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Foreword
This document is developed by CNAS.
This document specifies the basic rules for certification body to report information and the requirements and forms the CNAS accreditation requirements of certification body in combination with other needed accreditation rules and criteria.
This document is substitution of CNAS-RC03:2010.
Rules for Certification Bodies to Report Information
1 Scope
This document is prepared to ensure that accredited certification bodies report their information related to certification management activities to CNAS in a timely, accurate and normalized manner in order to realize the accreditation management performance of CNAS.
2 Normative References

For undated references, the latest edition of the referenced document (including any amendments) applies. 

Measures for the Administration of Certification Institutions (No.141of General Administration of Quality Supervision, Inspection and Quarantine of the People’s Republic of China Decree)
CNAS-RC01 Rules for Accreditation of Certification Bodies
CANS-ASC01 Diagram of Accreditation System of CNAS
3 Terms and definitions
3.1 Periodic Information Report
The certification bodies shall report relevant information of functioning status of its management system and general Information of certified organizations and general information of audit personnel to CNAS in terms of monthly or annual reports.
3.2 Instant Information Report
The certification bodies shall report to CNAS in a timely manner where there have been major changes to its management activities or major incident/event occurred and/or major changes to certified certificate status in certified organizations.
3.3 Information Report of Major Incident/Event
Information of incident/event occurred in the certificated organization with accreditation symbol of CNAS in term of quality, occupational health & safety , food safety and environmental pollution identified as fetal （major） grade of relevant rules and criteria and/or information of incident/event incurred attention of the press and society shall be reported to CNAS in time.
Rules and criteria of grade of incident/event include:
Reporting, Investigation and Handling Rules of Production Security Incidents.
Environmental Proclamation: Information Reporting Approach for Environment Protection Administrative Department in Relation to Environmental Incidents.
Method of Occupational Health & Safety Incident Investigation and Handling, etc
4 Contents and Requirements of Periodic Information Report 
4.1 Monthly Report of Information (Changes) of Certification Bodies 
Changes of functioning status of quality management system of the certification bodies and relevant certification information occurred from the first day to the last day of last month (See Table 1--Monthly Report of Information (Changes) of Certification Bodies) shall be reported online via CNAS Accreditation Information Management System before 10th of each month.
4.1.1 Contents of Report
1) Changes of the constitutions and member of the committee (including authorized special committee)
2) Changes of management of certification bodies and persons who are responsible for technological management departments
3) Changes of quality management system documentation of the certification bodies
4) Changes which affect the competence for the accredited certification scope
5) Changes of sub-premises
6) Changes of related bodies
7) Changes of certification qualification
8) Whether certified organizations were or have been certified by other certification bodies for the same kind of certification
9) Major incident occurred in certified organizations or caused by their products
10) Appeals, complaints to certification bodies and their handling
11) Any other changes (such as name, address, website, telephone number, fax number and emails address etc.).
4.1.2 Requirements of Report

The certification body shall fill out the form online whether there are any changes of its management system. If there are some changes, they shall be stated in brief and proven documents shall be submitted, except for Item 7, 8 and 9.
4.2 Monthly Report of General Information of Certified Organizations
The general information of certified certificate with accreditation symbol of CNAS and audit activities and certified organizations shall be reported to CNAS.
Monthly report of general information of certified organizations with management system will be submitted via CNCA Uniform Reporting System before 5th of each month. Monthly report of general information of certificates issued from the first day to the last day of last month of certified organizations with product certification will be submitted via CNCA Data Reporting System of Accreditation Surveillance Department before 5th of each month. The general information of certified organizations with agricultural and food product certification shall be filled out online via China Food and Agricultural Product Certification Information System before issuing the certificate.
4.2.1Scope of Report
1) The scope of report of accreditation system related to management system certification includes QMS, EMS, OHSMS, ISMS, EnMS and Service Certification.
2) The scope of report of accreditation system related to product certification includes voluntary product certification (except for alcohol and forage).
3) The scope of report of accreditation system related to agricultural and food product certification includes FSMS, HACCP, GAP, GMP, Organic Product Certification and Alcohol and Forage Product Voluntary Certification.

