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1、程序和要求 Procedures and requirements

1.1 认证申请及评审 Certification application and evaluation

1.1.1 业务员收集申请组织各项基本信息、预报价及认证合同中有关内容的沟通，确保申

请组织提交的申请内容及相应文件、资质等附件资料完整。

The salesperson collects all the basic information of the applicant organization,

the forecast price and the communication of the relevant content in the

certification contract, and ensures that the application content and the

corresponding documents, qualifications and other attached information submitted

by the applicant organization are complete.

1.1.2 市场代表将申请组织各项信息录入完整、正确（尤其是认证范围、地址、多现场、

规模人数、班别等），正确判断认可标志、专业代码。属转换证书申请组织的，必须在转

换接收之前该组织获得 CCAA 证书转换批准方可受理。

The market representative will apply for the organization to enter all information

complete and correct (especially the scope of certification, address, multi-site,

size of the number of people, class, etc.), the correct judgment of the recognition

mark, professional code. Is the conversion of the certificate application

organization, the organization must be converted to receive before the

organization to obtain CCAA certificate conversion approval before acceptance.

1.1.3 合同评审人员负责评审受审核方申请产品/服务的风险等级、认证范围、专业代码、

法律法规等信息满足规定的要求。以及任何其它影响认证活动的因素、申请组织及其管理

体系的信息充分性、真实性、申请组织的风险是否可接受等。

The contract review personnel are responsible for reviewing whether the

information provided by the auditee, such as the risk level of the applied

products/services, the scope of certification, professional codes, laws and

regulations, etc., meets the specified requirements. They also need to assess any

other factors that may affect the certification activities, the sufficiency and
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authenticity of the information of the applying organization and its management

system, and whether the risks of the applying organization are acceptable.

1.1.4 合同评审的作业要求，市场部、认证部按照《询价和合同评审管理规定》的规定实

施，审核人日计算和确定按照《审核活动工作人日管理要求》同步实施。并在合同评审过

程中指定本项目的项目管理人员（即认证规则和认证方案制定人员、认证审核方案管理人

员）、认证决定人员，以确保公司具有实施认证管理、认证决定的适宜能力。

The operational requirements of the contract review, the Marketing Department,

Certification Department in accordance with the provisions of the "Request for

Quotation and Contract Review Management Regulations" to implement, the audit

person days calculated and determined in accordance with the "audit activities

work person days management requirements" synchronized implementation. And in the

contract review process to designate the project management personnel (i.e.,

certification rules and certification program development personnel,

certification audit program managers), certification decision personnel to ensure

that the company has the appropriate capacity to implement certification

management, certification decisions.

1.1.5 针对工程建设施工企业质量管理体系认证评审，除必要的证明法律地位的文件，和

行政主管部门的法律许可如资质证明、安全生产许可证等，以及依据 GB/T19001 和

GB/T50430 建立了文件化管理体系文件外，还要求提供：在建项目清单，必要时合同评审

人员应对在建项目清单进行核实。

For the quality management system certification review of engineering construction

enterprises, in addition to the necessary documents to prove the legal status,

and the legal permission of the administrative authorities such as qualification

certificate, safety production license, etc., and the documented management system

documents established according to GB/T19001 and GB/T50430, it is also required

to provide: the list of projects in progress, and the contract reviewers should
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verify the list of projects in progress when necessary.

1.1.6 认证申请评审人员记录形成《管理体系合同评审表》中。每份合同评审需经认证申

请评审人员进行专业确认后，再报总经理批准。

The records of the certification application reviewers are formed in the

"Management System Contract Review Form". Each contract review needs to be

professionally confirmed by the certification application reviewer and then

submitted to the general manager for approval.

1.1.7 业务员根据合同评审的结果和审核、批准的结果与申请组织签订《认证合同》。

The salesperson signs the "Certification Contract" with the applying organization

based on the results of the contract review and the review and approval.

1.2 审核任务下达 Audit Assignment

1.2.1 现场审核（检查）通知书的下达。

The site audit (inspection) notice is issued.

