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Procedure for Document Control
1.� Purpose and applicable scope
1.1 This document is intended to ensure the suitability and validity of management system documents related to accreditation and rules documents of CNAS.
1.2 This document is applicable to the control and management of the rules documents, management system documents and information documents issued by CNAS and external documents related to accreditation.
    Note: refer to CNAS-PD 35 Procedure for Control of Normative Documents of Accreditation for the management of normative documents related to accreditation.
2 Referenced document
CNAS-PD03 Procedure for Control of Records
3 Terms and definitions
3.1 public documents
Documents related to accreditation issued publicly by CNAS, including: the Constitution, work rules, accreditation rules of committees, accreditation criteria, accreditation guidance, accreditation schemes, accreditation interpretation, accreditation information, technical reports, etc.
3.2 accreditation information documents
Information related to accreditation issued by CNAS, including: CNAS overview, accreditation application, categorization of accreditation schemes, analysis of related interest parties, etc.
3.3 rules documents
Documents describing the work rules of CNAS Board, Special Committees and Specialized Committees, including the Constitution.
3.4 management system documents
Documents controlling the establishment, maintenance, operation and continual improvement of CNAS management system, including Quality Manual, procedure documents, work instructions and normative record forms and documents
3.5 Quality Manual
Document specifying CNAS management system, which is a summary of the CNAS management system. 
3.6 procedure documents
Documents specifying the route for a certain CNAS activity and process
3.7 work instructions
Elaboration of specific requirements for the realization process of relevant CNAS procedures
3.8 external documents
External documents obtained or collected by CNAS that are related to the implementation of its work responsibilities, including external technical documents and external management documents. 
3.9 referenced documents
Other documents cited by a specific document and developed into the content of that document. 
3.10 supporting documents
The under-level documents further explaining the rules and requirements of a certain document. 
4 Responsibilities
4.1 Rules documents of CNAS
4.1.1 CNAS Board is responsible for:
a) approving the establishment or substantial revision of rules documents of CNAS; 
b) non-substantial revision of the rules documents of CNAS or revisions made to conform to relevant laws and regulations shall be approved by the Executive Committee; 
c) reviewing CNAS-WI01-01 Work Instruction for Preparation of the Analysis Report on the Impartiality and Relevance of CNAS. 
4.1.2 CNAS Special Committees are responsible for:
a) reviewing the establishment or substantial revision of relevant rules documents of CNAS;
b) approving the establishment or substantial revision of work rules for its subordinated Specialized Committees. 
4.1.3 CNAS Specialized Committees are responsible for:
a) reviewing the establishment or substantial revision of work rules for Specialized Committees.
4.1.4 The Chief Executive is responsible for 
a) reviewing the establishment and substantial revision of rules documents of CNAS;
b) reviewing the non-substantial revision of rules documents or revisions made to conform to relevant laws and regulations;
4.1.5 Deputy Chief Executives are responsible for: 
a) reviewing non-substantial revision of rules documents or revisions made to conform to relevant laws and regulations;
4.1.6 The General Affairs Department is responsible for: 
a)  managing and controlling the rules documents;
b)  the preparation, revision and management of CNAS Overview and analysis of related interest parties;
4.1.7 Accreditation Department 1, Accreditation Department 3, Accreditation Department 4, Accreditation Department 7, the General Affairs Department and the Quality Department are responsible for: 
a) the development and revision of work rules for relevant Special Committees. 
4.2 Management system documents and other documents
4.2.1 The CNAS Board is responsible for:
    a) the approval/issuance of relevant procedure documents where necessary.
4.2.2 The Chief Executive is responsible for:
a) the approval/issuance of the Quality Manual;
b) the review, approval/issuance of relevant procedure documents;
c) the approval/issuance of informative documents such as CNAS Overview and analysis of related interest parties;
4.2.3The Deputy Chief Executives are responsible for:
a) review of the procedure documents prepared by the departments and offices that he or she is in charge of;
b) review of CNAS Overview, analysis of related interest parties, accreditation applications and other documents;
c) approval/issuance of work instructions and record forms (where the work instructions or relevant record forms are shared by several departments).
4.2.4 Regarding the management system documents, the Management Representative is responsible for:
a) planning their structure and content;
b) organizing study, development and revision; 
c) reviewing the Quality Manual and procedure documents;
d) reviewing work instructions and record forms (where the work instructions or relevant record forms are shared by several department).
4.2.5 The Quality Department is responsible for:
a) organizing the development and revision of CNAS management system documents;
b) reviewing the consistency and harmonization of the management system documents;
c) management and control of the management system documents;
4.2.6 The General Affairs Department is responsible for:
a) the issuance, management and control of relevant CNAS documents and information on websites or other medias; 
4.2.7 The Technical Department is responsible for:
a) the collection, registration, management and control of external technical documents and management of accreditation normative documents (refer to CNAS-PD35 Procedure for Control of Normative Documents of Accreditation). 
4..2.8 The Administration Office is responsible for: 
a) the collection, registration, management and transfer of external management documents. 
4.2.9 The International Cooperation Department is responsible for:
a) the collection, registration, management and transfer of foreign documents and international information;
b) the management of information of the international mutual recognition agreements signed by CNAS.
4.2.10 Each department of the Secretariat is responsible for: 
