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Procedure for Control of Accreditation Specification Family Documents
1. Objective and Applicable Scope
1.1 This procedure is established to safeguard the applicability and effectiveness of CNAS accreditation specification family documents.
1.2 This procedure applies to the control and management of CNAS accreditation specification family documents.

2. References
	CNAS-PD02
	Procedure for Document Control

	CNAS-PD03
	Procedure for Record Control

	CNAS-PD25
	Procedure for R&D Management

	CNAS-J07
	Rules for CNAS Board or Executive Committee



3. Terms and Definitions
3.1 Accreditation Specification Family Documents
Family name of documents specifying accreditation which are released publicly, including accreditation specifications (including accreditation rules, accreditation criteria, accreditation guides and accreditation schemes) and accreditation explanations, technical reports and accreditation system forms

3.2 Accreditation Rules(R Series)
Policies and procedures established by CNAS specifying accreditation operation in accordance with laws and international organization requirements, including general rules and special rules. Accreditation rules are mandatory requirements which AB operation and CAB obtaining and maintaining accreditation need to fulfill. 

3.3 Accreditation Criteria(C Series)
Requirements set by CNAS to specify the conformity assessment activities performed by CABs, which are mandatory to CABs who are seeking or maintaining accreditation. Accreditation Criteria are composed of general criteria and special criteria.  
Accreditation Criteria include both general and special criteria.
Note: In principle, general and special criteria shall be identical to international standards, national standards or requirements of international organizations (e.g. stipulations of IAF/ILAC). Where necessary, CNAS may formulate a general or special criterion on its own. Special criteria shall include, not only stipulations of international standards, national standards and international organization documents, but also CNAS formulated requirements for the application of relevant criteria in a specific field or industry, e.g. Guidance on the application of a criterion.
3.4 Accreditation Guidance(G Series)
Suggestions or guidance from CNAS, which are provided to CABs on their fulfilment of requirements in Accreditation Rules or Criteria  
3.5 Accreditation Scheme(S Series)
Supplementation made by CNAS in accordance with requirements from laws, regulations or scheme owners to accreditation rules, accreditation criteria or accreditation guidance applicable to a specific accreditation system.
3.6 Accreditation Explanation
Understanding of specific requirements or further clarification of specific works in CNAS accreditation specification implementation 
3.7 Technical Report
Technical interpretation documents issued by CNAS, which guides the operation of related CABs
3.8 Accreditation System Chart
Chart illustrating CNAS accreditation system categories and relevant explanations, including accreditation sector, basic accreditation system, special accreditation system and itemized accreditation system. Accreditation System Chart illustrates the categories of CNAS accreditation systems, which shall not be taken as requirements of conducting any specific accreditation activity.
4. Approval Process and Responsibilities
4.1 Approval Process of Accreditation Specifications
4.1.1 Process of Approval by CNAS Secretariat
Process that the Approval of an Accreditation Specification (Accreditation Rule, Criterion, Guidance or Scheme) is completed within CNAS Secretariat upon the drafting of document formulation/revision, internal circulation for comments and comment soliciting from stakeholders
Formulations/revisions of Accreditation Specifications applicable to this process are as follows:
1) The accreditation specification is formulated by identically transform requirements of international organizations, in accordance with CNAS membership of IAF or ILAC, or the accreditation specification is formulated by identically transform relevant standards or mandatory requirements within the scope of the MLA(IAF or others) CNAS has signed. 
2) The accreditation specification is revised by identically transform relevant standards or mandatory requirements to fulfill IAF/ILAC membership requirements or within the scope of MLAs CNAS has already signed, which shall not be related to any change of other accreditation specifications. 
3) The accreditation specification is revised only to fulfill laws or statutory requirements. 
4) The accreditation specification is only revised editorially, which does not involve any change regarding specific implementation requirements. 
5) Formulation or Amendment of rules managing accreditation fee charging which involves accreditation fee item and standards.
Note 1: Please refer to Appendix 1 for the specific process and steps of Accreditation Specification Revision. 
Note 2: CNAS Board is responsible for deliberation and approval of accreditation fee item and standards
4.1.2 Process of Approval by CNAS Committees
Process that the an Accreditation Specification (Accreditation Rule, Criterion, Guidance or Scheme) is approved by CNAS Committees upon the drafting of document formulation/revision, internal circulation for comments and comment soliciting from stakeholders.
Note: Please refer to Appendix 1 for the specific process and steps of Accreditation Specification Revision. 
4.2 Responsibilities
4.2.1 Responsibilities of CNAS Board(Please refer to Appendix 1 for details)
In the process of approval by CNAS committees, CNAS Board is responsible for approving general rules and basic criteria. CNAS board shall authorize Special or Specialized Committees to review and approve special accreditation rules or criteria within the corresponding field. 
