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Procedure for Management of Research and Development

[bookmark: _GoBack]1 Purpose and applicable scope
1.1 This procedure is intended to regularize the implementation and management of CNAS research projects and ensure that CNAS responds to the demand of interested parties while carrying out its accreditation activities.
1.2 This procedure is applicable to the implementation and management of the scientific and technological research projects initiated by CNAS and the special research work related to accreditation schemes.
1.3 The implementation and management of external scientific and technological research projects shall follow relevant requirements and procedures for the external projects.

2 Referenced documents
2.1 CNAS-PD02 Procedure for Document Control
2.2 Measures for Management of Science and Technology of the Accreditation Center

3 Terms and definitions
3.1 application research
Research activities related to accreditation schemes or accreditation-related management policies, the results of which can be converted into normative documents of accreditation, quality system documents or policy or regulatory documents related to accreditation management.
3.2 basic research
Research activities related to accreditation theories, accreditation techniques and accreditation methodologies, the results of which can be converted into normative documents of accreditation, quality system documents or policy or regulatory documents related to accreditation management.

4 Responsibilities 
4.1 Technical Department
a) [bookmark: _Hlk509560933]organizing the preparation and issuance of the guidelines for application for annual scientific and technological (S&T) projects;
b) [bookmark: OLE_LINK5]organizing the management of the initiation, implementation, in-process inspection, result conversion, acceptance check and filing of the annual S&T projects;
c) organizing the management of the application, implementation, acceptance check, result conversion and result awarding for external S&T projects.
4.2 Financial Department
a) responsible for review of S&T project budget;
b) responsible for supervision of the execution of the S&T project budget;
c) responsible for review of the final settlement of the S&T fund.
4.3 Relevant departments/units
a) providing necessary resources or support to the implementation of S&T projects;
b) organizing the implementation of research related to the functions of departments/offices;
c) reviewing the application, changes and acceptance check information for projects undertaken by own department/unit; 
d) responsible for carrying out work related to the functions of own department during the pilot period and providing relevant feedback information;
e) responsible for converting the relevant S&T results of own department.
4.4 Science and Technology Committee (hereinafter S&T Committee)
a) The S&T Committee is made up of the Chair, Executive Deputy Chair, Deputy Chairs, Members and secretariat staff. The Chief Executive of CNAS Secretariat is the Chair and the Deputy Chief Executive who is the focal point for the S&T work is the Executive Deputy Chair. The other Deputy Chief Executives are the deputy Chairs. CNAS fully considers the characteristics of accreditation when composing the S&T Committee and absorbs technical experts from different accreditation service areas. The secretariat of this Committee resides in the Technical Department of the Secretariat. The Technical Department is responsible for the everyday management of this Committee.
b) deliberating on the guidelines for application for annual S&T projects;
c) deliberating on the initiation appraisal of annual S&T projects;
d) deliberating on the acceptance check of completed annual research projects
e) deliberating on major technical issues encountered during the implementation process of the S&T projects where necessary.
4.5 Deputy Chief Executive, focal point for science and technology
a) reviewing and approving the initiation of S&T projects;
b) [bookmark: _Hlk509562464]reviewing and approving changes to the S&T projects;
c) coordinating the allocation of resources.
4.6 Deputy Chief Executive, focal point for accreditation
a) reviewing and approving changes to the S&T projects;
b) supervising the implementation of S&T projects;
c) organizing the pilot application of S&T projects;
d) coordinating as a whole matters of the accreditation lines relating to the S&T projects. 
4.7 Chief Executive
a) approving the initiation of S&T projects;
b) approving changes to the S&T projects where necessary;
c) approving the official application of the S&T results.