proposing, preparing and revising the procedure documents, work instructions and relevant forms and accreditation information documents directly related to the responsibilities of own department; 
putting forward suggestions on the development or revision of other documents related to the responsibilities of own department and participating in the development or revision of relevant documents where necessary. 
5 Content
5.1 Document classification
5.1.1 CNAS accreditation documents include the public documents and management system documents published by CNAS and external documents related to accreditation work.
5.1.2 The management system documents include the Quality Manual, procedure documents, work instructions and record forms. 
5.1.3 The accreditation information documents include CNAS Overview, accreditation application, categories of accreditation schemes and analysis of related interest parties. 
5.2 Title of document
The title of the same type of documents shall be consistent as much as possible. For example: 
a) the title of rules documents shall be “Work Rules for ……”;
b) the title of procedure documents shall be “Procedure for ……”;
c) the title of work instructions shall be “Work Instructions for ……”.
5.3 Structure of documents
5.3.1 Normally, the Quality Manual is divided into 8 parts in the sequence of “Terms and definitions”, “Organization Overview”, “Management”, “Human Resources”, “Accreditation Process”, “Proficiency Testing and Other Comparisons for Laboratories and Inspection Bodies”, “Responsibilities and Obligations” and “Management of the Quality Manual”. 
5.3.2 Normally, the structural sequence of procedure documents and work instructions is: “Purpose and Applicable Scope”, “Referenced Documents”, “Terms and Definitions”, “Responsibilities”, “Content”, “Relevant Record Forms” (where necessary), “Supporting Documents” (where necessary) and “Appendix” (where necessary). 
5.3.3 The referenced documents, relevant record forms and supporting documents shall be reflected in the description of the documents. The title and number of a document shall be indicated when it is referred to for the first time, and only the document title is indicated when it is referred to again. 
5.4 Principles for development and revision of documents and document review
5.4.1 For the development and revision of documents, the following principles shall be followed: 
a) abiding by the relevant national laws and regulations; 
b) conforming to the requirements of general international standards and rules related to accreditation and following conventions;
c) specifying the responsibilities and authorities for the activities stated in the documents; 
d) maintaining the inheritability and continuity of documents and adequately considering the continual development of the documents; 
e) ensuring the harmonization and consistency of relevant documents, avoiding duplication, contradiction and omissions;
f) The work procedures and methods shall be concise, applicable and easy to operate. 
5.4.2 Document review
a) Each CNAS department can put forward demands for the development and revision of documents according to the work needs.
b) CNAS shall evaluate the suitability of its documents during internal audit, management review and/or international peer evaluation, revise the documents where necessary and update them when significant changes happen. Each department may propose revision comments according to their actual work needs at any time.
5.5 Development, revision and review & approval of documents
5.5.1 Development, revision and approval of rules
After the development or revision department finishes the first draft of a document, it shall complete CNAS-PD02-06 Review & Approval Sheet for the Development/Revision of the Constitution and Committee Work Rules, which shall be reviewed and approved according to the requirements of Appendix 1. 
5.5.2 Development, revision and review & approval of accreditation information documents
    Relevant departments are responsible for planning the structure and content of accreditation information documents and organizing the development and revision of these documents. After the development or revision department finishes the first draft of a document, it shall complete CNAS-PD02-01 Review & Approval Sheet for the Development/Revision/Withdrawal of Management System Documents/Accreditation Information Documents, which shall be approved according to the requirements of Appendix 2. 
5.5.3 Development, revision and review & approval of management system documents
The Management Representative is responsible for planning the structure and content of the management system documents. After the Chief Executive approves the planning program, the Quality Department shall be responsible for organizing relevant departments or personnel to carry out the specific document development and revision work. 
Normally, after a department finishes the first draft of a document, it shall complete CNAS-PD02-01 Review & Approval Sheet for the Development/Revision/Withdrawal of Management System Documents/Accreditation Information Documents, which shall be approved according to the requirements of Appendix 3. 
When the development/revision of documents involves modification of the internal business management system, CNAS-PD02-01 Review & Approval Sheet for the Development/Revision/Withdrawal of Management System Documents/Accreditation Information Documents shall be countersigned by the General Affairs Department and shall be reviewed approved according to the requirements of Appendix 3.
When the content of the development/revision of documents involves other departments or needs the cooperation of other departments, CNAS-PD02-01 Review & Approval Sheet for the Development/Revision/Withdrawal of Management System Documents/Accreditation Information Documents shall be countersigned by relevant departments and shall be reviewed and approved according to the requirements of Appendix 3.
If an editorial problem(only refer to typos, misuse of punctuation, wrong sequence number or format problems) is discovered after a management system document has been issued, quality department/ the department in charge of the document shall fill in CNAS-PD02-08 Form for Editorial Changes of Quality Management System Documents/Accreditation Application Documents. The changes shall be made after the approval of the director of Quality Department and the director of the department in charge of the document. In this case, the version number and revision number is not required to be changed.
