TURK AKREDITASYON KURUMU

Personel Belgelendirme Kuruluslari icin Basvuruda istenen Belgeler

| Requested Documents for Applications of Personnel Certification Bodies
(TS EN ISO/IEC 17024 Standardina gore) /(according to ISO/IEC 17024)

Basvuruda TURKAK’a imzah verilecek Belgeler /Signed documents to be submitted during the application

Dilekge ekinde, tam olarak doldurulmus “Basvuru Formu ” (F701-003) / “Application Form” in annex of

Personel Belgelendirme Kurulusunu TURKAK nezdinde temsil edecek kisinin yetki belgesi ve imza sirkiileri
(F701-071 Formu) / Authorization document for the person who represents the PCB during Accreditation Process

Iki (2) niisha Akreditasyon Sozlesmesi (F701-039 Formu) / Two (2) copy Accreditation Contract (F701-039) .

A-
1.
a petition, completely filled (F701-003) .
2.
and his/her of authorized signature circular (Filled Form F701-071) .
3.
4,

Varsa, bagvurulan Belgelendirme Programinin kullanilmasina dair program sahibinden alinmis izin / onay
yazisi (Ornegin, Mesleki Yeterlilik Kurumu (MYK), IPC, EOQ, ilgili bakanliklar, yasal otoriteler...vb. ile yapilan

sozlesme Ornegi)

/ If applicable, The information about authorization or approval of the applied scheme given by the scheme owner
(For Example;The copy of the contract signed with Vocational Qualifications Authority (VQA), IPC, EOQ, related ministries,

legal authorities...etc) .

(NOT :1, 2, ve 3 Nolu belgeler yetkili kisi veya iist yonetim tarafindan imzalanmaldir. / Documents #1 , #2 and # 3
must be signed or approved by authorized person or top management) .

B-

TURKAK’ e-Portala Yiiklenecek Belgeler / Documents to be uploaded to TURKAK e-portal
(TURKAK tarafindan erisim saglandiginda bu belgeler P701 Prosediiriinde ve R30.01 Rehberinde belirtilen

siire icinde TURKAK e-portahina yiiklenmelidir / Upon receiving the access information, these documents must be uploaded
to TURKAK e-portal within the period specified in the Procedure P701 and Guideline R.30.01.) .

1. Personel Belgelendirme Kurulusunun yasal statiisii ve ticari sicil kayd1 hakkinda bilgi (varsa Subeler dahil)

6.

7.

8.
9.

/ Information on legal status of PCB and its trade register (If applicable including sites) .

. Ugiincii tarafin (hizmet alaninin) zararlarin1 kapsayan Mesleki Sorumluluk Sigortasi (saha denetimine

kadar yaptirilmasi) / Liability insurance including financial losses and damages (shall be completed until onsite assessment) .

. Kurulus ve Kurulusun hizmet kapsami hakkinda bilgi (akreditasyon istenmeyen faaliyetler dahil) / Information

about organization and the services of organization (including the services out of the accreditation scope) .

. Personel Belgelendirme Kurulusu miidiirii ve kalite yoneticisinin egitim belgeleri / Training documents

of the manager and quality manager of PCB.

. Belgelendirme siirecinde yer alan personelin (sinav yapanlar, sinavi degerlendirenler, program komitesi ve

tarafsizlik komitesi iiyeleri, belgelendirme karari alanlar, mevcut ise yiiriitme ve danisma kurulu iiyeleri);
yetkilendirildigi alani, invanini, meslegini, deneyim siiresini ve imza sirkiilerini igerecek sekilde olusturulmus
bir personel listesi (iist yonetim tarafindan onaylanmig) / The list of PCB staff (examiners, evaluators, members of
scheme committee and members of impartiality committee, certification decision makers, if exists members of advisory
and executive committee) including their title, profession, authorizations, experience and signature (approved by top
management) .

Kalite Sisteminde yer alan dokiimanlarin listesi (revizyon durumlart ile birlikte) / Main list of the documents

in Quality System (including revisions) .

Personel Belgelendirme Kuruluslari I¢in Kontrol Formunun (F701-028) doldurulmus hali / Filled checklist
for Personnel Certification Bodies (F701-028) .

Kalite El Kitab1 (TS EN ISO/IEC 17024 Standardina gore) / QM (in accordance with ISO/IEC 17024) .

TS EN ISO/IEC 17024 Standardina gore hazirlanmig prosediirler ve talimatlar / Procedures and instructions
prepared in accordance with ISO/IEC 17024.

10. Giincel belgelendirme standartlari/programlart listesi (revizyon durumlart ile birlikte) / Current list of the

certification standards / schemes (including revisions) .
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11. Bagvuruda yer alan her bir kapsam i¢in belgelendirme prosediir / program ile (sinavlarda kullaniliyorsa)
soru bankasi / Certification procedure/scheme for each applied accreditation scope and (if used during test)
question bank.

12. Personel belgelendirme islemiyle ilgili faaliyetlerin herhangi bir sathasi tagerona devrediliyor ise
(Ornegin: Sinav) yapilan s6zlesmelerin kopyalari ve bu kuruluslar ile ilgili bilgiler / If any step, i.e. examinations,
in personnel certification process is conducted by subcontractors, information about subcontractors, and copy of contracts.

13. Akreditasyon bagvurusunda bulunulan her bir kapsam i¢in kurulus tarafindan diizenlenen sertifika 6rnegi
/ Samples of certificate issued by the organization for each applied accreditation scope.

14. Akreditasyon basvurusunda bulunulan her bir kapsam i¢in kurulus tarafindan diizenlenen sertifika sayilar1 listesi
(F701-089) /The list of numbers of certificate issued by the organization for each applied accreditation scope (F701-089).
15. Akreditasyon bagvurusunda bulunulan her bir kapsam i¢in kurulus tarafindan belgelendirilmis kisilerin

listesi (F701-089/ Ek-2) / The list of certified personnel for each applied accreditation scope. (F701-089//Annex2)

16. Kurulusun daha 6nceden aldigi, akreditasyon sertifikalar1 ve diger belgelerin kopyalari / The copy of previous
accreditation certificates and other related quality certificates.

17. Bagvuruda bulunulan her bir kapsam i¢in 6rnek Belgelendirme kayitlar1 (Akreditasyon oncesi belgelendirme
yapilmasinin miimkiin olmadigi durumlarda ilgili belgelendirme programina uygun gerceklestirilmis ve belgelendirme
slirecinin uygulanabilir biitiin adimlarin1 kapsayan demo kayitlar1 sunulabilir.) / Sample Certification records for each
applied scope. (In cases certification before accreditation is not possible, demo records, performed according to related
certification scheme and including all applicable steps of certification process may be presented.).”

18. TS EN ISO/IEC 17024 Standardina gore i¢ tetkik gergeklestirildigine dair kayitlar / Internal audit records according to
ISO/IEC 17024.

19. TS EN ISO/IEC 17024 Standardina gore yonetimin gozden gecgirmesi gergeklestirildigine dair kayitlar / Management
review records according to ISO/IEC 17024.

NOT: Odemeler TURKAK tan ilgili hizmetlerle ilgili faturalar kesildikten sonra yapilmalidir/ Payment must
be done after recevings invoices.

" Eger varsa kamera kayitlart TURKAK e-portalma yiiklenmek zorunda degildir./ If applicable, camera records do not have to
be uploaded to TURKAK e-portal.
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