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1. AMAC & 1. PURPOSE

IQM Belgelendirmenin belgelendirme ile ilgili olarak faaliyetlerini ylriitme yetkisine sahip temsilcilikler, subeler,
isim hakki kullanimina sahip kuruluslar veya ortak kuruluslarin faaliyetleri ile IQM Belgelendirmenin belgelendirme
faaliyetlerinde yer alan i¢ proseslerinde gorevli personel ve siireclerin etkili bir sekilde kontrol edilmesi icin bu
slire¢ olusturulmustur. & This process has been established to effectively control the activities of agencies,
branches, organizations that have the right to use the name or partner organizations that have the authority to
carry out the activities related to certification of IQM Certification, and the personnel and processes involved in
the internal processes of the certification activities of IQM Certification.

2. KAPSAM ve SORUMLULUK & 2. SCOPE and RESPONSIBILITY

Bu siireg, IQM Belgelendirme'nin belgelendirme faaliyetlerini gerceklestirmek icin yetkili olan tiim kuruluslari
kapsar. Bu sirecin ylriitilmesi ve uygunlugundan IQM Belgelendirme Ust yonetimi sorumludur. & This process
covers all organizations that have the authority to carry out the certification activities of IQM Certification. Top
management of IQM Certification is responsible for the execution and feasibility of this process.

3. REFERANSLAR & 3. REFERENCES

*  PR.05 Komite Prosediirii & PR.05 Committee Procedure

¢ PR.06 Personel Yeterlilik Belirleme Ve Atama Prosediiri & PR.06 Personnel Qualification
Determination And Appointment Procedure

¢ FR.38 Denetci Sinav Bilgi Formu & FR.38 Auditor Exam Information Form

*  FR.38- Ek 1 KYS Yetkinlik Sinavi & FR.38- Annex 1 QMS Competency Exam

*  FR.38- Ek 2 CYS Yetkinlik Sinavi & FR.38- Annex 2 EMS Competency Exam

¢ FR.38- Ek 3 BGYS Yetkinlik Sinavi & FR.38- Annex 3 ISMS Competency Exam

* FR.38- Ek 4 IQM Belgelendirme Denetim Usul ve Esaslari Sinavi & FR.38- Annex 4 IQM Certification
Audit Procedures and Principles Exam

*  FR.39 Personel Performans Degerlendirme & FR.39 Staff Performance Evaluation

¢ PR.06-EK-1 ISO 9001 Belgelendirme Faaliyetinde Yer Alan Personel Bilgi ve Yetkinlik Matrisi &
PR.06-EK-1 Personnel Information and Skills Matrix in ISO 9001 Certification Activity

¢ PR.06-EK-2 ISO 14001 Belgelendirme Faaliyetinde Yer Alan Personel Bilgi ve Yetkinlik Matrisi &
PR.06-EK-2 Personnel Information And Skill Matrix Taking Part in ISO 14001 Certification Activity

* PR.06-EK-3 ISO 27001 Belgelendirme Faaliyetinde Yer Alan Personel Bilgi ve Yetkinlik Matrisi &
PR.06-EK-3 Personnel Information and Skills Matrix involved in ISO 27001 Certification Activity

*  FR.42 Oryantasyon Egitim Formu & FR.42 Orientation Training Form

* PR.07 Denetim Planlama Ve Gergeklestirme Prosediri & PR.07 Audit Planning and Execution
Procedure

¢ PR.08 Belgelendirme Prosediri & PR.08 Certification Procedure

e PR.11 Risk Degerlendirme Ve Cikar Catismasi Onleme Prosediirii & PR.11 Risk Assessment And
Conflict Of Interest Prevention Procedure

*  PR.12 itiraz Ve Sikayet Prosediirii & PR.12 Appeals And Complaints Procedure

¢ TL.01 Marka ve Logo Kullanim Talimati & TL.01 Brand and Logo Usage Instruction

*  TL.02 Ucretlendirme Talimati & TL.02 Pricing Instruction

*  TL.03 Denetim Sureleri Belirleme Talimati & TL.03 Audit Times Determination Instruction