1.2.1.1 认证部经理根据合同评审的结果和审核方案的策划结果内容，正式任命审核组长、

组员或专家（必须满足 1.2.2 条款规则）下达《现场审核（检查）通知书》。明确审核目

的、范围和准则等信息。并同步整理提供审核准备工作文件（见 1.3.2）。

Certification Department Manager according to the results of the contract review

and audit program planning results content, the formal appointment of audit team

leader, team members or experts (must meet the rules of clause 1.2.2) issued the

"Notice of Site Audit (Inspection)". Clarify the audit purpose, scope and

guidelines and other information. And synchronize to provide audit preparation

work documents (see 1.3.2).

1.2.1.2 认证部要求审核组根据公司审核要求，检查以下内容：

The Certification Department requires the audit team to check the following in

accordance with the company's audit requirements.
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a)检查和验证客户组织与管理体系相关的结构、方针、过程、程序、记录及相关文件；

Inspection and verification of the client organization's structure, policies,

processes, procedures, records and related documentation related to the management

system.

b）确定上述方面满足与拟认证范围相关的所有要求；

Determine that the above aspects meet all requirements related to the proposed

scope of certification.

c）确定客户组织有效的建立、实施并保持了管理体系过程和程序，以便为建立对客

户管理体系的信任提供基础；

Determining that the client organization has effectively established,

implemented and maintained management system processes and procedures to provide

a basis for building confidence in the client's management system.

d）告知客户其方针、目标及指标（与相关管理体系标准或其它规范性文件的期望一

致）与结果之间的任何不一致，以使其采取措施。

Inform customers of any inconsistencies between their policies, objectives

and targets (consistent with the expectations of the relevant management system

standards or other normative documents) and their results, so that they can take

action.

1.2.1.3 认证审核方案管理人员提供“审核行程通知函”，将拟派遣的审核组成员名单、

专业等信息提交客户（有要求时，还应提供某个成员的背景材料），以使客户能够对审核

组成员的任命有所了解，当客户表示反对时，公司应当在现场审核前一周内重组审核组。

Certification audit program managers to provide "audit itinerary notification

letter", the proposed audit team members list, professional and other information

submitted to the customer (if requested, should also provide a member of the

background material), so that the customer can have an understanding of the

appointment of audit team members, when the customer objected, the company should
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reorganize the audit team within a week before the on-site audit.

1.2.2 审核组的选择及组成 The selection and composition of the audit team

1.2.2.1 决定审核组的规模和组成时，应当根据管理体系覆盖的活动的专业技术领域选择

具备相关能力的审核员和技术专家组成审核组。审核组中的审核员应承担审核责任。应考

虑下列因素：审核目的、范围、准则和审核时间；是否是结合或联合审核；审核组整体能

力；认证要求（包括任何适用的法律、法规或合同要求）；语言和文化；审核组成员的公

正性因素等。

Decide the size and composition of the audit team, should be based on the management

system to cover the activities of the professional and technical areas of the

selection of auditors and technical experts with relevant capabilities to form

the audit team. The auditor in the audit team should assume responsibility for

the audit. The following factors should be considered: audit purpose, scope,

guidelines and audit time; whether it is a combination or joint audit; the overall

ability of the audit team; certification requirements (including any applicable

legal, regulatory or contractual requirements); language and culture; audit team

members of the impartiality factor.

1.2.2.2 审核组中至少要有一名专职审核员，一名专业审核员, 需要时，可以聘用技术专

家为审核组提供技术支持。技术专家主要负责提供认证审核的技术支持，不作为审核员实

施审核，不计入审核时间，其在审核过程中的活动由审核组中的审核员承担责任。技术专

家应在审核员的指导下工作。

The audit team should have at least one full-time auditor, a professional auditor,

when needed, you can hire technical experts to provide technical support for the

audit team. Technical experts are mainly responsible for providing technical

support for the certification audit, not as the auditor to implement the audit,

not counted in the audit time, its activities in the audit process by the auditors

in the audit team responsibility. Technical experts should work under the guidance
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of the auditor.

