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Procedure for Management of Special Committees and Specialized Committees
1 Purpose and applicable scope
This document specifies the procedure for the initiation, investigation, follow-up recording and relevant activities for the establishment or change of the CNAS special committees and specialized committees to ensure that the activities of corresponding special committees and specialized committees are regularized and effective. 
2 Referenced documents
2.1 CNAS-J01 CNAS Constitution
2.2 CNAS-J02 Work Rules for CNAS Special Committee for Certification Bodies
2.3 CNAS-J03 Work Rules for CNAS Special Committee for Laboratories
2.4 CNAS-J04 Work Rules for CNAS Special Committee for Inspection Bodies
2.5 CNAS-J05 Work Rules for CNAS Appraisal Special Committee
2.6 CNAS-J06 Work Rules for CNAS Appeal Special Committee
2.7 CNAS-J08 Work Rules for CNAS Specialized Committees
2.8 CNAS-J09 Work Rules for CNAS End-user Special Committee
3 Terms and definitions
3.1 CNAS special committees include Special Committee for Certification Bodies, Special Committee for Laboratories, Special Committee for Inspection Bodies, Appraisal Special Committee, Appeal Special Committee, and End-user Special Committee.
3.2 CNAS specialized committees are mainly made up of technical experts related to the accreditation work of own specialties who conform to the principles of impartiality. 
4 Responsibilities 
4.1 General Affairs Department
a) responsible for the relevant work of the Board/Executive Committee and managing and controlling rules documents; 
b) responsible for organizing the joint conference of CNAS special committees, developing and organizing the implementation of the program for reelection of committees and handling the formalities for approval of relevant committee members; 
c) responsible for the daily contact with the End-user Special Committee, organizing relevant activities, collecting and analyzing relevant feedback information and the relevant content of clause 4.2 in this procedure; 
d) responsible for the overall coordination of each committee, including other affairs of the special committees for which the General Affairs Department takes the lead in organizing and other relevant departments cooperate in the implementation; 
e) responsible for defining the mode of Board approval according to the timeframe proposed for the establishment and adjustment of special committees and supplementation and change of committee members and confirming whether the nominated committee members also serve on other committees at the same time. 
4.2 Relevant departments (Accreditation Department 1, Accreditation Department 2, Accreditation Department 3, Accreditation Department 4, Accreditation Department 5, Accreditation Department 7, the Quality Department and the Technical Department)
a) Accreditation Department 1 is responsible for the routine liaison and relevant work of the Special Committee for Certification Bodies and its specialized committees; Accreditation Department 3 is responsible for the routine liaison and relevant work of the Special Committee for Laboratories and its related specialized committees and Accreditation Department 2 and Accreditation Department 5 are responsible for the routine liaison and work of relevant specialized committees; Accreditation Department 4 is responsible for the routine liaison and relevant work of the Special Committee for Inspection Bodies and its specialized committees; Accreditation Department 7 is responsible for the routine liaison and relevant work of the Appraisal Special Committee; the Quality Department is responsible for the routine liaison and relevant work of the Appeal Special Committee. The Technical Department is involved in the management of the special committees and specialized committees for certification bodies/laboratories/inspection bodies. The relevant work of specialized committees and scheme workgroups shall be countersigned by the Technical Department. The Technical Department is also responsible for making sure that the composition and structure of the special committees and specialized committees for certification bodies, laboratories and inspection bodies are in line with the overall structure and that the setup of the specialized committees is consistent with the accreditation scheme system chart, development of accreditation and the current scheme workgroups.
b) proposing the composition of and changes to the special committees and specialized committees;
c) responsible for drafting the annual work reports of the special committees and specialized committees for the current year and their annual work plans for the coming year;
d) responsible for ascertaining the implementation of the annual work reports and work plans of the special committees and specialized committees. 
5 Principles for the establishment of the special committees and specialized committees
5.1 The Board decides on the establishment of relevant special committees according to the needs of CNAS accreditation development. In principle, the existing special committees shall cover the needs of accreditation development as much as possible to avoid overlapping and duplication of the functions of special committees. Meanwhile overlapping and duplication of members for special committees at the same level shall be avoided as much as possible to enable them to take part in related activities of relevant committee.  
5.2 The special committees for certification bodies, laboratories and inspection bodies may set up specialized committees to undertake specific technical tasks according to work needs.  They should fully consider the feasibility and necessity for establishing specialized committees, including the need for allocation of technical and management competence and resources. Special committees should in principle satisfy their new needs through existing specialized committees to avoid the overlapping of functions of specialized committees and duplication of members.
5.3 The work rules for the special committees and specialized committees or other documents shall prescribe the structure, responsibilities and standing orders of the committees and the qualifications, rights and obligations as well as the procedure for appointment, removal or replacement of members.
5.4 In principle, the chair and vice chair of special committees shall be incumbent and represent relevant stakeholders. The chair and vice chair of specialized committees shall be incumbent and represent the scheme experts. Other members shall be incumbent in principle and meet the requirements of relevant rules. Academicians or academic leaders can become honorary advisors of specialized committees.
5.5 When a member of special committees or specialized committees has failed to participate in meetings, activities or votes twice during his/her tenure, this member may be adjusted. The principles for making such adjustment shall meet the relevant requirements of this procedure.
6 Procedure for management of special committees
6.1 Establishment, withdrawal and change of special committees
6.1.1The CNAS Secretariat makes unified arrangement for the establishment of special committees. The focal point departments for the special committees are responsible for making relevant preparations for their establishment and follow-up work. They shall prepare the analysis report for establishing a special committee in which to define the objective, responsibilities, roles and composition of members (including member’s employer, members list, the stakeholders represented or experts) or withdrawing and changing a special committee on basis of the accreditation scheme system chart or other relevant requirements, which shall be countersigned by the General Affairs Department, the Technical Department or other relevant departments (where necessary) according to the requirements for management of official documents and reported to the focal point Deputy Chief Executive/Chief Executive for review and CNAS Chair/Executive Vice Chair for Approval(filling in CNAS-PD09-02 Recorded Information Form for Special/Specialized Committees ). 
6.1.2 Once the CNAS Chair/ Executive Vice Chair approves the application for the establishment of a committee, the General Affairs Department shall submit it to the CNAS Board/Executive Committee for voting via meeting or letter in accordance with the requirements of relevant rules(filling in CNAS-PD08-02 Form for Member Voting). After approval, it shall be transferred to relevant department, which shall proceed to the procedures for the appointment of members including the delivery of notice and letter of appointment to the members, having the members sign the Impartiality Statement and filing the relevant records.
6.2 Changes to special committees 