5.5.4 Relevant departments have the right to propose the development and revision of any document (including public documents and management system documents). Every department can directly initiate the development/revision procedure regarding documents owned by them. For documents owned by other departments, CNAS-PD02-02 Suggestion Sheet for Document Development/Revision shall be filled out with detailed explanation of document revision and reported to relevant departments for review. Once approved, the development and revision shall be carried out by relevant department(s) that owns the document. 
5.6 Document identification
5.6.1 Refer to “Appendix 4” and “Appendix 5” for the numbering and formatting of every kind of document. 
5.6.2 Document edition
a) The year number shall be used as the version number of rules. The issuance/revision and implementation date shall be noted to identify the change of versions;
b) The document number of Quality Manual, procedure documents and work instructions shall be marked on the page header. A, B, C…shall be used as version number and 0, 1, 2…shall be used to identify revision status. The issuance date and implementation date shall be marked on the page footer. The form number shall be marked on the page header of forms and the page number and total pages shall be marked on the page footer of forms.
c) For accreditation application documents, year number shall be used as version number, issuance date/revision date shall be used to identify revision status. For other accreditation information documents, issuance date shall be used to identify revision status.
5.7 Document distribution
5.7.1 Refer to Appendix 2 for the distribution of accreditation information documents and Appendix 3 for the distribution of management system documents. Rules documents and accreditation information documents are accessible via the website. The management system documents are available in the OA System. 
5.7.2 The General Affairs Department is responsible for the establishment of CNAS rules documents and updating CNAS-PD02-03 Issuance/Revision Status Sheet for Current Valid Documents. It is also responsible for notifying relevant departments and other users about the changes to documents.
5.7.3 The Quality Department is responsible for establishing and updating CNAS-PD02-03 Issuance/Revision Status Sheet for Current Valid Documents according to the development and revision of management system documents and making a backup in the internal network. When there is change to the management system documents, the Quality Department shall fill out CNAS-PD02-07 ____ Year Quality Department’s Revision and Distribution Records of Management System Documents and publishing notification through the information board of the OA system. Meanwhile, the Quality Department is responsible for saving the revised and issued documents and the document revision explanation in the “Unit File” column of the OA System for relevant personnel to refer to and learn about the changes of documents. The document revision explanation shall remain on the website together with the revised document for at least 2 months or in consistency with the document transition period. The Quality Department is responsible for the withdrawal of these documents later on. Refer to Appendix 6 List of Focal Point Departments for the Development/Revision of Management System Documents for every procedure document’s focal point department.
5.7.4 Accreditation Department 1, Accreditation Department 2, Accreditation Department 3, Accreditation Department 4 and Accreditation Department 5 are responsible for notifying the applicants or accredited CABs of the methods for access to the valid version of accreditation application and other documents; meanwhile, issuing the management system documents related to the assessment work and valid assessment work forms to the assessment team (assessors, experts).
5.8 Document control
5.8.1 The documents are controlled both electronically and in hard copy.  
a) The electronic documents issued in the OA System are controlled documents. All documents shall be read-only documents and will become uncontrolled documents once downloaded. 
b) When the hard-copy documents are under control, the documents shall be stamped with the seal of “Controlled” with a serial number. CNAS-PD02-04 Registration Form for Receiving and Distributing Documents shall be filled out when documents are distributed. 
5.8.2 The International Cooperation Department and the Administration Office shall track the valid version of external information documents and external management documents and establish the catalogue of valid external documents for use by relevant CNAS staff. 
5.8.3 For documents that need be publicized on CNAS website, relevant department shall fill out CNAS-PD02-05 Review & Approval Form for Uploading Documents/Column Change. The General Affairs Department shall upload the documents in a timely manner after the Form is approved by the focal point Deputy Chief Executive or Chief Executive.
5.9 Withdrawing, recalling and destroying documents
5.9.1 The Quality Department is responsible for organizing the withdrawal of invalid management system documents (electronic documents) from the OA system; recalling and destroying the invalid controlled hard-copy documents or notifying the document holders to destroy the documents themselves. Invalid documents that need be maintained as reference shall be marked “Invalid”. 
5.9.2 The documents’ focal point departments are responsible for proposing to the General Affairs Department for withdraw invalid management system documents, accreditation information documents and rules documents from relevant column of CNAS website. 
5.9.3 For documents distributed and controlled but not east to be recalled (e.g.: public documents, etc.), the document holders shall be notified of the invalidation of documents, given the latest version of documents or be informed of the channel for access to the latest documents.
5.9.4 The recall of hard-copy controlled documents shall be noted in CNAS-PD02-04 Registration Form for Receiving and Distributing Documents.
5.10 Document retention
5.10.1 The document review & approval records shall be permanently retained. 
5.10.2 The archived files include the review & approval records, hard-copy and electronic version of documents. The electronic documents shall be backed up. 
5.11 Borrowing 
The documents shall be borrowed according to CNAS-PD03 Procedure for Control of Records.
6 Content of appendixes to this document
Appendix 1 Table for Development/Revision, Review & Approval and Distribution of CNAS Rules Documents
Appendix 2 Table for Development/Revision, Review & Approval and Distribution of Accreditation Information Documents
Appendix 3
Table for Development/Revision, Review & Approval and Distribution of Management System Documents 