4.2.2 Responsibilities of CNAS Special Committees (Please refer to Appendix 1 for details)
a) In the process of approval by CNAS committees, CNAS Special Committees are responsible for reviewing the formulation/revision of relevant general accreditation rules or basic accreditation criteria;
b) In the process of approval by CNAS committees, CNAS Special Committees are responsible for approving the relevant special accreditation rules, criteria, guidance and schemes; 
4.2.3 Responsibilities of CNAS Specialized Committees (Please refer to Appendix 1 for details)
a) In the process of approval by CNAS committees, CNAS Specialized Committees are responsible for reviewing the formulation/revision of relevant special accreditation rules, criteria, guidance or schemes;
b) In the process of approval by CNAS committees, under authorization, CNAS Specialized Committees are responsible for approving the relevant special accreditation criteria, guidance and schemes; 
c) CNAS Specialized Committee may participate in the drafting of formulation/revision of relevant CNAS technical documents, such as accreditation specification, accreditation explanation, technical report etc. 
4.2.4 Responsibilities of CNAS Chief Executive(Please refer to Appendix 1 for details)
a) In the process of approval by CNAS committees, CNAS Chief Executive is responsible for endorsing the issuance of Accreditation Specifications upon approval of their formulation/revision.
b) In the process of approval by CNAS Secretariat, CNAS Chief Executive is responsible for approving the formulation/revision and endorsing the issuance of Accreditation Specifications;
c) Approving the formulation/revision and endorsing the issuance of public available technical documents such as: Accreditation Explanations, Technical Reports, Accreditation System Chart, etc.  
4.2.5 Responsibilities of CNAS Deputy Chief Executives(Please refer to Appendix 1 for details)
a) In the process of approval by CNAS committees, CNAS Deputy Chief Executives are responsible for reviewing and controlling the process of Accreditation Specification which are under his/her responsible fields.
b) In the process of approval by CNAS Secretariat, CNAS Deputy Chief Executive is responsible for reviewing the Accreditation Specification which are under his/her responsible fields and reviewing and controlling the process of these Specifications;
c) Reviewing the formulation/revision of public available technical documents such as: Accreditation Explanations, Technical Reports, Accreditation System Chart, etc.  
4.2.6 Responsibilities of CNAS Technical Department
a) Organizing the formulation/revision of CNAS Accreditation System Chart;
b) Organizing the formulation/revision of the framework and system of Accreditation Specification; Organize the establishment and maintenance of Accreditation Specification Structure;
c) Organize the planning of formulation/revision of accreditation specification family documents. 
d) Organize the research, formulation and revision of CNAS accreditation specification family documents;  
e) Manage Accreditation Specification family documents;
f) Overall plan, implementation follow-up and result evaluation of formulation/revision of Accreditation Specifications;
g) Organize translation of Accreditation Specification Family Documents.
4.2.7 Responsibilities of Relevant Departments and Personnel within CNAS Secretariat
a) Propose formulation/revision of Accreditation Specification family documents;
b) In accordance with CNAS Secretariat arrangements, take responsibilities of/participate in studying and drafting relevant Accreditation Specification Family Documents.
5. Requirements
5.1 Principle for Formulation and Revision of Accreditation Specification Family Documents:
Principles shall be followed in formulation and revision of Accreditation Specification Family Documents:
a)	abiding by relevant national laws and regulations;
b)	complying with requirements in general international standards and rules on accreditation activities and following common practice;
c)	complying with and fulfilling requirements of accreditation activities;
d)	describing clearly and accurately relevant requirements;
e)	safeguarding compatibility and compliance with relevant documents, avoiding duplication, contradiction and omissions;
f)	concise, applicable and easy to operate.
5.2 Document Structure
5.2.1 Document Titles
Document titles of the accreditation specification family documents shall follow principles as follows: 
a)	Generally, accreditation rules shall be entitled “Rules for…”
b)	Generally, accreditation criteria shall be entitled “General Requirement for…”, “Accreditation Criteria for…” or  “Guidance on the application of…”etc.;
c)	Generally, accreditation guidance shall be entitled “Guidance for …”
d)	Generally, accreditation scheme shall be entitled “Scheme for…”
e)	Generally, accreditation explanation shall be entitled "Accreditation/Transfer Explanation for..."
f)	Generally, technical report shall be entitled "Guidance/technical report for..."
5.2.2 Structure
Generally, accreditation specifications could be structured as: table of contents, preface, introduction (where necessary), scope, normative references, terms and definitions, context (including general requirements, specific requirements/guidance, etc.), appendix (where necessary) and bibliography (where necessary).
Note: See “Guidance for Structure and Formulation of CNAS Accreditation Specifications” (CNAS-WI02-03) for the format and structure of accreditation specifications.
5.2.3 Number
Please see Appendix 1, 2, 3, 4 and 5 for the number and format of accreditation specification family documents.
5.2.4 Edition
