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	Remote Assessment Pre-requisite Checklist



to be filled-in by CAB
	Name of the CAB

	

	Address


	

	Office Location(s)


	Main Office
	

	
	Branch Office(s)
	

	Name of Authorized Person
	
	Date of check list Submission
	

	To be filled-in by NABCB Secretariat (in consultation with Assessment Team)


	Assessment Type

(tick as applicable)
	#Initial / Surveillance / Reassessment / Other
(#Initial means only extension of another scheme or scope by the already accredited CAB)

	Assessment Criteria

(Applicable Standard / Requirements & Documents)


	ISO/IEC …………….
NABCB Accreditation Criteria & Procedure

IAF MDs, ILAC & APAC Policy & Guidance documents

CABs Documentation



	Review Comments:



	Reviewing Officer

	
	Date of Review/agreement with CAB:
	


Remote Assessment Pre-requisite Checklist
	S.No.
	Pre-requisite
	Response of CAB.
	Response of Assessment Team/NABCB Secretariat

	1
	The type of platform to be used 
(i.e., Go-To-Meeting, WebEx, Microsoft Lync, etc.) for hosting the assessment 
(Parameters for selection may include compatibility, security, data privacy provisions, etc. along with points 2.a) to 2.c)
	
	

	2
	The following to be checked and confirmed:
a)   Audio and Video quality
b)   Smooth operation of parallel sessions (any issue with platform settings that can crop up during actual use can be identified and sorted out) (For TL & TM(s))
c) Effective uploading, sharing, and viewing of documents is actually possible as required in the assessment process
	
	

	3
	Availability of CAB Personnel:
a) Name and Designation of key personnel, who normally support the on-site assessment, be available throughout the remote assessment? 
b) Personnel with specific technical responsibilities (auditors, decision-maker, contract reviewer, experts etc.) and/or administrative responsibilities (HR, Finance dept. etc.) be available for their relevant parts during the entire remote assessment period? 
c) Top management and members of the leadership team be available for relevant parts of the assessment as well as during the opening and closing meetings? 
d) Any limitation in availability of personnel, if yes please specify reason
	
	

	4 
	Would you be able to arrange a pre-assessment remote meet with the assessment team to have them familiarize with the remote assessment platform? If Yes. 
At least the following documents to be available with CAB and submit the same to NABCB Secretariat / NABCB AT in advance to plan for remote assessment -

1. Quality manual

2. All documented policies & procedures, other supporting documents and formats

3. Internal audit programme and supporting records or reports 

4. Minutes of management system review 

5. Reports of complaints and nonconforming work

6. Case/Job Files / client files. It includes details of audits carried out during the last one year with respect to initial, recertification, surveillance, and scope ext. and transfer certification.

7. Competency records / matrix of auditors/inspectors/verifiers (internal / external), technical experts, whichever is applicable with details of their approvals TA/IAF Code wise.

8. Details of changes affecting your organization etc.)

9. Closure of all previous findings with evidences 

10. Client List and Number of Certifications (Scheme wise accredited/other accreditations)

11. Client List and Number of Certifications granted after last assessment

12.  Number and list of Transfer certificates by Scheme (where applicable)                        

13.  Number and the list of suspended and cancelled certificates (scheme wise) 

14. List of Auditors and technical experts with scope allocation, scheme wise (where applicable). 

15. List of Contract Reviewers and Certification Decision Makers for different schemes. 

16. List of Staff and position and organization diagram showing names

17. List of Board and/or Committee Members (as applicable) showing names

18. Legal entity incorporation documents

19. Last 3-years income and profit figure only from certification business & Insurance certificates

20. Any other documents as identified by NABCB
	
	

	5 
	Recording of information and evidence by means of audio / video recordings.
(As a minimum, evidence of opening and closing meeting)
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