4.2.2 Contents of Report
1） The general information of certified organizations includes name of organization, English name of organization, former name of organization, code of organization, industry, code of the country and region of organization, code of administrative division, address, postcode, telephone number, fax number, legal representative, code of organizational nature, registered capital, number of employee ,etc.
2） The general information of audit activities includes type of certification audit activities, type of changes, number of Man-days of audit, date of audit, risk coefficient, changing of certificate, the reason of changing certificate, information of previous certification issued.
3） The general information of audit team includes name, national ID No., type of registered qualification, role of member of audit team, full-time or part-time and major, etc.
4） The general information of certificate includes accreditation symbol, No. of certificate, sub-certificate, multi-premises, certification item, scope covered by certificate and date of certificate issued, etc.
4.2.3 The information shall be reported in time when there is a situation of one of the followings:

1) The applicant or certified organizations have completed initial audit, surveillance and recerification,
2) The certified organizations who transfer to another certification body 

3) The changes of general information of certified organizations,

4) The changes of certification management activities (such as reclaim of certification fee, etc)
5) The information of changes of contents or status of certificate
Note: The blank report shall be reported if there is no situations occurred as above (except for certified organizations with agricultural and food product certification).

4.3 Monthly Report of General Information of the Organizations Failed to Complete Initial Audit / Recertification Audit.

The information occurred from the first day to the last day of last month of the organizations failed to complete initial audit/ recertification audit (See Table 2) shall be reported online via CNAS Accreditation Information Management System before 10th of each month.
4.3.1 Contents of Report
1) The general information of applicant organizations: organization name, address, legal representative and contact information, etc.

2) The general information of certification audit: certification criteria Ref. No., Ref. No. of product certification criteria, code of business scope and date of audit, etc.
3) The information of failing to complete: the reason of failing to complete and other fourteen items.

4.3.2. Requirements of Report

The certification body shall report the information of the organizations failed to complete initial audit/recertification audit. If there is no information above, it cannot report the form.

4.4 Statistical Annual Report of Information Classification of Certified Organizations

All types of certification data (See Table 3) which is prior to Dec.31 of last year issued by certification body with CNAS accreditation symbol shall be reported before 10th January each year.
4.4.1 Contents of Report
1) Data of certificate counted in terms of certificate status in each accreditation system
2) Data of certificate counted in terms of certification business scope in each accreditation system
3) Data of certificate counted in terms of region in each accreditation system
4.4.3 Requirements of Report
The certification body shall report the statistical forms with official seal and approved by person in charge. The detailed requirements are shown as follows.

1) Statistics is exclusive the data of sub-certificate,
2) Statistics of effective certificate is divided in terms of certification criteria, certification business scope and region,

3) Statistics shall be separate when a certificate refers to different certification business scopes in terms of certification business scope.
4) The number of certificates counted in terms of region is equal to the total number of effective certificates
4.5 Annual Report of General Information of Audit/Inspection Personnel of Certification Bodies
The information of employment and changes of audit/inspection personnel of certification bodies (See Table 4) and audit related personnel from 1st January to Dec.31 of last year shall be reported before 10th March each year via CNAS Accreditation Information Management System.
4.5.1 Scope of Report

1) Advanced auditor/inspector 

2) Auditor/inspector

3) Training auditor/inspector

4) Technical expert

4.5.2 Contents of Report

1) The general information of personnel: name, gender, date of birth, diploma, university/college, employment status, region and national ID No., etc.
2) The information of professional competence of personnel: code of certification scope, major, professional title and evaluated major, etc.
3) The information of use of personnel: total number of man-days of audit this year, number of man-days of audit of this scope and responsibilities in this organization, etc.
4) The information of employment of personnel: 20 items including date of employment and fire and other information.
4.5.3 Requirements of Report