Year numbers are used as the edition number of accreditation specification family documents. Issue date and revision date are added to identify the changes of editions.
5.3 Document formulation/revision and approval
5.3.1 Plan
In each fourth season, Technical Department solicits the formulation/revision planned to be conducted the next year，which would, upon revision, became the annual formulation/revision plan(see CNAS-PD35-01 Formulation/Revision Plan for Accreditation Specification). In accordance with the need of accreditation, Secretariat staff may raise suggestions on formulation/revision of accreditation specification. The suggestions shall be collected by Technical Department and carried out upon approval of the responsible Deputy Chief Executives or, where necessary, upon approval of CNAS Chief Executive(e.g. general rules, formulation/revision of accreditation specification shared by more than one accreditation systems or formulation/revision of accreditation specifications which leads to change of accreditation system and raises the revision of accreditation system chart). The suggestions shall be included in the annual formulation/revision plan to be managed. Accreditation Specification Family Documents which are output of CNAS R&D projects shall be managed as annual formulation/revision plan by filling in the CNAS-PD35-01 Formulation/Revision Plan for Accreditation Specification. The formulation/revision process shall be carried out as stipulations in this procedure.
5.3.2 Formulation
Technical Department shall organize responsible person of formulation/revision of accreditation specification to draft the formulation/revision of document. Technical Department shall also, in accordance with formulation/revision suggestions of accreditation specification and the requirements of them, solicit comments within CNAS Secretariat and among stakeholders, process the comments solicited and complete other relevant works.
Where comments need to be solicited for accreditation specification within CNAS Secretariat and online, the person responsible for the formulation/revision shall fill in the CNAS-PD35-02 Application Form for Comment Soliciting Internally and Online for Accreditation Specifications. Technical Department shall unitarily apply to post the documents online, General Affairs Department shall post the documents online. Technical Department shall unitarily inform the responsible person of document formulation/review of the comments from online soliciting to process. 
Please refer to Annex 1 for the formulation/revision process of accreditation specifications.
5.3.3 Approval
Upon drafting, the person responsible for formulation/revision shall fill in the CNAS-PD35-03 Approval Sheet for Formulation/Revision of Accreditation Specifications. The responsible person shall submit the approval sheet, draft specification, formulation/revision statement etc. (for specification revision, the responsible person shall also fill in the CNAS-PD35-04 Cross Reference for Differences between Revisions of Accreditation Specifications) to Technical Department for Approval and Issuance. Where a revision involves too much change, only main additions and omissions are needed to be filled in. For document edition changes, cross reference is not needed, but edition change statement shall be formulated, in which main changes shall be clarified.
Where documents need to be reviewed or approved by committees, the revision or approval may be conducted via meetings or correspondence. Where review or approval is made during meetings, relevant committee rules shall be followed and conclusions of review/approval shall be made. Where document review/approval is conducted via correspondence, the contact persons of relevant committees shall inform all committee members participating in the review/approval of the relevant information. Contact person shall ask the committee members to fill in the CNAS-PD35-05Voting Paper for Accreditation Specifications to feedback the review/approval comments. The correspondence review/approval shall not be passed unless more than 2/3 of the total number of the committee members who should participate in the vote has cast the vote and more than 1/2 of the votes are positive. 
Please refer to Annex 1 for the formulation/revision process of accreditation specifications.
5.3.4 Issuance
Please refer to Annex 1 for the formulation/revision process of accreditation
5.3.5 Abolition
Where formulation/revision of an accreditation specification leads to invalidation of another accreditation specification family document(be replaced or abolished), relevant arrangement and abolition of the former specification shall be stated during the formulation/revision. The abolition of the former accreditation specification shall be approved via the approval of the formulation/revision of the new accreditation specification.
Where one or more than one accreditation specifications needs to be abolished due to ending of an accreditation scheme or other reasons, the person responsible for raising the document abolition suggestion shall fill in the CNAS-PD35-06 Approval Sheet for Abolition of Accreditation Specification. The approval sheet shall be circulated to relevant departments for comments and submitted to the Deputy Chief Executive in charge for review. Where necessary, the approval sheet may be submitted to the committee which approved for the formulation of the specification to review the abolition. CNAS Chief Executive shall approve the abolition of accreditation specification.
5.3.6 Others
5.3.6.1 Accreditation Explanations
