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Procedure for Communication with the Board  
1. Objective and Applicable Scope
1.1. This document prescribes the procedure and requirements for contacts between CNAS Secretariat and the Board to ensure that the operation of the Board meets the relevant stipulations of the Constitution.
1.2. This document applies to relevant activities of CNAS Secretariat and the Board.

2. References

2.1
CNAS-J01 CNAS Constitution
2.2
CNAS-J02 Rules for CNAS Special Committee on Certification Body Accreditation
2.3
CNAS-J03 Rules for CNAS Special Committee on Laboratory Accreditation
2.4
CNAS-J04 Rules for CNAS Special Committee on Inspection Body Accreditation
2.5
CNAS-J05 Rules for CNAS Appraisal Special Committee
2.6
CNAS-J06 Rules for CNAS Appeal Special Committee
2.7
CNAS-J07 Rules for CNAS Board/Executive Committee
2.8
CNAS-J09 Rules for CNAS End-user Special Committee
2.9
CNAS-PD09 Procedure for Management of Special Committees and Specialized Committees

3. Terms and Definitions
(Not applicable) 

4. Responsibilities
4.1. The Board carries out the responsibilities prescribed in CNAS-J01 CNAS Constitution and the Executive Committee carries out the responsibilities authorized by the Board when the Board is not in session.

4.2. The Board may, where needed, keep senior consultants. Senior consultants shall be authoritative and representative. CNAS accreditation system and scope shall be covered as much as possible when setting up senior consultants.

4.3. The Chair of CNAS is responsible for presiding over the Board meeting and deciding on holding Executive Committee meetings or using letter ballots to handle important matters of CNAS when the Board is not in session.

4.4. Each special committee carries out its responsibilities according to relevant rules and is responsible for reporting work or providing relevant proposals to the Board.

4.5. The Secretariat is responsible for undertaking routine affairs of and other tasks assigned by the Board.

4.5.1. The General Affairs Department is responsible for handling affairs relevant to the Board, including:

a) making routine liaison with the Board;

b) submitting relevant documents to the chair of CNAS or the Executive Committee, going through the formalities of reporting and approval;
c) making preparations for the annual meeting, sending notices and ascertaining participating members;

d) drafting and sending meeting minutes and assisting the Chief Executive to implement the resolutions concluded by the conference;

e) filing the archives of the members and meeting/voting records.

4.5.2. The General Affairs Department is responsible for working out the agenda of the Board meeting. Relevant departments are responsible for providing voting items and relevant documents.
5. Contents

5.1. Routine Liaison and Information Notification

5.1.1. When the Board is not in session, the General Affairs Department is responsible for the routine liaison with the Board and the Executive Committee, which includes establishing the Board members address list that at least includes, member’s name, title in the Board, organization the member belongs to, title/technical title in that organization, mailing address, zip code, phone number, fax number, email address etc. The electronic version and hard copy of the address list should be updated in a timely manner;

5.1.2. The General Affairs Department is responsible for notifying important affairs， setting up a special column for the Board on CNAS website, publicizing relevant committee information so that the members will learn about the latest situation of CNAS accreditation. Or the General Affairs Department may arrange ad-hoc panel discussions, seminars or other kinds of activities to strengthen communication with the Board members, for instance, inviting members to participate (as observers) in the onsite assessment activities of the Secretariat.

5.1.3. The General Affairs Department sends circularization to the organizations the members belong to at the end of each year to confirm the basic information of the members. Information as follows shall be confirmed: resignation, retirement, changes of positions, changes of employer(including changes of employer title), changes of contact information(address, telephone number, fax number, mail address), etc.
1) If a member fail to hold on the work in the Board, representing his or her original interested parties due to change of work, the interested party organization that member represents shall make new recommendation on candidates, who can meet the relevant requirements for committee member according to Rules for CNAS Board/Executive Committee, fill in the CNAS-PD08-01 Recommendation of Committee Members of the Board and CNAS-PD01-01 Impartiality and Confidentiality Statement.
2) If a member transferred to another organization could still represent the original interest party in the Broad, the Secretariat shall go through the formality of changing the member’s organization and inform the Board. If the member could no longer represent his original interest party, the new organization shall be updated according to the Constitution, the procedure of which shall be the same with the initial generation of the member.