The certification body shall report the information of use and changes of audit/inspection personnel.
4.6 Annual Report of Accreditation Application Planning of Certification Bodies
The certification body shall make annual report of accreditation application planning (See Table 5), accreditation applications from July to September of each year shall be submitted via CNAS Accreditation Information Management System from July to September of each year .
4.6.1 Contents of Report
1) The general information of headquarters of certification bodies which intend to expand the sub accreditation system: name of accreditation system, code of business scope, code of business scope of witness item and pre-application date.
2) The general information of key premises of certification bodies which intend to expand the sub accreditation system: name of accreditation system, code of business scope, code of business scope of witness item and pre-application date.
3) The general information of headquarters of certification bodies which intend to expand the key premises: name of key premises, address, the number of managerial personnel and full-time auditor, name of sub accreditation system, code of business scope, code of business scope of witness item and expected application date, totally 23 items.
4.6.2 Requirements of Report
The certification body shall report the accreditation application planning promptly. If there is no planning, it cannot report the form.

5 Contents and Requirements of Instant Information Report
5.1 Major Changes of Management Activities of Certification Bodies
The instant information report shall be submitted to CNAS within 10 days after occurrence when major changes (such as change of committee, change of address, change of person in charge of technological department and change of shareholdings) may impact the quality of certification of the accredited certification bodies.

The contents of report mainly include general information of changes, their impacts on the quality of certification and corresponding actions taken.
5.2 Major Incident/Event Occurred in Certified Organizations
The major incident/event of food safety, personal safety and environmental pollution (See Clause3.3), the relevant documents and conclusion of self-check shall be submitted to CNAS within 10 days.
The contents of report mainly include the background of reason of incident/event, investigation results of certification bodies, actions taken and recommendations for resolution.
5.3 Changes of Certificate Status
The information shall be reported within 2 working days after effective date via CNAS Accreditation Information Management System by certified product certification bodies and by certified management system certification bodies via CNCA Uniform Reporting System when certificates have been suspended, withdrawn or restored the suspension.
Access, contents and requirements is the same as those of Clause4.2 Monthly Report of General Information of Certified Organization of this document.
6 Requirements of Information Report
6.1The certification bodies shall be responsible for authenticity and accuracy of the information.
6.2 The headquarters of the certification bodies shall be responsible for authenticity and accuracy of the information reported by their other premises.

6.3 Requirements of Information Reporters of Certification Bodies

The certification bodies shall appoint an information reporter who is responsible for filling in the forms and liaison (See Table 6).

Newly accredited certification bodies or certification bodies whose information reporters have changed shall fill out or revise via CNAS Accreditation Information Management System.

The certification bodies shall ensure the change of their information reporters do not negatively impact the handover of information reporting. 
7 Access to Report Format and Platform for Log in 

7.1 Access to Format

7.1.1 Monthly Report of General Information of Certified Organizations
1) Monthly Report of General Information of Management System Certified Organizations 

Log in the website of CNCA Uniform Reporting System (http://report.cnca.cn) and enter into download area to get the report format of basic data code on the platform of multi-data interchange, the instruction of monthly report of management system certification bodies and the general information of management system certified organizations.

2) Monthly Report of General Information of Product Certified Organizations 

Log in the website of www.cnca.gov.cn --- accreditation surveillance department--- the format of monthly report and requirements of filling out forms of the certified organizations online.
7.1.2 Other Forms
Log in the website of www.cnas.gov.cn --- accreditation of certification body--- get the format of monthly report and requirements of filling out forms on the download area of accreditation of certification body.
7.2 Channel of Report
7.2.1 Monthly Report of General Information of Certified Organizations
Log in the website of CNCA Uniform Reporting System (http://report.cnca.cn) and report the forms.
Log in the website of www.cnca.gov.cn --- accreditation surveillance department--- the monthly report online.
Log in the website of China Food and Agricultural Product Certification Information System (www.cnca.gov.cn)--- registra department--- Food and Agricultural Product Certification Information System.
7.2.2 Other Forms