Accreditation explanation shall be harmonious with accreditation specification. Formulation and revision of accreditation explanation shall be approved in accordance with the Appendix 2, in which CNAS-PD35-07 Approval Sheet for Formulation/Revision of Accreditation Explanation and Technical Report shall be completed. With continuous review of Accreditation Explanations, the content of accreditation explanations shall be incorporated into accreditation rules, criteria, guidance or schemes, or decisions shall be made on the maintenance, revision or abolition of accreditation explanations.
5.3.6.2Technical Report
Technical department is responsible for planning the content of technical report and organizing the research, formulation and revision hereof. Formulation and revision of technical report shall be approved in accordance with the Appendix 3, in which the CNAS-PD35-07 Approval Sheet for Formulation/Revision of Accreditation Explanation and Technical Report shall be completed.
5.3.6.3Accreditation System Chart
Technical Department shall maintain the formulation/revision of accreditation system chart. Technical Department shall organize relevant departments or persons to, in accordance with accreditation development and research information, raise proposals on revision of accreditation system chart and organize to complete the revision of accreditation system chart.
a) Input of accreditation system chart revision
Technical Department shall, in combination with the formulation/revision plan of accreditation specifications and CNAS R&D development， solicit revision proposals on accreditation system chart from CNAS departments of persons responsible for formulation/revision of accreditation specifications. Relevant personnel shall raise revision suggestions via filling in the CNAS-PD35-08 Approval Sheet for Accreditation System Chart and submitting the form to Technical Department.
b) Approval of formulation and revision of accreditation system chart
Technical Department shall solicit revision suggestions on accreditation system chart, adjust the chart and submit the chart to Deputy Chief Executive in charge and Chief Executive for approval to complete the revision and update of accreditation system chart.
5.4 Document Control
5.4.1 Control Method
Control of Accreditation Specification Family Documents includes control of electronic copy and hard copy.
a)	The electrical documents on CNAS website or internal network shall be controlled. All such documents shall be read-only, which are no longer being controlled once downloaded. 
b)	Where any hard-copy of a document is under control, the copy shall be stamped on the symbol of “controlled” with a serial number. In delivering of controlled documents, the CNAS-PD02-04Registration of Delivering and Receiving Documents shall be filled in.
5.4.2 Providing Accreditation Specification Family Documents
Please refer to Appendix 1, 2, 3, 4 for the rules of providing accreditation specification family documents.
5.4.2.2 Technical Department shall formulate and update a document list of accreditation specification family documents and submit the document list to Quality Department for record. Technical Department is responsible for inform relevant departments of the changes of accreditation specification family documents and inform other relevant document users via posting the information online.
5.4.2.3 Accreditation Departments shall inform the accreditation applicants or accredited CABs of the access to valid accreditation specification family documents. Accreditation Departments shall also provide relevant accreditation specification family documents to assessment team(assessors and technical experts).
5.4.3 Storage and Borrowing
5.4.3.1 The approval record of accreditation specification family documents shall be retained forever.
5.4.3.2 Please refer to the appendix 1, 2, 3, 4 for filing of accreditation specification family documents. Approval records, hard copy and electronic copy of documents shall be filed. Electronic copies shall be backed up.
5.4.3.3 Please refer to CNAS-PD03 Procedure for Record Control for borrowing accreditation specifications. 
5.4.4Abolition
Please refer to Appendix 1, 2, 3, 4 for abolition of accreditation specification family documents. 
5.5 Document Review
Technical Department shall organize regular and irregular reviews towards accreditation specification family documents. A review over the whole set of accreditation specification family documents shall be completed at least one year before each peer evaluation. In accordance with the conclusion of document review, where necessary, formulation/revision of accreditation specifications shall be initiated. Review of accreditation specification family documents may be conducted in combination with or initiated by: internal audit, management review, change of international documents, peer evaluation or document applicability review. In accordance with the actual need, relevant departments or persons may raise suggestions on document review or revision.
5.6 Document Translation
Technical Department is responsible for organizing the English translation of accreditation specification family documents and the consistency of general terminologies in the English translated version of accreditation specification family documents.  Technical Department is responsible for organizing internal staff or entrusting external organizations(or persons) to translate accreditation specification family documents. The persons responsible for formulation/revision of accreditation specifications shall support on the translation regarding technical issues, and review the translation on a technical perspective. Generally, the translation and review shall be completed at least 6 months before peer evaluation.
5.7 Document Submission
Each year, at the end of May and November, Technical Department shall submit the document list of CNAS accreditation specifications and the URL access of CNAS accreditation specifications to the Certification and Accreditation Administration of the People’s Republic of China(CNCA). 