6.2.1 If a special committee intends to change the composition of its committee or replace its members, relevant department shall, in accordance with the requirements of relevant rules, put forward an application and have it countersigned by relevant departments. After review and approval by the Secretariat:
a) According to requirements of the rules documents, if there are changes to the chair or his/her employer and vice chair or his/her employer of a special committee or members of the special committees for certification bodies/laboratories/inspection bodies/appeal or their employers, relevant department(s) shall put forward an application, which shall be countersigned by the General Affair Department and Technical Department, reviewed by the Secretariat, agreed to by the CNAS Chair and reported to the Board/Executive Committee for approval. The General Affairs Department is responsible for handling the approval formalities.
b) For changes to members of the End-user Special Committee, the General Affairs Department shall report to the chair of the corresponding special committee for approval in accordance with the requirements of relevant document.
c) For changes to the Appraisal Special Committee, Accreditation Department 7 will act according to the relevant requirements of CNAS-J05 Work Rules for CNAS Appraisal Special Committee and clause 6.1 in CNAS-PD34 Procedure for Management of Appraisal Special Committee Members and Appraisal Technical Experts.
Refer to the appendix for specific review and approval flow.
The department that proposes the change shall be responsible for handling the post-approval formalities for appointment of committee members, including delivery of the notice and letter of appointment to the members, having them sign the Impartiality Statement, filing relevant records and update the CNAS website about the change within 10 workdays after the delivery.
6.2.2 The procedure for reelection of the special committees is the same as that for the initial establishment. The General Affairs Department shall organize relevant departments to develop the reelection principles and program, which shall be reviewed by the Secretariat and approved by the Executive Committee prior to implementation. In accordance with the requirements of relevant rules, the committee members shall serve for a term of 4 years and can be reappointed. When it is confirmed that there are no changes to the members, their employers and represented interests, it will not be necessary to complete once again CNAS-PD09-01 Form for Nomination of Special/Specialized Committee Member and CNAS-PD01-01 Impartiality and Confidentiality Statement.
6.3 Management of the activities of special committees
6.3.1 Proposing and implementing the annual work reports and annual work plans
6.3.1.1 According to the requirements of relevant rules, relevant department shall complete the work summary of the current year and draft the work plan for the coming year as required prior to the Executive Committee session (filing in CNAS-PD09-04 Form for Special Committee Work and Meeting Plans), have them reviewed by the focal point Deputy Chief Executive/Chief Executive and submitted to relevant special committee chair.
6.3.1.2 Relevant department shall submit the annual work summary and plan to the General Affairs Department for summary in accordance with the requirements of the meeting program of the annual Executive Committee. After review by special committees and approval by the Board, the General Affairs Department shall submit the work summary and plan to the members of corresponding special committees and the Secretariat. If they are related to the work of Secretariat, they shall be listed in the annual work plan of the Secretariat.
6.3.2 Special committee meetings
6.3.2.1 The General Affairs Department shall lead relevant departments to organize annual special committee meetings. The committees can have joint meetings or special meetings. The General Affairs Department is responsible for the concrete organization of joint meetings and relevant departments are responsible for the special meetings of corresponding special committees.
6.3.2.2In accordance with the requirements of the special committee meeting program, the General Affairs Department shall organize relevant departments to prepare the meeting notice, meeting documents and relevant conference activities. Relevant departments shall submit such documents as the work report, work plan and replacement of members according to the department responsibilities and within the defined time. The relevant department shall seek the agreement of corresponding committee chair to the submitted documents and notify relevant members to participate in the meeting. The meeting shall be attended by at least 2/3 of the total members (including 2/3).  All members attending the meeting shall perform their duties seriously in accordance with CNAS requirements for confidentiality and impartiality. When a member can’t attend the meeting due to special circumstances, the member can send a representative to participate in the meeting and vote on this member’s behalf. The delegates shall sign CNAS-PD01-01 Confidentiality and Impartiality Statement. Deliberation on relevant documents at the meetings shall follow clause 6.3.3.
6.3.2.3 Relevant departments are responsible for the meeting minutes of special committee meetings and in principle shall complete compilation of the meeting minutes within one month after the meeting, including resolutions formulated at the meeting. The meeting minutes shall be countersigned by the General Affairs Department and relevant departments and with the consent of the focal point Deputy Chief Executive/Chief Executive shall be delivered to the chair of relevant special committee for approval before being distributed to all members and relevant departments.
6.3.2.4 Relevant departments are responsible for collecting suggestions from committee members (filing in CNAS-PD09-03 Form for Tracking the Implementation of Suggestions from the Special/Specialized Committee Members).
6.3.3 Document deliberation by special committees
6.3.3.1 According to the requirements of CNAS-PD02 Procedure for Document Control and CNAS-PD35 Procedure for Control of Accreditation Normative Documents, the General Affairs Department shall organize corresponding special committee to deliberate on corresponding committee rules via conference or letters and submit the rules to the Board or the special committee for approval. At least 2/3 of the members (including 2/3) shall participate in the letter voting. The resolution is only valid when more than half of the attendees/letter-voting members are in favor of it.
6.3.3.2 Relevant departments shall submit relevant accreditation documents to the corresponding committees for review and approval according to requirements in CNAS-PD02 Procedure for Documents Control and CNAS-PD35 Procedure for Control of Accreditation Normative Documents.
6.3.4 Implementation of the resolutions of special committees
Departments acting as focal points for the special committees are responsible for gathering their suggestions for CNAS improvements, making preliminary examination as to whether these suggestions are related to the current accreditation scope and responsibilities of CNAS, proposing tentative acceptance of the suggestions and ascertaining actions. When a suggestion involves the responsibilities of the focal point department or other departments, the relevant departments shall be consulted for joint proposal of feedbacks. Where necessary, the feedbacks shall be confirmed by the focal point Deputy Chief Executive/Chief Executive and tracked through such mechanisms as work plans or management review.