3) General Affairs Department shall organize the relevant departments to formulate the principles and plan for the transition of committees, which shall be reviewed by CNAS Secretariat, approved by CNAS Executive Committee and implemented by the relevant Departments. In accordance with CNAS Committee Rules, each term of office lasts for 4 years and committee members may serve consecutive terms. If there is no change to a committee member employer, the committee member and the interested party he/she represents, there is no need to fill in CNAS-PD09-01 Recommendation of special/specialized Committee Members and CNAS-PD01-01 Impartiality and Confidentiality Statement.
4) Changes of the Board constitution

a) Where the title of a member’s employer is changed, Secretariat shall report to CNAS Board or Executive Committee and update the title in accordance with CNAS-J07 CNAS Procedural Rules for the Board or Executive Committee.
b) Where there is major change to employer of Board member, including the former employer is no longer appropriate or the employer proposes to quit CNAS activities, adjustment shall be made. Where necessary, Secretariat shall communicate with the former member employer.

5.1.4 Where, in accordance with accreditation development, a member of special committee or specialized committee needs to be added or reduced, relevant departments shall, in accordance with CNAS-PD09 Procedure for Management of Special Committees and Specialized Committees, go through the relevant procedures.
5.1.5 General Affairs Department shall conduct questionnaires survey to departments or agencies/companies where CNAS special committees or specialized committees are set, with regard to the constitution and operation of the Board. The survey is suggested to be conducted once every 2 years.
5.2. Procedure for Notifying and Handling Important Matters
5.2.1. When the Board is not in session, each special committee or the Secretariat shall submit plans together with relevant documents to the General Affairs Department in case they need to notify important matters to the Board or Executive Committee for decision-making according to the requirements of CNAS Constitution.
5.2.2. The General Affairs Department is responsible for gathering documents from each special committee and relevant departments and reporting to the CNAS Chair after review and approval by the Chief Executive. The CNAS Chair will then decide whether to take a letter ballot or hold a Board/Executive Committee meeting;

5.2.3. If the CNAS Chair decides to call a Board meeting or Executive Committee meeting at hoc, specific procedure is prescribed in clause 5.3.

5.2.4. If the CNAS Chair decides to take a letter ballot for voting on important matters, the General Affairs Department will be responsible for organizing relevant departments to draft voting items, filling in the CNAS-PD08-02 Ballot of the Board/Executive Committee Members and all necessary information, which will be reviewed and approved by the Chief Executive/Deputy Chief Executive.
5.2.5. The General Affairs Department is responsible for sending the ballots to all members of the Board. The members shall perform their duties seriously and in accordance with CNAS requirements on impartiality and confidentiality. The ballot becomes valid when at least 2/3 of the members vote, all interest parties are represented and over 1/2 of the voters agree. During the letter ballot, members can make inquiries on relevant issues and the Secretariat shall make immediate responses.
5.2.6. The procedure for follow-up actions on resolutions generated through the letter ballot of the Board or Executive Committee is prescribed in clause 5.4.

5.3. Procedure of the Board/Executive Committee Meeting
5.3.1. The Board holds meeting at least once a year. Where necessary, the Chair may decide whether to call Board meetings or Executive Committee meetings at hoc.

5.3.2. Participants

5.3.2.1. To meet the requirements of the Constitution, the General Affairs Department is responsible for issuing meeting notices and return receipts to all members prior to a meeting and confirming member participation and then reporting to the Chief Executive.
5.3.2.2. Members of the Board/Executive Committee have the rights and obligations to attend Board/Executive Committee meetings and take votes. In case a member cannot attend a meeting for special reasons, he or she may commission a representative who will participate in the meeting and cast vote on behalf of the member. The representative is required to sign the CNAS-PD01-01 Impartiality and Confidentiality Statement.