1.2.2.3 审核组长应为级别审核员，要考虑其具备一定组织、管理协调和处理审核问题的

能力，具有相应的专业能力（具备专业代码）以及对管理体系整体有效性做出判断的能力，

审核组长在整个审核过程中起到领导作用。

Audit team leader should be the level auditor, to consider its ability to have

a certain organization, management coordination and handling of audit issues, with

the appropriate professional ability (with professional code) and the ability to

make judgments on the overall effectiveness of the management system, the audit

team leader plays a leading role in the entire audit process.

1.2.2.4 审核组成员应具备所要求的审核能力，包括了解受审核方的行业技术知识，掌握

受审核方有关质量/环境/职业健康/信息安全/能源管理体系方面的特殊性，有能力对其管

理体系中有专业特点的活动进行控制的有效性做出评价，并依据审核计划的安排开展审核

工作。

The audit team members should have the required audit capabilities, including

understanding the technical knowledge of the audited party's industry, mastering

the special characteristics of the audited party's

quality/environmental/occupational health/information security/energy

management system, having the ability to evaluate the effectiveness of the control

of its management system activities with professional characteristics, and

carrying out the audit work according to the arrangements of the audit plan.

1.2.2.5 审核组中的审核员没有完全具备审核所需的知识和技能，可以通过技术专家予以

满足，但技术专家不能独立承担审核任务，应在审核员的指导下进行工作.

The auditor in the audit team does not have all the knowledge and skills required

for the audit, can be met by technical experts, but technical experts can not

independently undertake the audit task, should work under the guidance of the

auditor.
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1.2.2.6 工程建设施工质量管理体系的审核标准需覆盖 ISO 9001 和 GB/T50430 双标准。

参加 GB/T50430 审核的所有审核员均需完成 CCAA 质量管理体系注册和建筑施工领域专业

注册。50430 审核组内所有专业均需由专业审核员覆盖。需要时，认证机构可以聘用技术

专家为审核组提供技术支持。专业审核员/技术专家专业能力要求需符合 CNAS-SC15 《工

程建设施工企业质量管理体系认证机构认可方案》要求。

The audit standard of engineering construction quality management system needs

to cover both ISO 9001 and GB/T50430 standards. All auditors participating in the

GB/T50430 audit are required to complete the CCAA quality management system

registration and professional registration in the field of building construction.

50430 audit team of all professions are required to be covered by professional

auditors. When needed, the certification body can hire technical experts to provide

technical support for the audit team. Professional auditors/technical experts are

required to meet the requirements of CNAS-SC15 "Quality Management System

Certification Body Accreditation Program for Engineering Construction

Enterprises".

1.2.2.7 当审核组不具备与受审核方语言的沟通能力时，可考虑使用翻译人员，翻译人员

的选择要避免对审核产生不正当影响，翻译人员应在审核员的指导下工作。

When the audit team does not have the ability to communicate with the language

of the audited party, the use of translators can be considered, the choice of

translators to avoid undue influence on the audit, translators should work under

the guidance of the auditor.

1.2.2.8 审核项目中审核组需要安排观察员任务的。由项目管理员与受审核方沟通，征得

到受审核方同意后方可正式派遣。审核组应确保观察员不影响或干预审核过程或审核结果。

If the audit team needs to arrange observer assignments in the audit project. The

project administrator shall communicate with the audited party and obtain the

consent of the audited party before formal dispatch. The audit team shall ensure
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that the observers do not influence or interfere with the audit process or the

audit results.

1.2.2.9 审核项目中如有认可机构现场见证的任务需求，认可机构见证评审员需与审核组

同组的，由认证审核方案管理人员与受审核方沟通和协调，如果受审核方不同意的，视为

不配合认可机构的现场见证。该认证审核项目应临时取消或终止。

Audit project if there is an accreditation body on-site witnessing task

requirements, accreditation body witnessing assessors need to be with the audit

team, the certification audit program managers to communicate and coordinate with

the audited party, if the audited party does not agree, is not considered to

cooperate with the accreditation body on-site witnessing. The certification audit

program should be temporarily canceled or terminated.