Log in the website of CNAS Accreditation Information Management System (www.cnas.org.cn)---applicantion and information report system.
Note: username is No. of accreditation of the certification body. For example, a certification body’s No. of accreditation is CNAS C888, its username is cnas-888. The initial password is 123456. The certification body shall change the password after first logging in.
Table 1: Monthly Report of Information (Changes) of Certification Bodies.
Table 2: Monthly Report of General Information of the Organizations Failed to Complete Initial Audit or Recertification Audit 
Table 3: Statistical Annual Report of Information Classification of Certified Organizations
Table 4: Annual Report of General Information of Audit Personnel of Certification Bodies
Table 5: Annual Report of Accreditation Application Planning of Certification Bodies
Table 6: Registration Form of Information Reporter of Certification Bodies
Table 1: Monthly Report of Information (Changes) of Certification Bodies
Certification Body Name: 

	1.Changes of the constitutions and member of the committee (including authorized special committee):
(description of their responsibility and authority )                 □ Yes  □ No

	2.Changes of management of certification bodies and persons who are responsible for technological management departments:

(description of his/her responsibility and authority)                   □ Yes  □ No

	3.Changes of quality management system documentation of the certification bodies:                                 

□ Yes  □ No

□  Revision

□  Changes which impact the implement of certification processes

	4.Changes which impact the competence for the accredited certification scope:

                                                            □ Yes  □ No 

□ the accredited certification scope cannot maintain the relevant competence

	5.Changes of the sub-premises:                                □ Yes  □ No

□  Key premises in P. R. China

□  Key premises outside P. R. China

□  Ordinary premises

(including permanent address, telephone number of all premises other than

headquarters)

	6.Changes of related bodies:                                  □ Yes  □ No

(Related bodies: the bodies which are linked to the certification body by common ownership (fully or partly) or board of directors, contractual arrangement, common elements in the name, informal agreement or other means such that they have a vested interest in the certification decisions or have a potential ability to influence the certification process)

	7. Changes of certification qualification:                         □ Yes  □ No

  Organizations failed to complete initial audit or recertification audit

  □ Yes (Detailed information to be filled in Table 4)  □ No

  Organizations whose certification have been suspended

  □ Yes (Detailed information to be filled in Table 3)  □ No

  Organizations whose certification have been withdrawn or cancelled

  □ Yes (Detailed information to be filled in Table 3)  □ No

	8 .Whether certified organizations were or have been certified by other certification bodies for the same kind of certification :                

□ Yes (Detailed information to be filled in Table 3)  □ No

	9. Major incident occurred in certified organizations or caused by their products:

  □ Yes (whether instant report has been submitted in time: □ Yes  □ No)  □ No

	10. Appeals, complaints to certification bodies and their handling:   □ Yes  □ No

	11. Any other changes (such as name, address, website, telephone number, fax number and emails address etc.):                          □ Yes  □ No

	Declaration: The above information and attached related information are confirmed to be accurate and true by us. If the information is fraudulent and not true, we shall be liable for any subsequent suspension or withdrawal of accreditation.

.

Entered by:             Date:             Signed by:          Date:
                                                           (Official seal)

	Remark:



NOTE: the certification bodies shall identify each changed item in this form by choosing either “Yes” or “No”. Relevant details of the change shall be attached if “Y” is selected.

Table 2: Monthly Report of General Information of the Organizations Failed to Complete Initial Audit or Recertification Audit.

	No.
	         Items
	Instruction

	1
	Registration No. of Certification Bodies
	The contents and format fill out in this document shall follow the requirements of electronic form design of certification body

	2
	Name of Organization
	

	3
	Code of Location of Organization
	

	4
	Address of organization
	

	5
	Post code of Organization
	

	6
	Telephone No. of Organization
	

	7
	Fax No. of organization
	

	8
	Legal Representative
	

	9
	Certification Criteria Ref. No.
	

	10
	Ref. No. of Product Certification Criteria
	

	11
	Nature of Product Certification
	

	12
	Code of Business Scope
	

	13
	Date of Audit
	

	14
	Reasons of Failure  
	


Table 3: Statistical Annual Report of Information Classification of Certified Organizations
	Name of Certification Body(with official seal)
	