Appendix 4 Document Numbering Rules 

Appendix 5 Document Layout and Format
Appendix 6 Table for the Focal Point Departments for Development/Revision of Management System Documents
7 Supporting document
CNAS-WI02-1 Work Instructions for CNAS Informatization Management
8 Relevant record forms
CNAS-PD02-01 Review & Approval Sheet for the Development/Revision/Withdrawal of Management System Documents/Accreditation Information Documents
CNAS-PD02-02 Suggestion Sheet for Document Development/Revision
CNAS-PD02-03 Issuance/Revision Status Sheet for Current Valid Documents
CNAS-PD02-04 Registration Form for Receiving and Distributing Documents
CNAS-PD02-05 Review & Approval Form for Uploading Documents/Column Change
CNAS-PD02-06 Review & Approval Sheet for the Development/Revision of the Constitution and Committee Work Rules
CNAS-PD02-07 ____ Year Quality Department’s Revision and Distribution Records of Management System Documents
CNAS-PD02-08 Form for Editorial Changes of Quality Management System Documents/Accreditation Application Documents
Appendix 1: 
Appendix 1  Table for Development/ Revision, Review & Approval and Distribution of CNAS Rules Documents
	S/N
	Document type
	Nature
	No.
	Develop-ment
/Revision
	Review
	Further
Review
	Approval
	Issuance
	Filling 
	Distribution
	Abolition

	1
	CNAS Constitution 
	-
	CNAS-J01:20XX
	General Affairs Department
	Chief Executive/ Deputy Chief Executive
	-
	The Board; and the Executive Committee for non- substantial revisions 
	Chair of CNAS Board
	General Affairs Department
	CNAS website; the General Affairs Department delivers it to all members of the Board.
	Release notification relevant to the new document. The holders destroy the replaced documents themselves. General Affairs Department is responsible for updating and withdrawing the documents on CNAS website.