¢ TL.04 Cok Subeli Denetimler Talimati & TL.04 Multi-Branch Audits Instruction

* TL.05 Asama 1 Denetim Talimati & TL.05 Stage 1 Audit Instruction

* TL.06 Asama 2 Denetim Talimati & TL.06 Stage 2 Audit Instruction

*  TL.07 Denetim Sonlandirma Talimati & TL.07 Audit Termination Instruction

¢ DD.02 Hedefler Listesi & DD.02 Targets List

* DD.03 Risk Dederlendirme Analizi & DD.03 Risk Assessment Analysis

4. TANIMLAR & 4. DEFINITIONS

Temsilcilik: IQM Belgelendirmenin belgelendirme faaliyetlerini yliriitme yetkisine sahip, sézlesme ile yasal olarak
tayin edilmis subeler, ortaklar ve yasal durumlaring, iliskilerine ve cografi konumlarina bakilmaksizin diger tiim
kuruluslan igermektedir. & Representation: 1QM Certification includes branches, partners and all other entities
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that are legally appointed by contract, having the authority to carry out certification activities, regardless of their
legal status, relationship and geographic location.

Kritik Bolge Temsilcisi: ISO 17011, IAF GD 3 veya AF/ILAC- A5 te tanimlanmis olan anahtar aktiviteleri
gergeklestirme yetkisine sahip temsilcilik s6zlesmesi imzalamis kurulusglardir. & Critical Region Representative:
They are the organizations that have signed a representative agreement with the authority to perform key
activities defined in ISO 17011, IAF GD 3 or AF / ILAC-A5.

Kritik Olmayan Bodlge Temsilcisi: IQM Belgelendirme icin pazarlama, tanitim, denetimlerin yapilmasi ve genel
merkeze raporlanmasi konularinda calisan, anahtar aktiviteleri gerceklestirme yetkisi bulunmayan, temsilcilik
sOzlesmesi imzalamis kuruluslardir. & Non-Critical Region Representative: These are the organizations that work
on marketing, promotion, audits and reporting to the headquarters for Certification, who are not authorized to
perform key activities and have signed a representative agreement.

Anahtar Faaliyetler: Ilgili akreditasyon kapsaminda politikalarin olusturulmasi, siire¢ ve prosediirlerin
olusturulmasi, belgelendirme prosesinde yer alacak personelin onaylanmasi ve egitimlerinin kontrolli, bu proseste
yer alan personelin gdzlemlenmesi, basvurunun gdzden gegcirilmesi, gdzetim ve belge yenileme denetimlerinin
takibi, denetim raporlarinin gézden gegirilmesi ve belgelendirme kararinin verilmesi & Key Activities: Creating
policies within the scope of the relevant accreditation, establishing processes and procedures, approving the
personnel involved in the certification process and controlling their training, monitoring the personnel involved in
this process, reviewing the application, following the supervision and document renewal audits, reviewing the
audit reports and making the certification decision.

5. OPERASYONEL KONTROL & 5. OPERATIONAL CONTROL

icerenkdy Mah.Sehit Yilmaz Hid Sok. No: 3 D.2 ATASEHIR / ISTANBUL

IQM Belgelendirme Resmi Subesi'ni sistem belgelendirme kapsaminda kritik lokasyon olarak tanimlanmistir. Bu
kritik lokasyonda asagidaki faaliyetler yiiriitilmektedir (icerenkdy Mah. Sehit Yiimaz Hid. Sok. No: 3 D.2
ATASEHIR / ISTANBUL): & IQM Certification Official Branch has been defined as a critical location within the
scope of system certification. The following activities are carried out in this critical location (icerenkdy Mah. Sehit
Yilmaz Hid. Sok. No: 3 D.2 ATASEHIR / ISTANBUL):

* Proses veya prosediir gelistirilmesi & * Process or procedure development

* Tetkik personelinin ilk onaylanmasi ve egitimlerinin kontrolli & * First approval of inspection staff and control of
their training

* Tetkik personelinin sliregelen gdzetimi & * Ongoing surveillance of audit staff

* Bagvurunun g6zden gegirilmesi & * Review of the application

* Tetkik personelinin atanmasi & * Appointment of audit staff

* Gozetim ve yeniden belgelendirme tetkiklerinin kontrol edilmesi & * Inspection of surveillance and
recertification audits

* Raporun son gozden gegirmesi veya belgelendirme kararinin verilmesi veya onaylanmasi & * Final review or
certification decision of the report or approval

Bunun haricinde kritik lokasyon olan subeleri, ortaklari, temsilcileri, isim hakkini kullanma hakkina sahip kuruluslar
bulunmamaktadir. & Apart from this, there are no branches, partners, representatives, organizations that have
the right to use the right to name.

