yes
	
	No

	
	
	

	
	b.
	Site Away (Mobile/Temporary)
	
	Yes
	
	
	No

	
	
	

	
	c.
	With the help of sub-contractor (s)
	
	Yes
	
	
	No


 
  {If yes please provide the details of subcontractor(s) activity(ies)}
               _________________________________________________________________________

3.3
Categories for which accreditation is sought

	A. 
	Chemical composition                 
	

	Reference materials, being either pure chemical compounds or representative sample matrices, either natural or with added analytes (e.g., animal fats spiked with pesticides for residues analysis), characterised for one or more chemical or physicochemical property values.



	B. 
	Biological and Clinical properties 
	

	Materials similar to Category A, but characterised for one or more biochemical or clinical property values.



	C. 
	Physical properties
	

	
	Materials characterised for one or more physical property values, e.g., melting point, viscosity, density.


	

	D.
	Engineering Properties 
	


Materials characterised for one or more engineering property values

                  (e.g., hardness, tensile strength, surface characteristics, etc).

	E.
	Miscellaneous Properties (others)  
	


3.4
Subcategories for which accreditation is sought:

Category A. Chemical Composition 

	    A1
	Metals
	
	
	A6.
	Engine wear materials
	

	
	
	
	
	
	
	

	   A2.
	Inorganic reference materials
	
	
	A7.
	Analysed gases
	

	
	
	
	
	
	
	

	   A3.
	Organic reference materials
	
	
	A8.
	Forensic reference materials
	

	
	
	
	
	
	
	

	  A4.
	Environmental reference materials
	
	
	A9.
	Ion activity
	

	
	
	
	
	
	
	

	  A5.
	Health and industrial hygiene
	
	
	
	
	


Category B. Biological and Clinical Properties

	   B1
	General Medicine
	
	
	B7.
	Parasitology
	

	
	
	
	
	
	
	

	   B2.
	Clinical Chemistry
	
	
	B8.
	Bacteriology and Mycology
	

	
	
	
	
	
	
	

	   B3.
	Tissue Pathology and Cytology
	
	
	B9
	Virology
	

	
	
	
	
	
	
	

	   B4.
	Haematology 
	
	
	  B10
	Other biological and clinical reference Materials
	

	
	
	
	
	
	
	

	   B5.
	Immunohematology
	
	
	  B11
	Forensic Reference Materials
	

	
	
	
	
	
	
	

	B6.
	Immunology
	
	
	
	
	


Category C. Physical Properties

	   C1
	Reference Materials with Optical Properties
	

	
	
	

	   C2.
	Reference Materials with Electrical and Magnetic Properties
	

	
	
	

	   C3.
	Reference Materials for Frequency Measurements
	

	
	
	

	   C4.
	Reference Materials for Radioactivity
	

	
	
	

	   C5.
	Reference Materials for Thermodynamic Properties
	

	
	
	

	C6.
	Reference Materials for Physicochemical Properties
	

	
	
	

	C7.
	Reference Materials for Fibre Identification
	

	
	
	

	C8.
	Reference Materials for other properties
	


Category D. Engineering Properties

	  D1
	Surface Finish
	
	
	D6.
	Tensile Strength
	

	
	
	
	
	
	
	

	  D2.
	Sizing
	
	
	D7.
	Elasticity
	

	
	
	
	
	
	
	

	  D3.
	Nondestructive Testing
	
	
	D8.
	Creep
	

	
	
	
	
	
	
	

	  D4.
	Hardness
	
	
	D9.
	Fire Research
	

	
	
	
	
	
	
	

	  D5.
	Impact Toughness
	
	
	
	
	


Category E: Miscellaneous Properties

	    E1
	Others
	
	
	
	


                      (Please specify)

        
       _________________________________________________________________________

4. Scope of Accreditation 
	S. No.
	Types of reference materials (Certified Reference Materials, Reference Materials or both) Category & Subcategory
	Reference Material Matrix or Artefact
	Property / Properties Characterized
	Approach used to assign property values/ Characterization Technique
	Range of property 


	Assigned value, uncertainty and best reference value capability (as relevant)
	Activities being subcontracted 

(e.g. assessment of homogeneity, stability, characterization, testing, calibration, measurements etc. if any)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


4.1 Description of Sub-Contractor

	S No.
	Sub-contractor

Name, address and contact details (Tel./ email)


	Activity (ies) carried out

(scope of tasks performed by each sub-contractor)
	Competency Information 

(like certification to ISO 9001 for non-testing/ calibration activities; accreditation to ISO/IEC 17025/ ISO 15189 for testing/ calibration/ Medical testing; accreditation to ISO 17043 for PT Provider)

	
	
	
	


Note:  Submit the evidence of competence (e.g., copy of accreditation certificate and scope etc.) and written contract with the subcontractor along with completed subcontractor information as above.

5. Equipment and Reference Materials/Reference Standards: 
5.1         List of major test equipment available for use (where applicable)
	S. No.


	Name of equipment
	Sl. No. of Equipment
	Model/ Make/type/ year of make
	Receipt date & date placed in service
	Range and accuracy
	Date of last calibration
	Calibration

due on* 
	Calibrated by**


(In-House/

External)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


5.2    List of Reference materials/ Reference Standards: 

	S. No.
	Name of reference material/                      strain/ cultures
	Source
	Date of expiry/ validity 
	Traceability

	
	
	
	
	

	
	
	
	
	


* The Reference Material Producer to decide the calibration interval based on ISO 10012 

** Please indicate the traceability to National / International standards through unbroken chain of calibrations / accredited laboratories
6. Internal Audit and Management Review:

6.1    Date of last Internal Audit 









6.1.1 Whether all requirements of ISO 17034:2016 covering all activities of RMP have been audited at least once in last one year                                                                                                      

	
	Yes                                        
	
	
	No


6.1.2 If the Services/Sub-Contractor is/ are used whether compliance is ensured for relevant standard e.g., ISO 17034, ISO/IEC 17025, ISO 15189 etc.         

	
	Yes                                        
	
	
	No


6.2    Date of last Management Review 






6.2.1 Whether RMP has reviewed its management system as per the requirements of ISO 17034: 2016 at least once in last one year                      
	
	Yes
	
	No
	
	


7. Application Fees

7.1 Number of categories applied for accreditation_______________________________________
7.2 Application Fees (Rs.) ________
______________________________________     _________
7.3 DD/At par cheque number/ bank transfer reference number________

________
8. Declaration by the RMP
 We declare that 

8.1 We are familiar with the Terms and Conditions for maintaining QAI CIA accreditation (QAI CIA 002), which is signed and enclosed with the application. We also undertake to abide by them.
8.2 We agree to comply fully with the requirements of ISO 17034:2016 for the accreditation of Reference Material Producer.
8.3 We agree to comply with accreditation procedures and pay all costs for any assessment carried out irrespective of the result.
8.4 We agree to co-operate with the assessment team appointed by QAI CIA for examination of all relevant documents by them and their visits to those activities of the Reference Material Producer (and subcontractor(s), if any) that are part of the scope of accreditation.
8.5 We undertake to satisfy all national, regional and local regulatory requirements for operating the RMP. 
8.6 No adverse action has been initiated/ taken against the RMP in the past. (If yes, please provide the details with present status ……………………………………………………….)
8.7 All information provided in this application is true to the best of our knowledge and ability.

Signature of CEO/ Organization Head/ Director ______________________________
Name & Designation ___________________________________________________________

Date & Place _________________________________________________________________
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