	2.
	Work Rules for the Special Committee for Certification Bodies
	Work rules
	CNAS-J02:20XX
	Accreditation Department 1
	Focal point Deputy Chief Executive and Chief Executive 
	Special Committee for Certification Bodies
	The Board; 

The Executive Committee for non-substantial revisions
	Chair of CNAS Board
	General Affairs Department
	CNAS website;

Accreditation Department 1 delivers it to all committee members
	Release notification relevant to the new document. The holders destroy the replaced documents themselves. Accreditation Department 1 is responsible for updating and withdrawing the documents on CNAS website.

	3
	Work Rules for the Special Committee for Laboratories
	Work rules
	CNAS-J03:20XX
	Accreditation Department 3
	Focal point Deputy Chief Executive and Chief Executive
	Special Committee for Laboratories
	The Board;  

the Executive Committee for non-substantial revisions
	Chair of CNAS Board
	General Affairs Department
	CNAS website;

Accreditation Department 3 shall deliver it to all committee members
	Release notification on the new document. The holders destroy the replaced documents themselves. Accreditation Department 3 is responsible for updating and withdrawing the documents on CNAS website.

	4
	Work Rules for the Special Committee for Inspection Bodies
	Work rules
	CNAS-J04:20XX
	Accreditation Department 4
	Focal point Deputy Chief Executive and Chief Executive
	Special Committee for Inspection Bodies
	The Board;  

the Executive Committee for non-substantial revisions
	Chair of CNAS Board
	General Affairs Department
	CNAS website;

Accreditation Department 4 delivers it to all committee members
	Release notification on the new document. The holders destroy the replaced documents themselves. Accreditation Department 4 is responsible for updating and withdrawing the documents on CNAS website.

	5
	Work Rules for the Appraisal Special Committee
	Work rules
	CNAS-J05:20XX
	Accreditation Department 7
	Focal point Deputy Chief Executive and Chief Executive
	Appraisal Special Committee
	The Board;  

the Executive Committee for non-substantial revisions
	Chair of CNAS Board

	General Affairs Department
	CNAS website;

Accreditation Department 7 delivers it to all committee members
	Release notification on the new document. The holders destroy the replaced documents themselves. Accreditation Department 7 is responsible for updating and withdrawing the documents on CNAS website.

	6
	Work Rules for the Appeal Special Committee
	Work rules
	CNAS-J06:20XX
	Quality Department
	Focal point Deputy Chief Executive and Chief Executive
	Appeal Special Committee
	The Board;  

the Executive Committee for non-substantial revisions
	Chair of CNAS Board

	General Affairs Department
	CNAS website;

Quality Department delivers it to all committee members
	Release notification on the new document. The holders destroy the replaced documents themselves. Quality Department is responsible for updating and withdrawing the documents on CNAS website.

	7
	Procedural Rules for the Board/ Executive Committee
	Work rules
	CNAS-J07:20XX
	General Affairs Department
	Focal point Deputy Chief Executive and Chief Executive
	
	The Board;  

the Executive Committee for non-substantial revisions
	Chair of CNAS Board

	General Affairs Department
	CNAS website;
General Affairs Department delivers it to all members of the Board.
	Release notification on the new document. The holders destroy the replaced documents themselves. General Affairs Department is responsible for updating and withdrawing the documents on CNAS website.

	8
	Rules for Specialized Committees
	Work documents for Specialized Committees 
	CNAS-J08:20XX
	Relevant departments (Accreditation Department 1, 3, 4, 7)
	( Technical Department
( Focal point Deputy Chief Executive and Chief Executive
	Substantial revisions shall be reviewed by relevant specialized committees;

Non- substantial revisions shall be reviewed by focal point Deputy Chief Executive and Chief Executive
	Corresponding Special Committees; corresponding specialized committees for non-substantial revisions 
	Chair of the corresponding special committee
	General Affairs Department
	CNAS website;
relevant departments deliver it to all members.
	Release notification on the new document. The holders destroy the replaced documents themselves. The Technical Department is responsible for updating and withdrawing the documents on CNAS website.

	9
	Work Rules for the End-user Special Committee
	Work rules 
	CNAS-J09:20XX
	General Affairs Department
	Focal point Deputy Chief Executive and Chief Executive
	End-user Special Committee
	The Board;  

the Executive Committee for non-substantial revisions
	Chair of CNAS Board

	General Affairs Department
	CNAS website;
General Affairs Department delivers it to all members of the Board.
	Release notification on the new document. The holders destroy the replaced documents themselves. The General Affairs Department is responsible for updating and withdrawing the documents on CNAS website.