6.3.5 Routine Communication
6.3.5.1 When a special committee is not in session, the focal point department for the special committee is responsible for the routine communication with the special committee, including establishment of a contact list for the members. The contact list shall include at least: name, position in the committee, employer, role/title at the employer’s, address, zip code, telephone number, fax number, email of the committee member. The department shall ensure timely update of both the hardcopy and electronic version of the contact list.
6.3.5.2 Where necessary, the focal point departments for special committees shall send the information update form(may use CNAS-PD08-04 Form for Changes to Member Information) to the members at the end of each year and before each annual conference of the Executive Committee to confirm the basic information of the members, including their retirement, resignation, change of position, change of employer (including the name of the employer), change of contact information (including address, telephone number, fax number and email), etc.
7 Management of specialized committees
7.1 Establishment, withdrawal and changes of specialized committees
7.1.1 Generally, a focal point department for a specialized committee shall put forward the demand for setting up a new specialized committee, prepare an analysis report to define the purpose, responsibilities, roles and member composition of this committee (including member’s employer, member list, represented stakeholders or experts etc.) or withdraw or change a specialized committee in the light of the accreditation scheme system form and relevant requirements. Relevant information shall be submitted to the corresponding special committee for handling the relevant formalities, countersigned by the General Affairs Department, Technical Department and relevant departments (where necessary) and reported to the focal point Deputy Chief Executive/Chief Executive for review and approval before final submission to the chair of corresponding CNAS special committee (filling in Recorded Information Form for Special/Specialized Committees).
7.1.2 After the application for establishment or withdrawal of a specialized committee is countersigned by the General Affairs Department and Technical Department and approved by the corresponding CNAS special committee, the focal point department responsible for the specialized committee shall handle the formalities for recommending and appointment of committee members or withdrawal formalities. The formalities for recommending and appointment of members include delivery of notice and appointment letter to the members, having them sign the impartiality statement, filing relevant records and uploading relevant information onto CNAS website.
7.2 Changes to specialized committees
7.2.1 When there are changes to the composition or members of a specialized committee, its focal point department shall submit the relevant documents to the relevant special committee for consolidation, have them countersigned by the General Affairs Department, Technical Department and relevant departments (where necessary) and submitted to the focal point Deputy Chief Executive/Chief Executive for approval. After review and approval by the Secretariat, the focal point department responsible for the corresponding special committee shall submit the proposal to the chair of the special committee for approval and handle the formalities, including delivery of notice and appointment letter to the members, having them sign the impartiality statement, filing relevant records and uploading relevant information onto CNAS website. Refer to the appendix for detailed review and approval flow.
7.2.2 The procedure for reelection of the specialized committees is the same as that for the initial establishment. The General Affairs Department shall organize relevant departments to develop the reelection principles and program, which shall be reviewed by the Secretariat and approved by the Executive Committee prior to implementation. In accordance with the requirements of relevant rules, the committee members shall serve for a term of 4 years and can be reappointed. When it is confirmed that there are no changes to the members, their employers and represented interests, it will not be necessary to complete once again CNAS-PD09-01 Form for Nomination of Special/Specialized Committee Member and CNAS-PD01-01 Impartiality and Confidentiality Statement.
7.3 Management of the activities of specialized committees
7.3.1 Proposing and implementing the annual work report and plan for specialized committees
7.3.1.1 According to the requirements of relevant rules, relevant department shall complete the work summary of the current year and draft the work plan of the corresponding specialized committee for the coming year as required prior to the Executive Committee session. These become the draft material for the annual work report of corresponding special committee and shall be submitted to the focal point Deputy Chief Executive/Chief Executive for review before final submission to the corresponding special committee chair.
7.3.1.2 If the annual work plan of a specialized committee is related to the work of the Secretariat, it shall go into the annual work plan of the Secretariat for implementation.
7.3.2 Specialized committee meetings
    Specialized committees shall convene a plenary session at least biennially. The secretary of the specialized committee is responsible for drafting the meeting minutes and resolutions. Where ad-hoc meetings are necessary, they can be held via teleconference or other means. Where necessary, meeting minutes and resolutions shall be countersigned by the Technical Department and submitted to the Chief Executive/focal point Deputy Chief Executive. With the consent of the Chief Executive/focal point Deputy Chief Executive, they shall be reported to the chair of the relevant special committee for approval prior to execution.
7.3.3 Document development, revision or review by specialized committees
According to the requirements of CNAS-PD02 Procedure for Document Control and CNAS-PD35 Procedure for Control of Accreditation Normative Documents,  relevant departments shall submit accreditation documents to the relevant specialized committees for their comments.
7.3.4 Implementation of the resolutions of specialized committees 
Departments acting as focal points for the specialized committees are responsible for gathering their suggestions for CNAS improvements, making preliminary examination as to whether these suggestions are related to the current accreditation scope and responsibilities of CNAS, proposing tentative acceptance of the suggestions and ascertaining actions. When a suggestion involves the responsibilities of the focal point department or other departments, the relevant departments shall be consulted for joint proposal of feedbacks. Where necessary, the feedbacks shall be confirmed by the focal point Deputy Chief Executive/Chief Executive and tracked through such mechanisms as work plans or management review.

