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RESPONSIBILITY ACTIVITY DOCUMENTS
1) — CONTRACTUAL ASPECTS AND
PLANNING

Sales Manager Quotation request
(SM) Upon receipt of a request for quotation, the SM

collects the information necessary for its

development.

\ 4

SM Offer creation Pricelist

Based on information received from the
applicant, the SM makes the quotation, and
sends this to the applicant. If the request from
the applicant is not standard, the SM initiates
procedure CMK 3.2 New Product. From there
the CBTL is requested a quotation.

A 4

Project leader
(PL)

Back Office
(BO)

Contract review
Upon receipt of the order and a completed
application form the PL checks for any changes
and completeness of the documentation
including visual delivery, delivery timing and
sampling of products. If the review is successful
the PL sends it to the Back Office (BO).

A 4

Preparation
Based on information received from the PL, the
BO organizes the following activities:
2) — Laboratory tests
3) — Audit to the manufacturer
4) — Project administration

Quotation template
Application form

If applicable: quotation
CBTL and order
confirmation from the
NCB

Application Form

Order

Completed application
form from the
manufacturer
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RESPONSIBILITY

BO

BO
CBTL

CBTL

BO

ACTIVITY

2)- PROJECT ADMINISTRATION

Project administration
The BO takes care of the project administration:

- Sets up the surveillance contract and
sends it to the applicant

- Makes sure the surveillance contract is
signed by the manufacturer and send
back to the NCB

- Starts a certification file and makes
sure it is up to date

- Opens (inter company) project and
project numbers

- Updates intranet (sales manager)

- Informs the SM and PL and project
administration(s)

3) - LABORATORY TESTS

Preparation
The samples — sampling is performed in
accordance with the applicable IEC product
standard(s) - are sent to the CBTL designated
by Kiwa.
The BO sends the order to the CBTL, inclusive
a description of test(s) to be performed.
The CBTL reviews the order from the NCB and
confirms the order to the NCB.

A 4

Laboratory tests
The CBTL perform(s) the test(s) according the
order, issues the test report and sends it to the
NCB (BO).

A 4

Monitoring
The BO monitors the project and informs the PL
about the proceeding of the project. After
having received the test report the BO checks if
it is complete and conform order.

DOCUMENTS

Surveillance contract

Order
Order confirmation

Order
IECEE test report

Order
IECEE test report
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BO

Auditor

BO

ACTIVITY

4)—- AUDIT TO THE MANUFACTURER

Audit planning
The BO prepares and plans the audit to the
applicant and makes the audit plan in
consultation with the auditor.

A 4

Audit to the manufacturer (IFPC)
The auditor performs the audit according the
audit plan, using the IECEE audit template. The
auditor sends the audit report and eventual Non
Conformities to the BO.

A 4

Monitoring
The BO monitors the progress of the audit,
coordinates eventual corrective measurements
of the audit and sends these to the auditor.
If the audit is completely finished, the BO
checks if the OD 4001 FIF is complete,
performed according the audit plan and if
eventual non conformities are solved and
approved by the auditor. The BO informs the PL
about the proceeding of the audit.

DOCUMENTS

Audit plan
OD 4001 Factory Inspection
Form (FIF)

Audit plan
OD 4001 FIF

OD 4001 FIF

Q-plan IECEE, December 2011
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5) — CERTIFICATION DECISION

BO Preparation of the certification file Certification file:
The BO prepares the certification file for Quotation
certification by the CO. The BO: Order
- prepares the CB certificate (If applicable: quotation CBTL
- adds the certification check list and order NCB)
- updates intranet (sales manager) Signed surveillance contract
- makes the certification file available for the IECEE Test Report
certification officer (CO) and PL OD 4001 FIF
- informs the CO, PL Conformity Assessment

CB Certificate
Certification check list
Signed & completed

y application form
PL Preparation certification decision
- checks the completeness of both the test and o
audit report Certification file

- checks if the test and OD 4001 FIF are
conform order

- Informs the CO when all is ready for
certification

A 4

Certification Certification decision Certification file
Officer (CO) The CO analyses the certification file conform
the requirements, eventually with the opinion of
technical experts using the certification
checklist, and if successful, authorizing the CB
Certificate. If the final decision of the CO differs
from the one proposed by the PL, the decision
is send in writing to the PL and the applicant.