Belgelendirme siireglerinin operasyonel kontrolii ISO/IEC 17021-1 Madde 9 uyarinca asadidaki 12 asamali siireg
ile yurtilir: (1) BASVURU: FR.01 Belgelendirme Basvuru Formu, FR.02 Basvuru inceleme Formu; sorumlu:
Planlama Sorumlusu. (2) BASVURU GOZDEN GEGIRME: kapsam, sektdr kodu, yetkinlik kontrolli; sorumlu:
Belgelendirme Miidiirii. (3) TEKLIF VE SOZLESME: TL.02 iicretlendirme, FR.03 sdzlesme; sorumlu: Genel Miidiir.
(4) PLANLAMA: tetkik ekibi atama (FR.23), tetkik siresi (TL.03/IAF MD 5:2019), tetkik tipi tespiti
(Olaganiistli/Uzaktan); sorumlu: Planlama Sorumlusu. (5) ASAMA 1: FR.09 Asama 1 Raporu; sorumlu: Bag
Tetkikgi. (6) ASAMA 2: FR.10 Tetkik Raporu, FR.15 Bulgu Formu; sorumlu: Bas Tetkikgi. (7) UYGUNSUZLUK
YONETIMI: FR.15 aksiyon plani, kék neden analizi, dogrulama (PR.04 ve PR.08); sorumlu: Bas Tetkikci +
Miisteri. (8) BELGELENDIRME KARARI: PR.05 Komite Prosediirii kapsaminda BK toplantisi, FR.04 Karar Tutanadi;
sorumlu: Belgelendirme Komitesi. (9) SERTIFIKA YAYINI: TL.01 Marka ve Logo Kullanm Talimati, sertifika
basimi, misteri tesliminden; sorumlu: Belgelendirme Midiri. (10) GOZETIM: yillik periyodik gézetim, FR.10
raporu; sorumlu: Bag Tetkikgi. (11) YENIDEN BELGELENDIRME: 3 yilda bir, siire > 2/3 ilk belgelendirme (IAF MD
5:2019); sorumlu: Bags Tetkikgi. (12) ASKI/IPTAL: PR.08 kriterleri uyarinca; sorumlu: Belgelendirme Komitesi +
Genel Mudir. & Operational control of certification processes is carried out under ISO/IEC 17021-1 Clause 9
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through the following 12-stage process: (1) APPLICATION: FR.01 Certification Application Form, FR.02
Application Review Form; responsible: Planning Officer. (2) APPLICATION REVIEW: scope, sector code,
competence check; responsible: Certification Manager. (3) PROPOSAL AND CONTRACT: TL.02 pricing, FR.03
contract; responsible: General Manager. (4) PLANNING: audit team assignment (FR.23), audit duration
(TL.03/IAF MD 5:2019), audit type determination (Extraordinary/Remote); responsible: Planning Officer. (5)
STAGE 1: FR.09 Stage 1 Report; responsible: Lead Auditor. (6) STAGE 2: FR.10 Audit Report, FR.15 Findings
Form; responsible: Lead Auditor. (7) NONCONFORMITY MANAGEMENT: FR.15 action plan, root cause analysis,
verification (PR.04 and PR.08); responsible: Lead Auditor + Client. (8) CERTIFICATION DECISION: CC meeting
under PR.05 Committee Procedure, FR.04 Decision Minutes; responsible: Certification Committee. (9)
CERTIFICATE ISSUANCE: TL.01 Mark and Logo Usage Instruction, certificate printing, customer delivery;
responsible: Certification Manager. (10) SURVEILLANCE: annual periodic surveillance, FR.10 report; responsible:
Lead Auditor. (11) RECERTIFICATION: every 3 years, duration > 2/3 initial certification (IAF MD 5:2019);
responsible: Lead Auditor. (12) SUSPENSION/WITHDRAWAL: under PR.08 criteria; responsible: Certification
Committee + General Manager.
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