6. Appendix
Appendix 1 Formulation, Revision, Approval and Deliverance List of Accreditation Specification
Appendix2 Formulation, Revision, Approval and Deliverance List of Accreditation Explanation
Appendix3 Formulation, Revision, Approval and Deliverance List of Technical Report
Appendix4 Formulation, Revision, Approval and Deliverance List of Accreditation System Chart
Appendix5 Formulation, Revision, Approval and Deliverance List of Document Format


7. Supportive Documents
CNAS-WI35-01 Work Instructions for Following up and Management of External Origin Technical Documents
CNAS-WI35-02 Guidance for Wording and Format of CNAS Accreditation Specifications

8. Relevant Record Forms
CNAS-PD35-01 Formulation/Revision Plan for Accreditation Specification
CNAS-PD35-02 Application Form for Comment Soliciting Internally and Online for Accreditation Specifications
CNAS-PD35-03 Approval Sheet for Formulation/Revision of Accreditation Specifications
CNAS-PD35-04 Cross Reference for Differences between Revisions of Accreditation Specifications
CNAS-PD35-05 Voting Paper for Accreditation Specifications
CNAS-PD35-06 Approval Sheet for Abolition of Accreditation Specification
CNAS-PD35-07 Approval Sheet for Formulation/Revision of Accreditation Explanation and Technical Report
CNAS-PD35-08 Approval Sheet for Accreditation System Chart
CNAS-PD35-09 List of Accreditation Specifications
CNAS-PD35-10 Form of Comment Soliciting for CNAS Documents
CNAS-PD02-04 Registration of Delivering and Receiving Documents
CNAS-PD02-05 Approval Form to Release/Change CNAS Document Online
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Appendix 1:
Formulation, Revision, Approval and Deliverance List of Accreditation Specification
	S/N
	Document type
	Nature
	Format of Document Name
	Numbering
Rules
	Establishment and Formation/Revision 
	Revision and Release
	Filing
	Distribution
	Abolition