	Registrar No. of Accreditation
	

	Period of Statistics Report
	Deadline:  Year   Month   Day 
Number of certificates Issued with CNAS Accreditation Symbol

	Numbers of certificates Issued based on the effectiveness and type of criteria

	Type of Criteria/Certification Specification
	Numbers of Effective Certificate
	Numbers of Suspension Certificates
	Numbers of Withdrawal Certificates 
	Numbers of Cancellation certificates

	
	
	Organization Numbers:

Certificates Numbers :
	
	
	

	
	
	Organization Numbers:

Certificates Numbers :
	
	
	

	
	
	Organization Numbers:

Certificates Numbers:
	
	
	

	
	
	Organization Numbers:

Certificates Numbers :
	
	
	

	Numbers of effective certificates Issued based on the certification scope

	Accreditation System/Code of Category
	
	
	
	
	
	
	

	
	Certificate Numbers 
	Certificate Numbers 
	Category Code 
	Certificate Numbers
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Numbers of effective certificates Issued based on regions

	Code of Region
	Name of Region
	Accreditation System/Numbers of Certificates

	
	
	
	
	
	
	
	
	
	
	

	110000
	Beijing
	
	
	
	/
	
	
	
	
	

	120000
	Tianjin
	
	
	
	/
	
	
	
	
	

	130000
	Heibei 
	
	
	
	/
	
	
	
	
	

	140000
	Shanxi 
	
	
	
	/
	
	
	
	
	

	150000
	Neimenggu
	
	
	
	/
	
	
	
	
	

	210000
	Liaoning 
	
	
	
	/
	
	
	
	
	

	220000
	Jilin 
	
	
	
	/
	
	
	
	
	

	230000
	Heilongjiang 
	
	
	
	/
	
	
	
	
	

	310000
	Shanghai
	
	
	
	/
	
	
	
	
	

	320000
	Jiangsu
	
	
	
	/
	
	
	
	
	

	330000
	Zhejiang
	
	
	
	/
	
	
	
	
	

	340000
	Anhui
	
	
	
	/
	
	
	
	
	

	350000
	Fujian
	
	
	
	/
	
	
	
	
	

	360000
	Jiangxi
	
	
	
	/
	
	
	
	
	

	370000
	Shandong
	
	
	
	/
	
	
	
	
	

	410000
	Henan
	
	
	
	/
	
	
	
	
	

	420000
	Hubei
	
	
	
	/
	
	
	
	
	

	430000
	Hunan
	
	
	
	/
	
	
	
	
	

	440000
	Guangdong
	
	
	
	/
	
	
	
	
	

	450000
	Guangxi
	
	
	
	/
	
	
	
	
	

	460000
	Hainan
	
	
	
	/
	
	
	
	
	

	500000
	Chongqing
	
	
	
	/
	
	
	
	
	

	510000
	Sichuan
	
	
	
	/
	
	
	
	
	

	520000
	Guizhou
	
	
	
	/
	
	
	
	
	

	530000
	Yunnan
	
	
	
	/
	
	
	
	
	

	540000
	Xizang
	
	
	
	/
	
	
	
	
	

	610000
	Shanxi
	
	
	
	/
	
	
	
	
	

	620000
	Gansu
	
	
	
	/
	
	
	
	
	

	630000
	Qinghai
	
	
	
	/
	
	
	
	
	

	640000
	Ningxia
	
	
	
	/
	
	
	
	
	

	650000
	Xinjiang
	
	
	
	/
	
	
	
	
	

	710000
	Taiwan
	
	
	
	/
	
	
	
	
	

	810000
	Hongkong
	
	
	
	/
	
	
	
	
	

	820000
	Macou
	
	
	
	/
	
	
	
	
	

	000000
	Other countries
	
	
	
	/
	
	
	
	
	


Filled out by:                     Date:                     Telephone:

Issued by:                       Date:

Table 4: Annual Report of General Information of Audit Personnel of Certification Bodies
	No.
	         Items
	Instruction

	1
	Name of Certification Body and Code of the Field
	The contents and format fill out in this document shall follow the requirements of electronic form design of the certification body.