Appendix 2: 
Appendix 2 Table for Development/Revision, Review & Approval and Distribution of Accreditation Information Documents
	S/N 
	Document type
	Development /Revision
	Counter-sign
	Soliciting comments from related interest parties
	Review
	Approval/Issuance 
	Filing
	Distribution
	Withdrawal

	1
	CNAS Overview
	General Affairs Department
	Relevant departments
	
	Focal point Deputy Chief Executive
	Chief Executive
	General Affairs Department
	General Affairs Department
Access channel: CNAS Website
	Release notifications on new documents; General Affairs Department shall withdraw the replaced documents.

	2
	Accreditation Application and others
	Focal point departments
	Relevant departments
	CNAS website, where necessary
	Focal point Deputy Chief Executive
	Chief Executive
	Quality Department
	Access channel:
relevant focal point departments;
CNAS website;
 “Unit Files” column in the OA System 
	Release notifications on new documents; General Affairs Department shall withdraw the replaced documents.


Appendix 3: 
Table for Development/Revision, Review & Approval and Distribution of Management System Documents
	S/N

	Document type
	Development /revision
	Counter-sign
	Review
	Further review 
	Approval /issuance
	Filing
	Distribution
	Withdrawal 

	1

	Quality Manual
	Quality Department
	Relevant departments
	Management Representative
	Deputy Chief Executive
	Chief Executive
	Quality Department
	Access channel: “Unit Files” column in the OA System 
	Release notifications on new documents; The Quality Department is responsible for withdrawing replaced documents.

	2.
	Procedure documents
	Focal point departments
	Relevant departments (where necessary)
	Management Representative/ focal point Deputy Chief Executive (where necessary)
	focal point Deputy Chief Executive/ Chief Executive (where necessary); the focal point Deputy Chief Executive for relevant department shall countersign
	Chief Executive/The Board (where necessary)
	Quality Department
	Access channel: “Unit Files” column in the OA System
	Release notifications on new documents; The Quality Department is responsible for withdrawing replaced documents.

	3


	Work instructions and forms note
	Focal point departments
	Relevant departments (where necessary)
	Management Representative (where necessary)
	
	Director of the focal point department; where necessary, focal point Deputy Chief Executive/ Chief Executive
	Quality Department
	Access Channel: “Unit Files” column in the OA System
	Release notifications on new documents; The Quality 
Department is responsible for withdrawing replaced documents.


Note: Where Work Instructions and Forms don’t involve cooperation from relevant departments, the drafted document can be released and implemented after review and approval by the head of own department. Otherwise, for example, the assessment report and assessment work instructions, such documents as involve the cooperation of relevant departments can only be issued and implemented after the drafting department asks relevant departments to countersign them, have them reviewed by the Management Representative and approved by the focal point Deputy Chief Executive or Chief Executive. 
Appendix 4: 
Document Numbering Rules
1. See Appendix 1 for the numbering of rules documents.
2. Numbering rules for accreditation information documents
Accreditation application shall be numbered in line with the following rules. The version change of other accreditation information documents can be numbered by issuance date.
CNAS-A X XX



If an application document has a lower level document, the lower level document may be numbered by adding a “-XX” after the document number which it supports, and so on, e.g. CNAS-AX XX-XX.
3. Numbering rules for Quality Manual

4. Numbering rules for Procedures






5. Numbering rules for the record forms in procedure documents





    If a form supporting a procedure has subforms, the subform may be numbered by adding a “-XX” after the form number which it supports, and so on, e.g. CNAS-PDXX-XX-XX. 
6. Numbering rules for Work Instructions

7. Numbering rules for the record forms under Work Instructions







    If a form supporting a work instruction has subforms, the subform may be numbered by adding a “-XX” after the form number which it supports, and so on, e.g. CNAS-WI XX-XX-XX-XX. 
Note 1: With the development of accreditation, CNAS may conduct particular accreditation activities in accordance with requirements of related parties (e.g. domestic or overseas government departments) and establish specific document to regularize these activities. In order to keep the integrity and stability of CNAS management system documentation, CNAS will mark and identify this kind of document in the form of “CNAS(X)-”. The “X” in the bracket represents the initials of the task. 
Note 2: The “-” in the document number may be replaced by “/”.
Appendix 5

Document Layout and Format
I. Page setup
Paper type: A4 

Page margin: top: 2.5cm, down: 2.5cm 

left: 3.0cm, right: 2.5cm 

To margin: page header: 1.5cm, page footer: 1.75cm 

Row spacing: multi-line spacing (set value 1.25)      

Letter spacing: standard
II. Font size and style
Cover page: if there is CNAS logo, it shall be used proportionally.  