7.3.5 Routine communication
7.3.5.1 When a specialized committee is not in session, the focal point department for the specialized committee is responsible for the routine communication with members of the specialized committee, including establishment of a contact list for the members. The contact list shall include at least: name, position in the committee, employer, role/title at the employer’s, address, zip code, telephone number, fax number, email of the committee member. The department shall ensure timely update of both the hardcopy and electronic version of the contact list.
7.3.5.2 Where necessary, the focal point departments for specialized committees shall send the information update form (may use Form for Changes to Member Information) to the members at the end of each year to confirm the basic information of the members, including their retirement, resignation, change of position, change of employer (including the name of the employer), change of contact information (including address, telephone number, fax number and email), etc.
8 Management of the files of the special and specialized committees
Relevant departments are responsible for managing the records of the special and specialized committees regarding their establishment, changes, relevant personnel, documents and activities and filing them in the archives room according to CNAS-PD03 Procedures for Control of Records.
9 Records of the special and specialized committees
   Relevant departments shall keep records of the composition, changes and member lists of special and specialized committees and comply with the relevant rules for management of archives. Relevant departments are responsible for managing the relevant records of the members, storing them in shared document packs and keeping them updated.
10 Record forms
CNAS-PD09-01 Form for Nomination of Special/Specialized Committee Member
CNAS-PD09-02 Recorded Information Form for Special/Specialized Committees
CNAS-PD09-03 Form for Tracking the Implementation of Suggestions from the Special/Specialized Committee Members
CNAS-PD09-04 Form for Special Committee Work and Meeting Plans
CNAS-PD08-02 Form for Member Voting
CNAS-PD08-04 Form for Changes to Member Information
CNAS-PD01 Impartiality and Confidentiality Statement