5 Work procedures
5.1 Soliciting S&T demand
5.1.1 The Technical Department shall solicit accreditation-related S&T demand from related parties in accordance with the S&T arrangements of the Center and organize the completion of CNAS-PD25-01 Form for Soliciting S&T Demand. Accreditation-related S&T demand mainly comes from the following:
a) comments or recommendations of international organizations on the development of accreditation;
b) comments or recommendations of government departments on the development of accreditation
c) comments or recommendations of the conformity assessment market on the development of accreditation;
d) development planning of CNAS accreditation;
e) comments or recommendations of CNAS Plenary Committee, Special Committees and Specialized Committees;
f) comments or recommendations of the departments and accreditation lines of CNAS on the accreditation-related S&T work.
5.1.2 The Technical Department shall collect and collate the solicited S&T demand, prepare the guidelines for application for annual S&T projects in light of the accreditation development planning and work needs and submit the guidelines to the S&T Committee for deliberation.
5.1.3 The S&T Committee shall organize work conferences in good time to deliberate on the guidelines for application for annual S&T projects and put forward comments or suggestions. The Technical Department shall revise the guidelines in accordance with the comments or suggestions of the S&T Committee and submit the guidelines to the Chief Executive for approval. Once approved by the Chief Executive, the guideline shall be published officially.
5.1.4 The following principles shall be followed by the S&T Committee during its deliberation on the guidelines for application for the annual S&T projects:
a) In terms of the content of research, there are the following 4 situations:
1) When the content of research is oriented towards accreditation technology or accreditation management, the secretariat shall give support to the initiation of research;
2) When the content of research relates to conformity assessment issues common to certification, testing and inspection, the secretariat shall give support and attention to the initiation of the research;
3) When the content of research relates to conformity assessment issues individual to certification, testing or inspection and may restrict the development of the accreditation undertaking, the secretariat is responsible for facilitating research by the clients of accreditation.
4) The secretariat shall study and decide on other situations case by case. 
b) The S&T projects shall be combined with the annual work plan of the secretariat.
c) If the content of research is similar to other unfinished S&T projects, support shall not be given to the initiation of such research.
d) If the research direction is right however the research foundation is not in place, the initiation of the research shall not be supported for the time being.
5.1.5 Where a research assignment is determined by the higher authority or CNAS and requires initiation without delay, including special emergent task for the establishment or updating of an accreditation scheme, the research and development as well as application shall be organized according to the demand of the task by referring to this procedure.
5.2 Application for S&T projects
5.2.1 The departments/offices of CNAS and relevant units can organize the application work in accordance with the guidelines for application for annual research projects issued by CNAS while taking into account of the research foundation of own departments/units and complete and submit online CNAS-PD25-02 Project Proposal via the CNAS S&T Management Information System. One hardcopy of the materials shall be signed and stamped and delivered to the Technical Department.
5.2.2 The application for S&T projects adopts the mechanism of project team and project manager(s). The project manager(s) may include the project team leader and deputy team leader(s). When an external unit applies for an S&T project, it is recommended that at least one CNAS employee with the relevant competence be assigned to the project team. This person shall at least have obtained an intermediate level or above technical title and 5 years’ relevant work experience. 
5.2.3 The project manager shall meet the following basic conditions:
a) having achieved certain academic status and technological superiority in the relevant discipline and sector;
b) having the research experience and accumulation related to the project;
c) having the organizing, managing and coordinating competence necessary for the completion of the project;
d) being creditworthy for the completion of the project. 
5.2.4 Personnel under the following conditions cannot become the annual S&T project managers:
a) who are presiding over 2 or more ongoing research projects (either internal or external)
b) who are presiding over overdue research projects (either internal or external) that have not gone through acceptance check;
c) who have been working with an intermediate or lower technical title and been engaged in the accreditation-related work for less than 5 years.
5.2.5 With regard to establishing new accreditation scheme or improving current accreditation scheme, suitability analysis for conformity assessment scheme and standard to that accreditation scheme shall be conducted, including at least:
a) principles or criteria of suitability analysis;
b) result of suitability analysis, e.g. style or scope of conformity assessment scheme or standard suitable to the accreditation scheme;
c) application of suitability analysis result, e.g. application of the analysis result to accreditation specification or quality management system documents.