	
	
	
	
	
	
	Review [Note]
	Approval
	Endorsement
	
	
	

	1

	Accreditation Rules

	General Rules
	"Accreditation rules for---"
	CNAS-
R xx : 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments.
	Where the committee process is taken, the Special Committee for Certification Bodies, Special Committee for Laboratories, Special Committee for Inspection Bodies and Appeal Special Committee shall review the submitted draft. 
	Where the committee process is taken, the Board shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the submitted draft
	Where the Secretariat process is taken, the Deputy Chief Executive shall approve the submitted draft
	
	
	
	

	
	
	Special Rules
	"Rules for____ of Certification Bodies" or "Rules for Certification Bodies to ___" 

	CNAS-
RCxx :20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft. 
	Where the committee process is taken, the Special Committee for certification body accreditation shall approve the draft. 
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	1

	Accreditation Rules

	Special Rules
	"Rules for______ of laboratories" "Rules for ______"
	CNAS-
RLxx  :20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for laboratory accreditation shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	
	
	
	"Rules for____ of Inspection Bodies" or "Rules for ____" 

	CNAS-
RI xx : 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for inspection body accreditation shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	2

	Accreditation Criteria

	Basic Criteria

	"Requirements for ____on Certification Bodies"
	CNAS-CC xx :20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, Special Committee for certification body accreditation shall review the draft.
	Where the committee process is taken, the Board shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	
	
	
	"Requirements for _____on Laboratories"
	CNAS-CL xx : 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, Special Committee for laboratory accreditation shall review the draft.
	Where the committee process is taken, the Board shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	2

	Accreditation Criteria

	Basic Criteria

	"Requirements for ____on Inspection Bodies"
	CNAS-CI xx : 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, Special Committee for inspection body accreditation shall review the draft.
	Where the committee process is taken, the Board shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	
	
	Specialized Criteria/Application Explanation


	[bookmark: OLE_LINK2][bookmark: OLE_LINK1]"Specialized Requirements on_____ of Certification Bodies "/“Guidance on the Application of _____”
	CNAS-CCxx -:20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for certification body accreditation shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	2

	Accreditation Criteria

	Specialize Criteria/Application Explanation

	"Specialized Requirements on_____ of Laboratories "/ “Guidance on the Application of _____”
	CNASCL
xx-Gxx
x : 20xx
CNASCL
xx-Axxx
: 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for laboratory accreditation shall approve the draft or entrust relevant specialized committee to discuss and approve.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	
	
	
	"Specialized Requirements on_____ of Inspection Bodies "// “Guidance on the Application of _____”
	CNASCI
xx-Gxx
x : 20xx
CNASCI
xx-Axxx
: 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for inspection body accreditation shall approve the draft or entrust relevant specialized committee to discuss and approve.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	3

	Accreditation Guidance
	
	"Guidance for Accreditation of____ on Certification Bodies"
	CNAS-GCxx :20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for certification body accreditation shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	
	