Attached diagram:
Flow Chart for Nomination (Change) of Special/Specialized Committee Member

















Attached table: 

Table for Review and Approval for Changes to Members of CNAS Special Committees and Specialized Committees
	S/N 
	Type of change to composition/member
	Criteria
	Proposing department
	Countersign and comments
	Review  
	Nomination formalities
	Approval
	Delivery of appointment letter
	Filing
	Distribution 
	Remarks

	1
	Chair of Special Committee for Certification Bodies
	CNAS-J01:20XX

Constitution
CNAS-J02:20XX Work Rules for Special Committee for Certification Bodies
	Accreditation Department 1
	General Affairs Department, Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive/Chief Executive
	Accreditation Department 1
Drafting the nomination letter and completing the nomination formalities
	Confirmed by the Board (General Affairs Department handles the formalities and approval document)
	Accreditation Department 1
	Accreditation Department 1
	Update CNAS website (Accreditation Department 1)

	The most recent list after change to be updated by the General Affairs Department

	 
	Vice Chair and member of Special Committee for Certification Bodies
	CNAS-J01:20XX

Constitution

CNAS-J02:20XX Work Rules for Special Committee for Certification Bodies
	Accreditation Department 1
	General Affairs Department, Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive or Chief Executive 
	Accreditation Department 1
Drafting the nomination letter and completing the nomination formalities
	Confirmed by the Board or Executive Committee (General Affairs Department handles the formalities and approval document)
	Accreditation Department 1
	Accreditation Department 1
	Update CNAS website (Accreditation Department 1)

	The most recent list after change to be updated by the General Affairs Department

	 
	Chair, vice chair and member of specialized committee for certification bodies
	CNAS-J02:20XX Work Rules for Special Committee for Certification Bodies
CNAS-J08:20XX Work Rules for Specialized Committees
	Accreditation Department 1
	Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive
	Accreditation Department 1
Drafting the nomination letter and completing the nomination formalities
	Chair of Special Committee for Certification Bodies)
	Accreditation Department 1
	Accreditation Department 1
	Update CNAS website (Accreditation Department 1)
	The most recent list after change to be updated by the General Affairs Department

	2
	Chair of Special Committee for Laboratories
	CNAS-J01:20XX

Constitution
CNAS-J03:20XX Work Rules for Special Committee for Laboratories
	Accreditation Department 3
	General Affairs Department, Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive/Chief Executive
	Accreditation Department 3
Drafting the nomination letter and completing the nomination formalities
	Confirmed by the Chair of the Board (General Affairs Department handles the formalities and approval document)
	Accreditation Department 3
	Accreditation Department 3
	Update CNAS website (Accreditation Department 3)