	2
	Name
	

	3
	Gender
	

	4
	Date of Birth
	

	5
	Professional Qualification
	

	6
	Position
	

	7
	Address
	

	8
	National ID No.
	

	9
	ID No. in the Certification Body
	

	10
	Current Employer
	

	11
	Academy Degree
	

	12
	Name of University/College Graduated
	

	13
	Major
	

	14
	Total audit man-days this year
	

	15
	Total audit man-days in this field in this year
	

	16
	Responsibilities in the Certification Body
	

	17
	Registered Qualification (indicating the Technical Area Registered, if Applicable)
	

	18
	Technical Scope Evaluated by the Certification Body
	

	19
	Date of Recruitment
	

	20
	Date of Termination
	


Table 5: Annual Report of Accreditation Application Planning of Certification Bodies
	No.
	         Items
	Note

	1
	No.
	

	2
	Accreditation No.
	

	3
	Name of sub-accreditation System intended to extend by headquarters 
	The specification of CNCA017

shall be followed to fill out

	4
	Instruction of sub-accreditation 

System
	When item 3 is others, Chinese 

name shall be filled out

	5
	Code of Business Scope
	This shall be filled out 

according to the category

	6
	Code of Business Scope of Witness
	This shall be filled out 

according to the application, 

only referring to the code of 

expansion

	7
	Date of Pre-application
	

	8
	Accreditation No. of Key-premises
	

	9
	Name of Key-premises intended to

extend sub-accreditation System
	Requirements same as above 

to fill out 

	10
	Instruction of sub-accreditation System
	Requirements same as above 

to fill out

	11
	Code of Business Scope
	Requirements same as above 

to fill out

	12
	Code of Business Scope of Witness
	Requirements same as above 

to fill out

	13
	Date of intended application
	

	14
	Key-premises Intended to Extend
	

	15
	Approval No. of CNCA
	Blank if there is not applicable

	16
	the Address of 

Key-premises Intended to Extend 
	Province shall be filled out

	17
	the Number of 

Employee  of Key-premises Intended to Extend 
	Number of Managerial 

Personnel shall be filled out

	18
	the Number of 

Full-time Auditors of Key-premises Intended to Extend
	Number of Full-time Auditors 

shall be filled out

	19
	Name of sub-accreditation System applicated by Key-premises
intended to extend 
	Requirements same as above 

to fill out

	20
	Instruction of sub-accreditation 

System
	Requirements same as above 

to fill out

	21
	Code of Business Scope
	Requirements same as above 

to fill out

	22
	Code of Business Scope of Witness
	Requirements same as above 

to fill out

	23
	Date of intended application
	Requirements same as above 

to fill out


Note: Sub-accreditation system is equal to the accreditation scope.
Table 6: Registration Form of Information Reporter of Certification Body
	Name and Registration No. of Certification Bodies
	

	Certification Fields in which information reported
	□ QMS  □ EMS  □ OHSMS  □ FSMS/HACCP

□ SPCA(CMM) □ Product   □ Organic Product
□Personnel   □ Others

	Reporting Department
	

	Director and Telephone 
No.
	

	Name of Reporter
	

	Contact Address
	

	Postcode
	

	Telephone Number
	

	Fax Number
	

	E-mail
	

	Signature of Person Responsible for Certification Bodies
	（official seal）


	Requirements: 

1.  The reporter shall report the relevant information to CNAS on time according to the requirements of this document

2.  The reported information must be complete, accurate and clear.

3.  Please fill in this form in time if the reporter is changed.




                                                Date:

Issued on 2013-07-01             1st revision on 2015-06-01                 Implemented on 2015-06-01
PAGE  
Issue date: 23rd Dec 2008                                             Application Date: 23rd Dec 2008