5.2.6 The following shall be taken into account when a project is to establish a new accreditation scheme or improve an existing accreditation scheme:
a) analyzing the suitability of establishing or improving an  accreditation scheme, which shall at least include: current status analysis of the domestic and abroad accreditation and standardization, analysis of accreditation market, analysis of accreditation impartiality risk and measures to control them;
b) analyzing the available competence and resources;  
c) obtaining and applying specialized knowledge and skills;
d) evaluating the demand for documentation of the accreditation criteria and quality system;
e) training assessment personnel, appraisal personnel and accreditation body’s management staff;
f) arranging implementation or transition;
g) soliciting comments from related parties.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]5.2.7 Besides the above requirements, clause 5 “Requirements for Research and Development” of CNAS-WI25-03 Work Instructions for Research, Development and Evaluation of Accreditation Schemes for Certification Bodies shall be considered in research and development of accreditation scheme for certification bodies. 
5.2.8 The project manager is responsible for forming the project team, taking into account the participation of staff from relevant departments/offices and experts for relevant schemes. If a project is to study the establishment or improvement of an accreditation scheme, members of the project team shall meet the requirements of clause 5 of CNAS-WI25-01 Work Instructions for Management of Scheme Workgroup.
5.3 Project review
5.3.1 The Technical Department is responsible for reviewing the conformity of the submitted project proposals. The review shall include content like the conditions of application, application qualifications of the manager, the content of research, anticipated output result and composition of the project team and propose the review recommendation.
5.3.2 The Financial Department is responsible for reviewing the project budget and propose the review recommendation.
5.3.3 After an annual project proposal passes the above formality review, the Technical Department is responsible for submitting it to the S&T Committee for deliberation. 
5.3.4 The S&T Committee shall adopt the following methods to deliberate on the proposals:
a) conference review;
b) online review, i.e. conducting the review via the CNAS S&T Management Information System;
c) conference review combined with online review.
5.3.5 Principles for project review
a) whether the research objective coincides with the application guidelines;
b) whether the KPI’s coincide with the application guidelines;
c) whether the technical route is reasonable;
d) whether the budget is scientific and reasonable;
e) miscellaneous.
5.3.6 After deliberation on the project proposal, the S&T Committee shall formulate its recommendation, which shall be submitted to the secretariat for approval.
5.4 Project approval
5.4.1 The Technical Department shall submit the deliberation recommendation of the S&T Committee to the secretariat. By approval of the Chief Executive, the project shall be officially initiated.
5.4.2 CNAS-PD25-03 Project Assignment shall be signed for the S&T project approved for initiation. The Technical Department shall allocate numbers to these assignments uniformly.
5.5 Project implementation	
5.5.1 Project R&D
5.5.1.1 The project manager shall organize the implementation of the R&D work in accordance with the requirements of the project assignment.
5.5.1.2 The project team shall retain relevant information reflecting milestone work results and project progress.
5.5.1.3 In terms of application research projects, the Technical Department shall organize periodic meetings for exchange of information on the project as needed. Content of such meetings shall include:
a) the project manager’s report on the progress of the research project, status of KPI completion and problems and difficulties encountered;
b) discussion on relevant content among the meeting participants;
c) implementation comments and suggestions proposed to the project team.
5.5.2 Project changes
5.5.2.1 During the process of project R&D, the project manager shall submit an application for changes to the Technical Department if one of the following need be changed:
d) change to the content of research;
e) change to the completion deadline;
f) change to the KPI;
g) change to the main research personnel, normally referring to the first three research personnel;
h) change to the budget.
5.5.2.2 If change is necessary, the project manager shall submit a timely application for changes according to the actual situation and fill in CNAS-PD25-04 Application for Changes to Project detailing the content of changes to the project and justifications, which shall be reviewed and signed by the head of relevant department/unit before submission to the Technical Department.
5.5.2.3 Application for changes shall not be accepted within 3 months of the completion deadline specified in the project assignment.
