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TS EN ISO/IEC 17024'E GORE PERSONEL BELGELENDIRME KURULUSLARI iCiIN BASVURUDA iSTENEN BELGELER
THE REQUESTED DOCUMENTS FOR APPLICATIONS OF PERSONNEL CERTIFICATION BODIES ACCORDING TO TS EN ISO/IEC 17024

A- Basvuruda TURKAK Hizmet Portaline (e-portal) imzah Yiklenecek ya da Elekironik
imzalanacak Belgeler

Documents to be uploaded to TURKAK service portal (e-portal) or to be electronic signed during
application

Not 1 :Bu bdlimdeki belgeler yeftkili kisi veya Ust yonetim tarafindan imzalanmall veya e-imzalanmaldir.
Note 1 : Documents in this section shall be signed or e-signed by the authorized person or top
management.

Basvuru Formu: ilk Akreditasyon, Kapsam Genisletme ve Akreditasyon Yenileme basvurulariicin
“Personel Belgelendirme Kuruluslarn icin Basvuru Formu”nu (F701-003) e-imzalayiniz. Kapsam
Genisletme ve Yenileme Basvurular icin e-portal Gzerinden basvuruda, mevcut kapsamin yani
1. | sira kapsam genisletmeler “kapsam ekle” butonuyla eklenmelidir.

Application Form: For initial accreditation, scope extension and re-accreditation applications, please e-
sign the Application Form for Personnel Certification Body (F701-003)".When applying via e-portal for
scope extension and re-accreditation applications, scope extensions, in addition to the existing scope,
shall be added with the “add scope” button.

Akreditasyon Sozlesmesi: Akreditasyon S6zlesmesi (F701-039) formunu e-imzalayiniz.

2 Accreditation Contract: Please e-sign the Accreditation Contract (F701-039) form.
Yasal Statii: Kurulusun tUzel bir kisilik veya tUzel bir kisiligin parcasi oldugunu gdsteren belgeleri
3 (ticareft sicili gazetesi, kurulus kanunu vb.) yUkleyiniz (varsa subeler dahil).

Legal Status: Upload documents showing that the organization is a legal entity or part of a legal entity
(trade registry gazette, establishment law, etc.) (including branches, if any).

imza Sirkiisii: TURKAK sUreclerinde Akreditasyon Basvurusu, Akreditasyon Sézlesmesi, Denetim
Teklifi, Uygunsuzluk ve Duzeltici Faaliyet Bildiim Formu vb. e-imza gerektiren evraklan portal
Uzerinden e-imza ile imzalayacak kisiler olacaktir. Bu kisilerin UDK'yi yasal olarak temsil etme
yetkisine sahip olmasi gerekmektedir. Bu cercevede, imza yetkisini gdsteren yasal dokUmanlar
(noter onayl resmi imza sirkUsU, mudUrler kurulu/ydnetim kurulu/genel kurul karar defteri,
Ticaret Sicil Gazetesi ilani, kamu kurulusu ise yetkilendirme yazisi vb.) yUklenmelidir.

4. Authorized Signature Lists: In TURKAK processes, there will be people who will sign documents requiring
e-signature, such as Accreditation Application, Accreditation Contract, Proposal of Assessment,
Nonconformity and Corrective Action Declaration Form, efc., with e-signature via the portal. These
persons shall have the authority to legally represent the CAB. In this context, legal documents showing
signature authority (notarized official signature circular, board of managers/board of directors/general
assembly decision book, Trade Registry Gazette Announcement, authorization letter for a public
institution, efc.) shall be uploaded.

izin Belgeleri: Basvuru yaphdiniz kapsamlara iliskin varsa almaniz gereken izin belgelerini
kapsam baslid altindaki ilgili alana yUkleyiniz (Orn. bakanlik izni, program sahibinin izni vb.).

5. | Permission Documents: Upload the permission documents you need to obtain, if any, related to the
scopes you have applied for, in the relevant field under the scope heading (E.g. ministry permission,
scheme owner's permission, etc.).
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B- TURKAK Hizmet Portaline (e-portal) Yiklenecek Belgeler
Documents to be uploaded to TURKAK service portal (e-portal)

Not1 :Bu kismda belirtilen belgeler basvuru esnasinda TURKAK'a gdénderiimeyecektir. Basvuru
TURKAK tarafindan kabul edildikten ve TURKAK tarafindan erisim izni verildikten sonra P701
ProsedUrinde belirtilen sire icinde TURKAK e-portaline yiklenmelidir.

Note 1 : Documents defined in this section will not be sent to TURKAK during application. Upon receiving
the access permission, these documents shall be uploaded to TURKAK e-portal within the period specified
in the Procedure P701.

Not2 : Kapsam Genisletme Basvurularinda da talep edilen tUm kapsamlar icin asagida
belirtilen belgelerden ilgili olanlar (revize olanlar/yeni yayimlananlar gibi) TURKAK e-portaline
yUklenmelidir. Aksi fakdirde kapsam genisletme basvurusu dikkate alinmayacaktir.