A 4

BO Communication to the applicant Certification conformation
- The BO sends the following items to the CB Certificate
manufacturer: IECEE Test report

* The conformation of certification OD 4001 FIF

* The CB Certificate
* |ECEE test report
* 0D 4001 FIF
- Publishes CAC on the Kiwa website

A 4

BO Communication to the IEC CB Certificate
The BO sends a copy of the CB certificate to
the IEC.

Q-plan IECEE, December 2011
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BO

BO
Auditor

BO

BO
CBTL

BO

6) — MAINTENANCE - PERIODICAL
SURVEILLANCE

Planning of the surveillance audit / sampling
Periodically, the BO plans and prepares the
surveillance audit to the applicant and makes
the audit plan in consultation with the auditor.

A 4

Surveillance audit to the manufacturer (FPC)
The auditor performs the surveillance audit.
Sample and dispatch to the CBTL. The auditor
issues OD 4001 FIF and sends it to the BO.

A 4

Project administration
The BO takes care of the project administration:
- Makes sure the certification file is up to date
- Opens (inter company) project and project
numbers
- Updates intranet (sales manager)

A 4

Laboratory test
The BO sends the order to the CBTL inclusive a
description of the test(s) to be performed. The
CBTL issues a test report and sends it to the
BO. The BO checks if the test report is
complete and conform order.

A 4

Monitoring
The BO monitors the progress of the audit,
coordinates eventual corrective measurements
and sends these to the auditor. If the audit is
completely finished, the BO checks if the audit
report is complete, performed according the
audit plan and if eventual non conformities are
solved and approved by the auditor.

DOCUMENTS

Surveillance contract
Audit plan
OD 4001 FIF

OD 4001 FIF

Order
IECEE Test report

Audit plan
OD 4001 FIF
Eventual non
conformities
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BO Preparation of the certification file Certification file:

The BO: IECEE Test report
- adds the certification checklist OD 4001 FIF
- makes the certification file available for the Certification checklist
certification officer Concept conformation
- completes the certification file. certification validity
\ 4
PL Preparation certification confirmation Certification file
- checks the completeness of both the test and
audit report
- checks if the test report and FIF are conform
order
- Informs the CO when all is ready for
certification
\ 4
CcO Certification confirmation Certification file
The CO analyses the certification file and, if
successful, confirms the validity of certification.
BO Communication to the applicant Conformation certification
The BO sends the following items to the validity
applicant: IECEE Test report
- The confirmation of the validity of certification OD 4001 FIF
- The IECEE test report
- OD 4001 FIF
\ 4
BO Communication to the IECEE CB Certifiacte

The BO sends a copy of the certificate to the
secretary of the IECEE.
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7) — MODIFICATIONS
BO Modifications CB Certificate
For modifications, the standard procedure when OD 2037
applicable and as described in 1) through 6) is
followed. A new CB Certificate can be issued.
Modifications to products are limited to 3. The
adjusted certificate is issued conform OD-2037.
BO Communication to the IECEE CB Certificate
The BO sends a copy of the certificate to the
secretary of the IECEE .
8) — TERMINATION/WITHDRAWAL
CERTIFICATE and/or SURVEILLANCE
CONTRACT
BO TERMINATION/WITHDRAWAL Kiwa Regulation for
CAR/SURVEILLANCE CONTRACT product certification
Termination/withdrawal of the certificate takes
place according chapter 15 of the Kiwa
regulations for product certification.
v
BO Communication to the IECEE CB Certificate
The BO informs the IECEE in writing about the Surveillance contract
termination/withdrawal of the CB
Certificate/surveillance contract.
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