5.5.2.4 After reviewing the change items of the project, the Technical Department shall report to the accreditation Deputy Chief Executive and the S&T Deputy Chief Executive for review and approval. Where necessary, the Technical Department shall organize the S&T Committee for deliberation and report to the Chief Executive for approval.
5.6 Project check
5.6.1 The project team shall submit online CNAS-PD25-05 Annual Report on Project Implementation via the S&T System to report on the progress of project research and the completion status of the annual task before the end of December every year.
If the project assignment cannot be completed due to unpredictable situation, the project manager shall submit timely written report to the Technical Department.
5.6.2 In light of project implementation, the Technical Department shall conduct aperiodic check or random check and organize experts to carry out assessment of the project progress where necessary to give their comments.
5.6.3 If it is found during the aperiodic check that the project team fails to achieve the established work objectives or the project bogs down, the Technical Department may put forward suggestions to the accreditation Deputy Chief Executive and the S&T Deputy Chief Executive for adjusting the project team personnel, suspending the use of fund, postponing the implementation of the project or terminating the project. The suggestions shall be executed after being approved.
5.6.4 Clause 6 “Management of Research and Development” of CNAS-WI25-03 Work Instructions for Research, Development and Evaluation of Accreditation Schemes for Certification Bodies may be considered in process management of research and development of accreditation scheme for certification bodies.
5.7 Conversion and application of project results
5.7.1 During the implementation of application research projects, the project team shall organize the conversion and application of research results in a timely manner. In terms of accreditation scheme R&D projects, the Technical Department is responsible for organizing the project team to fill in CNAS-PD25-06 Implementation Program for Conversion and Application of Accreditation Scheme R&D Project Results, soliciting comments from relevant departments and obtaining the approval of the focal point leader prior to implementation.
5.7.2 Result conversion
All the results of the project output shall be converted in a unified manner in accordance with the requirements of relevant procedure documents. If it is necessary to turn the results into normative accreditation documents, the Technical Department shall organize the issuance. If it is necessary to turn the results into quality system documents, the Quality Department shall organize the issuance. If it is necessary to turn the results into assessor training documents, the Assessors Department shall organize the issuance. If it is necessary to turn the results into policy or rules related to accreditation management, relevant departments shall issue the documents according to relevant provisions of CNAS.
5.7.3 Result application
5.7.3.1 Led by the accreditation Deputy Chief Executive(s), relevant accreditation assessment departments shall carry out pilot application related to their functions with the guidance of the project team.
5.7.3.2 During the result application period, the project team shall continue to make further study of the suitability and adequacy of the output results of the project and further revise and improve them on the basis of the pilot application.
5.7.3.3 By the end of the pilot application, the project team shall fill in CNAS-PD25-07 Report on Application of the Project Results to make a brief summary of the pilot application work and put forward improvement comments or suggestions where necessary.
5.7.4 In terms of basic research projects, the acceptance check shall be conducted according to clause 5.8 directly upon completion of project R&D.
5.7.5 Besides the above requirements, clause 7 “Outcome transformation and application” of CNAS-WI25-03 Work Instructions for Research, Development and Evaluation of Accreditation Schemes for Certification Bodies shall be considered in the transformation and application of research and development outcome of accreditation scheme for certification bodies.
5.8 Project acceptance check
5.8.1 The project team shall submit the application for acceptance check to the Technical Department via the CNAS S&T Management Information System within one month after the project deadline and provide the following documents for acceptance check:
a) CNAS-PD25-08 Application for Project Acceptance Check
b) CNAS-PD25-09 Project Research Report
c) CNAS-PD25-10 Final Statement on Project Appropriation Expenditure, which need be stamped with the finance seal of the project undertaking unit, scanned and uploaded to the CNAS S&T Management Information System;
d) CNAS-PD25-07 Report on Application of the Project Results, which is only applicable to application research projects;
e) Project output results stipulated in the KPI. The results shall be the most updated at the time of the acceptance check;
f) Others, such as research results other than the KPI’s and supporting information necessary for the project research.