Note 2 : For scope extension applications, relevant documents stated below shall be uploaded fo
TURKAK e-portal for all requested scopes before the application date. Otherwise, scope extension
applications will not be taken into consideration.

UDK DOKUMANLARI

UDK Dokimanlari
(CAB Documents)

Yasal Statii: Kurulusun tGzel bir kisilik veya t0zel bir kisiligin parcasi oldugunu gdésteren
belgeleri (Ticaret Sicili Gazetesi ilani, bakanlik yetkilendirmesi, kurulus kanunu vb.)
yUkleyiniz (varsa subeler dahil).

Legal Status: Upload the documents showing that the body is a legal entity or a part of a legal
entity (Trade Registry Gazette announcement, ministry authorization, law of establishment efc.)
(including branches).

Mesleki Sorumluluk Sigortasi: Ucinci  taraflarin  zararlanni kapsayan mesleki
9 sorumluluk sigortasini yUkleyiniz.

" | Professional Liability Insurance: Upload the professional liability insurance that covers the
damages of third parties.

imza Sirkileri: imza sirkUlerinizi yUkleyiniz.

Authorized Signature Lists: Upload the authorized signature lists.

Hizmet Kapsami: Kurulusun hangi alanlarda hizmet sundugunu gdsteren bilgileri
4. | yUkleyiniz.

Scope of Service: Upload the information on the areas in which the body provides service.

Taniiim Materyalleri: Kurulusu tanitan brosUrleri ve kitapciklan yUkleyiniz.
Promotional Materials Brochures and Booklets Introducing the Organization: Upload your
brochures and booklets introducing the organization.

Ornek Belgelendirme Kayitlan: Basvuruda bulunulan (kapsam genisletme dahil) her
bir kapsam icin ornek belgelendirme kayitlanni yUkleyiniz. (Akreditasyon oncesi
belgelendirme yapimasinin - Mimkin olmadigr durumlarda ilgili belgelendirme
programina uygun gergeklestiriimis ve belgelendirme surecinin uygulanabilir bUtin
adimlanni kapsayan demo kayitlan sunulabilir.) Not: Video kayitlan yUklenmeyecek
6. olup ofis denetiminde ele alinacaktir.

Sample Cerlification Records: Upload sample certification records for each applied scope
(including scope extension). (In cases certification before accreditation is not possible, demo
records, performed according to the related certification scheme and including all applicable
steps of certification process may be presented.).

Note: The video records will not be uploaded but will be evaluated at the office assessment.
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Dokiiman Listesi: Kurulusun tOm dokUmantasyonunu gésteren gincel listeyi yUkleyiniz
(revizyon durumlari ile birlikte).

Document List: Upload the most up-to-datelist of all the documentation in the body (with
revision status).

Kalite El Kitabi: Kurulusun kalite el kitabini veya bu amacla hazirlanmis dokimani ile
organizasyon semasini yukleyiniz.
Quality Manvuel: Upload the quality manual of the body or any document prepared for this
purpose with the organization chart.

Yonetim Sistemi Dokimanlan: Kurulusun TS EN ISO/IEC 17024 standardina gére
hazilanmis prosedur ve talimatlari ile gérev tanimlarini yUkleyiniz.

Management System Documents: Upload the procedures and the instructions with the job
descriptions for the implementation of the management system, prepared in accordance with

TS EN ISO/IEC 17024.

Taseron Kullanimi: Personel belgelendirme islemiyle ilgili faaliyetlerin herhangi bir
safhasi taserona devrediliyor ise (Omegdin: Sinav) yapilan sézlesmelerin kopyalar ve
bu kuruluslar ile ilgili bilgileri yUkleyiniz.

Use of Subcontractor: If any phase of activities related to personnel certification process is
transferred to subconfractors (For example: Exams) upload the copies of contracts made with
subcontractors and information about subcontractors.

Mevcut Kalite Belgeleri: Kurulusun daha énceden aldigi, akreditasyon sertifikalar ve
diger belgelerin kopyalarini yUkleyiniz.
Existing Quality Documents: Upload the copy of accreditation certificates and other

certificates previously received by the organization.

Sertifika Ornekleri: Kurulusun akreditasyon basvurusunda bulundudu her bir
belgelendirme programiicin sertifika drneklerini yUkleyiniz.

Certificate Examples: Upload the examples of certificates for each certification scheme that
accreditation is requested.

Yasal izinler: Belgelendirme programlarinin baska bir organizasyona ait olmasi ve bu
programlarn kullanimlarinin ilgili organizasyondan alinacak yasal izinlere bagl olmasi
durumunda alinmis izinleri yUkleyiniz (kapsam genisletme dahil) (Orn. Bakanlik izni, MYK
On Soézlesmesi vb.).