	
	"Guidance for Accreditation of  _____ on Laboratories"
	CNAS-GL xx : 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for laboratory accreditation shall approve the draft or entrust relevant specialized committee to discuss and approve.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	3
	Accreditation Guidance
	
	"Guidance for Accreditation of____ on Inspection Bodies"
	CNAS-GI xx : 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for inspection body accreditation shall approve the draft or entrust relevant specialized committee to discuss and approve.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	4
	Accreditation Scheme

	
	"Accreditation Scheme for____ of____ Certification Bodies"
	CNAS-SCxx  :20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for certification body accreditation shall approve the draft.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	4
	Accreditation Scheme

	
	"Accreditation Scheme for  _____ of ____ Laboratories"
	CNAS-SL xx : 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for laboratory accreditation shall approve the draft or entrust relevant specialized committee to discuss and approve.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	

	
	
	
	"Accreditation Scheme for____ of____ Inspection Bodies"
	CNAS-SI xx : 20xx
	1. list in formulation/revision plan and take into effect upon approval; 
2. draft formulation/revision;
3. internal circulation and comment processing;
4. soliciting stakeholder comments(via online posting, usually lasting for 1 month, at least 2 weeks)
5. person responsible for formulation/revision submit the draft and relevant documents upon processing internal and stakeholder comments. 
	Where the committee process is taken and where necessary, relevant specialized committee shall review the draft.
	Where the committee process is taken, the Special Committee for inspection body accreditation shall approve the draft or entrust relevant specialized committee to discuss and approve.
	The Chief Executive shall endorse the draft.
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	1CNASWebsite
2Hard Copy(Where necessary)
	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	
	
	
	
	
	Where the Secretariat process is taken, the Deputy Chief Executive in charge shall review the draft
	Where the Secretariat process is taken, the Chief Executive shall approve the draft
	
	
	
	


Note:
1. During the approving phase, the Technical Department shall organize review in accordance with document formulation and the review suggestion of the project team. In accordance with the form above, where the committee process is taken, technical department shall submit the draft to the corresponding committee for approval; where the Secretariat process is taken, technical department shall submit the draft to Secretariat for review and it is not necessary to submit the draft to committees for approval. Documents applicable to the Secretariat process are only limited to the four conditions listed in clause 3.10.

2. Where committee process is taken, the formulation/revision should not omit the review. Where the review is omitted due to special reasons, the reasons shall be clearly stated. 

3. With regard to formulation/revision of laboratory/inspection body accreditation specifications, where specific technical requirements or contents are changed, the review should not be omitted. Except for general rules and basic criteria, where the specification formulated/revised has no corresponding specialized committee(or the members of the corresponding specialized committee are dispersed in technical competence, or the majors of most of the committee members do not match with that of the document)， or where the document is formulated/revised by the specialized committee, Technical Department shall organize experts of the industry who did not participate in the formulation/revision to review the document via holding a technical review meeting.
4. Where a special accreditation specification of laboratory accreditation( special accreditation criteria, guidance, scheme, etc. ) is running approval formality under committee process, relevant specialized committee may be entrusted to discuss and approve the specification. Where, in the above condition, there is no corresponding specialized committee of the field, the approval shall be done by the laboratory Special Committee.
5. Where a special accreditation specification of inspection body accreditation( special accreditation criteria, guidance, scheme, etc. ) is running approval formality under committee process, relevant specialized committee may be entrusted to discuss and approve the specification. Where, in the above condition, there is no corresponding specialized committee of the field, the approval shall be done by the inspection body Special Committee.