Document title: No. 2 Song font (B)

Organization name: No. 3 Song font

Headline serial number: the main serial numbers include 4 levels expressed in Arabic numerals, e.g. level 1 main serial number-1, level 2 main serial number-1.1, level 3 main serial number-1.1.1, level 4 main serial number - 1.1.1.1. 

Secondary serial number shall be marked as a), b), c), d) ...
Third level serial number shall be marked as 1), 2), 3) ...
The requirements for the font size and style of the headline serial number are the same as those for the headline titles.
Headline title: No. 3 Black (B)
level 1 main serial number and headline title: No. 4 Song (B)
level 2 main serial number and headline title in minor No. 4 Song (B), when there is no headline title, font of the main serial number is not in bold;
the level 3 and 4 main serial numbers and headline titles: minor No. 4 Song. 

Content of the documents: minor No. 4 Song
Notes: minor No. 4 Fang Song font 

Page header and footer: minor No. 5 Song, date and page number in Arabic numeral.

III. Format requirements
Text: <Title of document> placed in the middle, one line space from page header 

Main serial number starts flush, one line space above level 1 main serial number, one line space between two level 1 main serial numbers

Secondary serial numbers start from 4 half-width spaces,  

Third level serial numbers start from 8 half-width spaces, 

Every character of the serial number occupies half width. Main serial number, secondary serial number and third level serial number are followed by a half width space.
        e.g. 1 ┈┈┈┈┈┈┈ level 1 main serial No. and title (No. 4 Song font (B))

1.1 ┈┈┈┈ level 2 main serial No. and title (minor No. 4 Song font (B))  

a) ┈┈┈┈┈┈┈┈┈  

                    1) ┈┈┈┈┈┈┈┈  

1.1.1 ┈┈┈┈  level 3 main serial No. and title (minor No. 4 Song font)

a) ┈┈┈┈┈┈┈┈┈
1) ┈┈┈┈┈┈┈┈
1.1.1.1 ┈┈┈┈ level 4 main serial No. and title (minor No. 4 Song font)  

a) ┈┈┈┈┈┈┈┈┈
1) ┈┈┈┈┈┈┈┈
IV. Page header
1. Public documents, accreditation information documents and Quality Manual 
  Document number: year                            Page:   Number of pages:  
2. Procedures and work instructions
Version:                   document number                Number of pages:  

Revision:                   document title                            Page:  
3. Forms
                                                             Form number 
V. Page footer
1. Public documents, information documents and Quality Manual
Date of Issue:                                        Date of Application:  
2．Quality Manual, procedures and work instructions
Date of Issue:                                        Date of Application:  
3. Forms
                         Page:   Number of pages:            

Note: If a form has two or more than two levels, issuance date and Implementation date should be marked.

Appendix 6
Table for the Focal Point Departments for Development/Revision of Management System Documents
	Document number
	Document title
	Focal point department

	CNAS-QM01
	Quality Manual
	Quality Department

	CNAS-PD01
	Procedure for Control of Impartiality and Confidentiality 
	General Affairs Department

	CNAS-PD02
	Procedure for Document Control
	Quality Department

	CNAS-PD03
	Procedure for Control of Records
	Quality Department

	CNAS-PD04
	Procedure for Internal Audit and Management Review
	Quality Department

	CNAS-PD05
	Procedure for Control of Nonconformities and Corrective Actions and Improvement
	Quality Department

	CNAS-PD06
	Procedure for Handling of Complaints
	Accreditation Department 6

	CNAS-PD07
	Procedure for Handling of Appeals
	Quality Department

	CNAS-PD08
	Procedure for Communication with the Board
	General Affairs Department

	CNAS-PD09
	Procedure for Management of Special Committees and Specialized Committees
	General Affairs Department

	CNAS-PD10
	Procedure for Management of Assessment Personnel
	Assessors Department

	CNAS-PD11
	Procedure for Training of Assessment Personnel 
	Assessors Department

	CNAS-PD12
	Procedure for Management of Secretariat Staff
	Quality Department

	CNAS-PD13
	Procedure for Management of Certification Body Accreditation
	Accreditation Department 1

	CNAS-PD14
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