1.2.2.10 审核组可以有实习审核员，其要在审核员的指导下参与审核，不计入审核时间，

在审核过程中的活动由审核组中的审核员承担责任。审核组中的实习审核员人数不应超出

注册及高级审核组成员总数，实习审核员不可独立承担审核任务，审核组长需指派一名注

册级别或以上审核员与实习审核员同组，指导实习审核员参与审核，对实习审核员的审核

内容和发现最终负责，并向组长汇报实习审核员的工作表现。

The audit team can have intern auditors, which should participate in the audit

under the guidance of the auditor, not counted in the audit time, the activities

in the audit process by the auditor in the audit team to take responsibility. The

number of intern auditors in the audit team should not exceed the total number

of registered and senior audit team members, intern auditors can not independently

undertake audit tasks, the audit team leader should assign a registered level or

above auditors and intern auditors in the same group, guide the intern auditors

to participate in the audit, the intern auditors of the audit content and find

the final responsibility, and report to the team leader the performance of the

intern auditors.
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1.2.2.11 审核组可以只有一名审核员，但这名审核员应满足以上对审核组的全部要求；

The audit team can have only one auditor, but this auditor should meet all the

above requirements for the audit team.

1.2.2.12 向导：为审核组配备向导是为了方便审核。审核组长应与受审核方沟通，每位审

核员安排一名向导陪同，审核组应确保向导不影响或不干预审核过程或审核结果。向导职

责包括：

Wizards: Wizards are provided for the audit team to facilitate the audit. The audit

team leader should communicate with the audited party, and each auditor should

arrange a guide to accompany the audit team to ensure that the guide does not

influence or interfere with the audit process or audit results. Wizard

responsibilities include:

1）为面谈建立联系或安排时间；

Establishing contacts or scheduling time for interviews.

2）安排对现场或组织的特定部分的访问；

Arranging visits to specific parts of the site or organization.

3）确保审核组成员知道并遵守关于现场安全和安保程序的规则；

Ensure that audit team members are aware of and follow the rules regarding

site safety and security procedures.

4）代表受审核方观察审核；

Observe the audit on behalf of the audited party.

5）应审核员请求提供澄清或信息。

Provide clarification or information at the request of the auditor.

1.2.2.13 为保证审核的连续性，尽量安排一阶段审核的组长参与二阶段审核；审核组应

当全员完成审核计划的全部工作。除不可预见的特殊情况外，审核过程中不得更换审核计

划确定的审核员（技术专家和实习审核员除外）。

To ensure the continuity of the audit, try to arrange a phase of the audit team
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leader to participate in the second phase of the audit; audit team should be fully

staffed to complete all the work of the audit plan. In addition to unforeseen

special circumstances, the audit process shall not replace the auditors identified

in the audit plan (except for technical experts and trainee auditors).

1.2.2.14 审核组成员应遵循“公正性与保密声明”，不从事合同以外的工作(包括向受审

核方提供质量/环境/职业安全健康管理体系任何形式的咨询)。应当遵守与从业相关的法

律法规，对认证活动及作出的认证审核报告和审核结论的真实性承担相应的法律责任。

Audit team members should follow the "impartiality and confidentiality statement",

do not engage in work outside the contract (including to the audited party to

provide quality / environment / occupational safety and health management system

any form of consulting). Should comply with the laws and regulations related to

the practice, the certification activities and the authenticity of the

certification audit report and audit conclusions bear the corresponding legal

responsibility.

1.2.2.15 至少 1 名实施第一阶段审核的审核员应参加第二阶段审核。

At least one auditor who conducted the first-stage audit should participate in

the second-stage audit.

1.2.2.16 至少 1 名认证机构的专职审核员，并确保专职审核员全程参与 QMS/EMS/OHSMS

审核过程。

At least one full-time auditor from the certification body should be involved,

and it must be ensured that the full-time auditor participates throughout the

QMS/EMS/OHSMS audit process.