Appendix 2:
Formulation, Revision, Approval and Deliverance List of Accreditation Explanations
	Document type
	Format of Document Name
	Numbering Rules
	Formulation/ revision
	Soliciting for Stakeholder Comments
	Technical 
Review
	Review
	Approval
	Endorsement
	Filing
	Distribution
	Abolition

	Accreditation Explanation
	"Explanation on--certification body--"
	CNAS-
EC-xxx:20xx
	Relevant departments/personnel / Specialized Committees shall raise suggestions in accordance with demand. Technical department shall organize relevant departments/personnel(where necessary, including members of specialized committees) to formulate the draft document
	Comment soliciting could be posted online, which usually lasts for a month. 
	Where necessary, relevant specialized committees
	Deputy Chief Executive
	Chief Executive
	Chief Executive
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	CNAS website;

	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	"Explanations on___ of Laboratories" 

	CNAS-
EL-xxx :20xx
	Relevant departments/personnel / Specialized Committees shall raise suggestions in accordance with demand. Technical department shall organize relevant departments/personnel(where necessary, including members of specialized committees) to formulate the draft document
	Comment soliciting could be posted online, which usually lasts for a month.
	Where necessary, relevant specialized committees
	Deputy Chief Executive
	Chief Executive
	Chief Executive
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	CNAS website;

	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	"Explanation on___ of Inspection Bodies"
	CNAS-
EI-xxx : 20xx
	Relevant departments/personnel / Specialized Committees shall raise suggestions in accordance with demand. Technical department shall organize relevant departments/personnel(where necessary, including members of specialized committees) to formulate the draft document
	Comment soliciting could be posted online, which usually lasts for a month.
	Where necessary, relevant specialized committees
	Deputy Chief Executive
	Chief Executive
	Chief Executive
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	CNAS website;

	Release notification on the new document. The holder of the invalid document implements the disposition.



Appendix 3:
Formulation, Revision, Approval and Deliverance List of Technical Reports
	Document type
	Format of Document Name
	Numbering Rules
	Formulation/ revision

	Comment Soliciting
Note:
	Review
	Approval
	Endorsement
	Filing
	Distribution
	Abolition

	Technical Report
	"Technical Report on___ of certification bodies"
	CNAS-
TRC-xxx:20xx
	Technical Department shall organize relevant departments and certification bodies to raise a draft document.
	CNAS website;
Relevant Accreditation Departments within CNAS Secretariat. 
	Relevant Deputy Chief Executives
	Chief Executive
	Chief Executive
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	CNAS website;

	Release notification on the new document. The holder of the invalid document implements the disposition.

	
	"Technical Report on____ of laboratories"
	CNAS-
TRL-xxx:20xx
	Technical Department shall organize relevant departments and laboratories to raise a draft document.
	CNAS website;
Relevant Accreditation Departments within CNAS Secretariat.
	Relevant Deputy Chief Executives
	Chief Executive
	Chief Executive
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	CNAS website;

	ditto

	
	"Technical Report on___ of Inspection Bodies"
	CNAS-
TRI-xxx:20xx
	Technical Department shall organize relevant departments and inspection bodies to raise a draft document.
	CNAS website;
Relevant Accreditation Departments within CNAS Secretariat.
	Relevant Deputy Chief Executives
	Chief Executive
	Chief Executive
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	CNAS website;

	ditto

	
Note: Upon completion of the comment soliciting draft of technical reports under formulation or revision, where necessary, comment soliciting could be posted on line, which generally lasts for a month. 




Appendix 4:
Formulation, Revision, Approval and Release List of Accreditation System Chart
	Document type
	Format of Document Name
	Numbering Rules
	Formulation/ revision
	Circulation for Comments
	Review
	Approval/Release
	Filing
	Distribution
	Abolition

	Accreditation System Chart
	"CNAS Accreditation System Chart"
	CNAS-ASC01 :20XX
	1.Relevant department/ person shall provide information on establishment or change of an accreditation system and raise suggestions on revision of accreditation system chart.
2. Technical Department shall review the standardization.
	Relevant Departments
	Deputy Chief Executive in Charge
	Chief Executive
	1The Technical Department shall catalogue the documents
2 The archives room shall file the documents.
	CNAS website;
	Release notification on the new document. The holder of the invalid document implements the disposition.
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