5.8.2 The Technical Department is responsible for conducting conformity check of the acceptance check materials. After passing the conformity check, the application materials for acceptance check shall be bound together in book form. The number of books prepared shall depend on the number of experts participating in the acceptance check.
5.8.3 Based on the application for project acceptance check, the Technical Department shall report respectively to the accreditation Deputy Chief Executive and the S&T Deputy Chief Executive to determine the time for the acceptance check.
5.8.4 The project acceptance check shall be conducted in a centralized manner by the acceptance check expert team, who shall carry out centralized review and fill in CNAS-PD25-11 Form for Review of S&T Project by the Acceptance Check Experts. CNAS-PD25-12 Project Acceptance Report shall be formulated after consensus is reached. The acceptance check expert team is made up of S&T Committee members and technical experts for relevant schemes where necessary.
5.8.5 The content of project acceptance review shall include the status of completion of the project research assignment, technical route, implementation process, innovativeness, practicability of the result and use of fund.
5.8.6 The project acceptance conclusion is either “pass acceptance” or “fail to pass acceptance”.
5.8.7 The Chief Executive shall sign and issue CNAS-PD25-13 S&T Project Acceptance Certificate for the project that passed acceptance check. The project that failed to pass the acceptance check can be modified and submitted again for acceptance check. If a project fails to pass acceptance check twice, it shall be terminated.
5.8.8 The Technical Department shall organize the project team to collate and file the project documents. Upon completion of the project acceptance check, the project team shall sort out relevant project materials according to the filing scope of CNAS-PD25-14 Registration Form for Project Filing and submit them to the Technical Department for check. After passing the check, the documents shall be filed by the Technical Department according to the filing requirements of the secretariat.
5.9 Popularization and application of the project results
With regard to application research projects, the project output results can be officially launched for application and relevant work carried out in full scale after they are modified and improved according to the acceptance check comments of the S&T Committee and approved by the Chief Executive.

6 Relevant record forms
CNAS-PD25-01 Form for Soliciting S&T Demand
CNAS-PD25-02 Project Proposal
CNAS-PD25-03 Project Assignment
CNAS-PD25-04 Application for Changes to Project
CNAS-PD25-05 Annual Report on Project Implementation
CNAS-PD25-06 Implementation Program for Conversion and Application of Accreditation Scheme R&D Project Results
CNAS-PD25-07 Report on Application of the Project Results
CNAS-PD25-08 Application for Project Acceptance Check
CNAS-PD25-09 Project Research Report
CNAS-PD25-10 Final Statement on Project Appropriation Expenditure
CNAS-PD25-11 Form for Review of S&T Project by the Acceptance Check Experts
CNAS-PD25-12 Project Acceptance Report
CNAS-PD25-13 S&T Project Acceptance Certificate
CNAS-PD25-14 Registration Form for Project Filing

7. Supportive Documents
7.1 CNAS-WI25-01 C0 Work Instructions for Management of Scheme Workgroup
7.2 CNAS-WI25-03 C0 Work Instructions for Research, Development and Evaluation of Accreditation Schemes for Certification Bodies



7. R&D management flowchart
Basic type
  Management process                    Forms used
Project application
Project initiation
Project implementation
Result conversion
Result application
Project acceptance check
Project type
Project proposal
Project assignment
Application for changes to project
Annual report on project implementation
Application for Project Acceptance Check
Project Research Report
Final Statement on Project Appropriation Expenditure
Form for Review of S&T Project by the Acceptance Check Experts
Project Acceptance Report
S&T project Acceptance Certificate
Implementation Program for Conversion and Application of Accreditation Scheme R&D Project Results
Conversion or issuance of documents according to relevant procedures like CNAS-PD02
Application for Project Acceptance Check
Project Research Report
Final Statement on Project Appropriation Expenditure
Report on Application of the Project Results
Form for Review of S&T Project by the Acceptance Check Experts
Project Acceptance Report
S&T project Acceptance Certificate
Project acceptance check
Application type
Collect demand
Form for Collection of Technological Research Demand
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