5.3.2.3. The Chief Executive designates one or more persons from the General Affairs Department or related departments to attend the meeting as nonvoting delegates according to needs.
5.3.3. Preparation of meeting documents

5.3.3.1. The General Affairs Department is responsible for organizing relevant departments to propose the meeting agenda and voting items and provide all necessary information, including accreditation documents, development of new accreditation fields, significant situation of international conferences and international mutual recognition, work reports (including special committees and the Secretariat) and financial reports (except for the Executive Committee meetings for which the documents to be prepared may depend on the contents of the meeting). The prepared documents and information should be submitted to the Chief Executive/Deputy Chief Executives for review and approval.

5.3.3.2. The General Affairs Department will send in advance to the Board/Executive Committee members the documents that need to be reviewed prior to meetings.

5.3.4. Holding meetings

5.3.4.1. The CNAS Chair is responsible for presiding over the Board/Executive Committee meetings and, where necessary, may designate the Executive Vice Chair/an Executive Committee Member to preside over meetings.

5.3.4.2. All meetings shall be processed with reviewing and discussing the agenda as the first item, in which voting by show of hands.

5.3.4.3. The meeting votes for resolutions by show of hands or by writing. Major resolutions on impartiality are made through written votes. Meeting resolutions can be valid only with the attendance of over 2/3 of the members (includes), all interest parties are represented and over half of the participating members agree.
5.3.5. Meeting minutes

5.3.5.1. The General Affairs Department is responsible for recording the Board/Executive Committee meetings, formulate the meeting minutes within one month from the end of meeting(in principle) and deliver the meeting minutes which include the meeting resolutions to the Board members in a timely manner. 

5.3.5.2. The meeting minutes of the Board/Executive Committee shall be submitted to the CNAS Executive Vice Chair for review and CNAS Chair for approval before the General Affairs Department goes through the outgoing document formalities of the Secretariat and sending it to all Board members.
5.3.6. Based on the need of accreditation, CNAS may invite senior consultants to take part in CNAS activities and provide professional support.

5.4. Implementation of Resolutions

5.4.1. The Secretariat and relevant Special Committees should support and respect the decisions made by the Board/Executive Committee over relevant matters and promptly notify all members of the Board of the resolutions made through letters in the Board/Executive Committee. The resolutions shall be listed in the annual working plans of Special Committees and the Secretariat for implementation. If the Secretariat or Special Committees fail to carry out corresponding responsibilities, the Board/Executive Committee can notify CNCA or other relevant organizations.

5.4.2. The General Affairs Department and other relevant departments are responsible for assisting the Chief Executive to follow up the implementation of resolutions and other documents according to the annual working plan and notifying all Board members of the results.
5.5. File Management of the Board
5.5.1. The General Affairs Department is responsible for filing the files of the Board and the records of activities.

5.5.2. The file of a Board member shall at least include:

a) Board Member Recommendation Form;

b) Impartiality and Confidentiality Statement.

5.5.3. The Board meeting records shall at least include:

a) Meeting attendance form

b) Meeting agenda

c) Meeting minutes

d) Vote-taking record (if any)

e) Other meeting documents

6. Relevant Forms
CNAS-PD08-01
Recommendation of Committee Members of the Board
CNAS-PD08-02
Ballot of the Board/Executive Committee Members
CNAS-PD08-03
Record for the Implementation of Suggestions from Members of the Board and the Executive Committee

CNAS-PD08-04
Form for Update of Committee Member Information
CNAS-PD01-01
Impartiality and Confidentiality Statement
List of the Chair, Executive Vice Chair, Vice Chair and Member of the Board

List of CNAS Executive Committee Chair, Vice Chair and Members

7. Supporting Documents

CNAS-PD01
Procedure for Impartiality and Confidentiality Control
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