Legal Permits: If the certification schemes belong to another organization and their use
depends on the legal permissions to be obtained from the relevant organization, upload the
permits received (including scope extension) (E.g.Permission of the ministry, VQA Pre-contract
efc.).

ic Tetkik Kayutlari: Sistemin tamamina yénelik yapilan son ic tetkik kayitlanni yikleyiniz.
Internal Audit Records: Upload the last internal audit records performed for the whole system.

Komite Toplanh Kayitlan: Kurulusun organizasyon yapisinda mevcut olan komitelerin
(Or. Program, tarafsizlik, sikdyet, itiraz vb.) toplanti tutanaklan ve aldiklan kararlara
iliskin kayitlan yUkleyiniz.

Committee Meeting Records: Upload the meeting records and records of decisions taken by
the committees (E.g, Scheme, impartiality, complaints, appeals etc.), which are present in the
organizational structure of the body.

Belgelendirme Programilari: Belgelendirmede kullanilan prosedurler veya programlari
yUkleyiniz.
Certification Schemes: Upload the procedures or schemes used for certification.

Diger Yazismalar: Kurulus ile yapilan diger yazisma kayitlanni yUkleyiniz.
Other Correspondance: Upload other correspondence records made with the body.
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Soru Bankasi: Kurulusun kapsaminda yer alan sinavlar icin hazirlanmis ve onaylanmis
her tOrlG (teorik, pratik, sézIG, vb.) sorular ve cevap anahtarlarnnin tamamini (Not: Her
bir kapsam icin degisik “soru havuzu” mevcutsa bu sorular ayr ayr yUklenmelidir)
yUkleyiniz.

Question Bank: Upload all the questions and the answer keys (theoretical, practical, verbal,
etc.) prepared and approved for the examinations within the scope of the body (Note: If there
are different question pools for each scope, these questions shall be uploaded separately.).

Belgelendirme Faaliyet Bilgileri: Personel Belgelendirme Kuruluslan Belgelendirme
Faaliyet Bilgileri Bildirim Formunun (F701- 089) doldurulmus halini yUkleyiniz.
Cerlification Activity Information: Upload the filled Personnel Certification Bodies- Certification
Activity Information Notification Form (F701- 089).

20.

Yonetimin Gézden Gecirmesi (YGG): Son ydnetimin gbdzden gecirmesi kayitlarni
yUkleyiniz.
Management Review: Upload the last Management Review records.

&z Degerlendirme ve Denetim Raporu
(Self Evaluation and Assessment Report)

Oz Degerlendirme ve Denetim Raporu: TURKAK portalde bu bélimde bulunan online
formu doldurunuz.
Self-Evaluation and Assessment Report: Fill in the online form in this section of the TURKAK portal.

Yurtdisi Faaliyetler Hakkinda Bilgilendirme Formu
(Information Form for Abroad Activities)

Yurtdisi_Faaliyetler: TURKAK portalde bu bdélimde bulunan ‘Yurtdisi Faaliyetler
Hakkinda Bilgi Fomu'nu online olarak doldurunuz.

Cross-Border Activities: Fill in the 'Information Form for Abroad Activities' online in this section of
the TURKAK portal.

Lokasyonlar ve YUritilen Faaliyetler
(Locations and Activities)

Lokasyonlar ve Yuritilen Faaliyetler: Lokasyon adi, iliskili oldugu merkez/sube,
lokasyon tUr0, yUrUtUlen faaliyetler, islemler hakkinda bilgi veriniz. R30-01 ‘Personel
Belgelendirme Kuruluslarinin Akreditasyonuna Dair Rehberi'ni inceleyebilirsiniz.

Locations and Activities: Provide information about the location name, the centre/branch to
which it is related, the type of location, the activities and the operations carried out. You can
review the R30-01 'Guideline for the Accreditation of Bodies Operating Certification of Persons'.

Personel Listesi
(Personnel List)

Personel Listesi ve Yetkilendirme Matrisi: Bu bdlUmde personelinize (tUm personel) ait
istenen bilgileri giriniz ve yetkilendirildigi kapsamla (sadece kapsamda yetkilendirilmis
kisiler) eslestiriniz. Personel degisikligi veya yapisal dedisiklik oldugu durumlarda
‘Personel Cihaz Degisikligi Bildiim Formu (F701-106) veya Yapisal Dedisiklik Bildirim
Formu (F701-105)'nun doldurulmus halini ilgili alana yUkleyiniz ve teknik sorumlunuza
bilgi veriniz.

Personnel List and Authorization Matrix: Enter the requested information for your personnel (for
all personnel) and match the authorized personnel with the scope. In cases of personnel
changes or structural changes, upload the completed version of the 'Personnel, Device
Change Notification Form (F701-106) or Structural Change Notification Form (F701-105)' to the
relevant area and inform your technical officer.

Not 3
Note 3

: Odemeler TURKAK' tan ilgili hizmetlerle ait faturalar kesildikten sonra yapimalidir.
: Payments must be made after receiving invoices from TURKAK.
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