	The most recent list after change to be updated by the General Affairs Department

	
	Vice Chair and member of Special Committee for Laboratories
	CNAS-J03:20XX Work Rules for Special Committee for Laboratories
	Accreditation Department 3
	General Affairs Department, Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive or Chief Executive 
	Accreditation Department 3
Drafting the nomination letter and completing the nomination formalities
	Confirmed by the Board or Executive Committee (General Affairs Department handles the formalities and approval document)
	Accreditation Department 3
	Accreditation Department 3
	Update CNAS website (Accreditation Department 3)
	The most recent list after change to be updated by the General Affairs Department

	
	Chair, vice chair and member of specialized committee for laboratories
	CNAS-J03:20XX 

CNAS-J08:20XX Work Rules for Special Committee for Laboratories,
Work Rules for Specialized Committees
	Accreditation Department 2
Accreditation Department 3
Accreditation Department 4
Accreditation Department 5
	Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive
	Accreditation Department 2, 3, 4, 5
Drafting the nomination letter and completing the nomination formalities
	Chair of the Special Committee for Laboratories
	Accreditation Department 2
Accreditation Department 3
Accreditation Department 4
Accreditation Department 5
	Accreditation Department 2
Accreditation Department 3
Accreditation Department 4
Accreditation Department 5
	Update CNAS website (focal point department for corresponding specialized committee)

	The most recent list after change to be updated by the General Affairs Department

	3
	Chair of Special Committee for Inspection Bodies
	CNAS-J01:20XX

Constitution
CNAS-J04:20XX Work Rules for Special Committee for Inspection Bodies
	Accreditation Department 4
	General Affairs Department, Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive/Chief Executive
	Accreditation Department 4
Drafting the nomination letter and completing the nomination formalities
	Confirmed by the Chair of the Board (General Affairs Department handles the formalities and approval document)
	Accreditation Department 4
	Accreditation Department 4
	Update CNAS website (Accreditation Department 4)
	The most recent list after change to be updated by the General Affairs Department

	 
	Chair, vice chair and member of Special Committee for Inspection Bodies
	CNAS-J01:20XX

Constitution

CNAS-J04:20XX Work Rules for Special Committee for Inspection Bodies
	Accreditation Department 4
	General Affairs Department, Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive or Chief Executive 
	Accreditation Department 4
Drafting the nomination letter and completing the nomination formalities
	Confirmed by the Board of Executive Committee (General Affairs Department handles the formalities and approval document)
	Accreditation Department 4
	Accreditation Department 4
	Update CNAS website (Accreditation Department 4)
	The most recent list after change to be updated by the General Affairs Department

	 
	Chair, vice chair and member of specialized committee for inspection bodies
	CNAS-J04:20XX Work Rules for Special Committee for Inspection Bodies

CNAS-J08:20XX Work Rules for Specialized Committees
	Accreditation Department 4
	Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive
	Accreditation Department 4
Drafting the nomination letter and completing the nomination formalities
	Chair of the Special Committee for Inspection Bodies
	Accreditation Department 4
	Accreditation Department 4
	Update CNAS website (Accreditation Department 4)
	The most recent list after change to be updated by the General Affairs Department

	4
	Chair of Appraisal Special Committee
	CNAS-J01:20XX

Constitution

CNAS-J05:20XX 

Work Rules for Appraisal Special Committee
	Accreditation Department 6
	General Affairs Department, Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive/Chief Executive
	Accreditation Department 6
Drafting the nomination letter and completing the nomination formalities
	Confirmed by the Board (General Affairs Department handles the formalities and approval document)
	Accreditation Department 6
	Accreditation Department 6
	Update CNAS website (Accreditation Department 6)
	The most recent list after change to be updated by the General Affairs Department

	
	Vice Chair of Appraisal Special Committee
	CNAS-J05:20XX Work Rules for Appraisal Special Committee
	Accreditation Department 6
	General Affairs Department, Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive or Chief Executive 
	Accreditation Department 6
Drafting the nomination letter and completing the nomination formalities
	Approved by the Executive Committee or Chair of the Board (General Affairs Department handles the formalities and approval document)
	Accreditation Department 6
	Accreditation Department 6
	Update CNAS website (Accreditation Department 6)
	The most recent list after change to be updated by the General Affairs Department

	
	Member of Appraisal Special Committee
	CNAS-J05:20XX Work Rules for Appraisal Special Committee
	Accreditation Department 6
	Technical Department and relevant department (where necessary)
	Focal Point Deputy Chief Executive or Chief Executive 
	Accreditation Department 6
Drafting the nomination letter and completing the nomination formalities
	Approved by the Chair of the Appraisal Special Committee (Accreditation Department 6 handles the formalities and the approval document）
	Accreditation Department 6
	Accreditation Department 6
	Update CNAS website (Accreditation Department 6)

	The most recent list after change to be updated by the General Affairs Department

	5
	Chair of Appeal Special Committee
	CNAS-J01:20XX

Constitution
CNAS-J06:20XX Work Rules for Appeal Special Committee
	Quality Department
	General Affairs Department
	Focal Point Deputy Chief Executive or Chief Executive 
	Quality Department
Drafting the nomination letter and completing the nomination formalities
	Approved by the Board (General Affairs Department handles the formalities and approval document)
	Quality Department
	Quality Department
	Update CNAS website (Quality Department)

	The most recent list after change to be updated by the General Affairs Department

	
	Chair and member of Appeal Special Committee
	CNAS-J06:20XX Work Rules for Appeal Special Committee
	Quality Department
	General Affairs Department
	Focal Point Deputy Chief Executive or Chief Executive, Chair of Appeal Special Committee
	Quality Department
Drafting the nomination letter and completing the nomination formalities
	Approved by the Board or Executive Committee (General Affairs Department handles the formalities and approval document)
	Quality Department
	Quality Department
	Update CNAS website (Quality Department)

	The most recent list after change to be updated by the General Affairs Department

	6
	Chair of End-user Special Committee
	CNAS-J01:20XX

Constitution
CNAS-J09:20XX Work Rules for End-user Special Committee
	General Affairs Department
	Relevant department (where necessary)
	Focal Point Deputy Chief Executive or Chief Executive 
	General Affairs Department
Drafting the nomination letter and completing the nomination formalities
	Approved by the Board (General Affairs Department handles the formalities and approval document)
	General Affairs Department
	General Affairs Department
	Update CNAS website (General Affairs Department）

	Updated by General Affairs Department

	
	Vice Chair of End-user Special Committee
	CNAS-J09:20XX Work Rules for End-user Special Committee
	General Affairs Department
	Relevant department (where necessary)
	Focal Point Deputy Chief Executive or Chief Executive 
	General Affairs Department
Drafting the nomination letter and completing the nomination formalities
	Approved by the Chair of the Board or Executive Committee (General Affairs Department handles the formalities and approval document)
	General Affairs Department
	General Affairs Department
	Update CNAS website (General Affairs Department）

	Updated by General Affairs Department

	
	Member and associated member of End-user Special Committee
	CNAS-J09:20XX Work Rules for End-user Special Committee
	General Affairs Department
	Relevant department (where necessary)
	Focal Point Deputy Chief Executive or Chief Executive 
	General Affairs Department
Drafting the nomination letter and completing the nomination formalities
	Approved by the chair of the End-user Special Committee (General Affairs Department handles the formalities and approval document)
	General Affairs Department
	General Affairs Department
	Update CNAS website (General Affairs Department）

	Updated by General Affairs Department


1. Relevant department proposes nomination (change) of member


[committee internal proposal, where necessary, apply step 2(the committee member is changed, however the unit he/she represents does not change)





Feedbacks





Review and approval comments





Countersigned by the General Affairs Department, Technical Department and relevant departments for handling





Agree to the nomination or not





No





Yes





Review and approval by focal point Deputy Chief Executive/Chief Executive





2. Relevant department delivers nomination form and impartiality statement (Committee outgoing document, Secretariat document)





3. Submit nominations and applications to relevant committees for review and approval


(Chairs and vice chairs of special committees and members of the special committees for certification bodies, laboratories, inspection bodies and appeals are approved by the Board or Executive Committee; the members of the special committees for appraisal and end-users are approved by the chair of the corresponding special committees; the nominations for members of specialized committees are approved by the chairs of corresponding special committees. Refer to the attached tables for details.





5. Relevant departments are responsible for filing the records.





4. Relevant departments are responsible for delivery of relevant documents and member appointment letters, updating relevant member lists on the website and filing relevant content. 
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