1.2.2.17 每个审核员参加包括管理体系现场审核时间的总和不应超过 180 天/周期年。对

于超过 180 天审核任务的审核员不得安排审核任务，不得进入审核组。

The total duration for each auditor to participate in on-site audits of the

management system should not exceed 180 days per calendar year. For auditors who
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are assigned with audit tasks exceeding 180 days, they shall not be assigned any

audit tasks and shall not be included in the audit team.

1.3 审核的实施 Implementation of the audit

1.3.1 审核的种类：Types of audits:

1.3.1.1 初审（第一阶段和第二阶段）。Initial audit (Phase I and Phase II).

管理体系初次认证审核均应分两个阶段（即第一阶段、第二阶段）进行

The initial certification audit of the management system should be divided

into two phases (i.e., the first phase, the second phase).

1.3.1.2 监督审核。 Surveillance audit.

1.3.1.3 再认证审核（再认证换证审核）。

Recertification audit (recertification for certification audit)

1.3.1.4 特殊审核（扩大、缩小认证范围审核、其他审核）。

Special audits (expansion, reduction of the scope of certification audit, other

audits)

1.3.1.5 证书转换审核，见《证书转换监督管理规定》

Certificate conversion audit (implementation of the "Regulations on Supervision and

Management of Certificate Conversion

1.3.2 审核计划编制 Audit plan preparation

1.3.2.1 审核组长收到项目管理员提供的经批准的《现场审核（检查）通知书》后，即联

系审核组全体成员。

After the audit team leader receives the approved "Notice of Site Audit

(Inspection)" from the project administrator, he/she contacts all members of the

audit team.

1.3.2.2 审核组长应制定书面的审核计划交审核组实施。如果组长不是该专业的专业审核

员，应与专业审核员沟通。在审核活动开始前，审核组应将书面审核计划交申请组织确认。

遇特殊情况临时变更计划时，应及时将变更情况书面通知受审核的申请组织，并协商一致
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审核计划应与审核目的和范围相适应，审核计划至少应包括或引用：

The audit team leader should develop a written audit plan to the audit team to

implement. If the team leader is not the professional auditor of the profession,

he/she should communicate with the professional auditor. Before the start of the

audit activities, the audit team shall submit the written audit plan to the

applicant organization for confirmation. In case of special circumstances

temporary changes to the plan, the changes should be timely written notice to the

audited applicant organization, and consensus audit plan should be appropriate

to the purpose and scope of the audit, the audit plan should include or refer to

at least.

a 审核目的（审核的目的是评价受审核方管理体系：与审核准则的符合性；满足适用

法律法规及合同要求的能力；持续实现其规定目标的有效性；适用时，识别管理体系的潜

在改进区域）；

Purpose of the audit (the purpose of the audit is to evaluate the audited

party's management system: compliance with the audit criteria; ability to meet

applicable laws and regulations and contractual requirements; effectiveness in

consistently achieving its stated objectives; and, where applicable, to identify

potential areas for improvement in the management system).

b 审核准则（包括管理体系规范性文件、受审核方管理体系文件、法律法规）；

Audit guidelines (including management system normative documents, management

system documents of the audited party, laws and regulations).

c 审核范围（包括审核的地址、组织单元、部门、活动及过程）；

The scope of the audit (including the address, organizational unit, department,

activity and process to be audited).

d 拟实施现场审核活动（适用时，包括对临时场所的访问和远程审核活动）的日期和

场所；
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The date and location of the proposed on-site audit activity (including, if

applicable, visits to temporary sites and remote audit activities).

e 审核涉及的部门；The departments involved in the audit.

f 现场审核活动预期的时间和持续时间（注意：每个工作日的有效审核时间不得少于

8个小时，其中审核会议、沟通时间不得大于 1个小时，午餐时间不得作为有效审核时间）；

The expected time and duration of on-site audit activities (note: the effective

audit time for each working day shall not be less than 8 hours, of which the audit

meeting and communication time shall not be greater than 1 hour, and lunch time

shall not be used as effective audit time).

g 审核组成员（其中：审核员应标明注册证书号及专业代码；技术专家应标明专业代

码、技术职称或职务，如果在职应注明其服务的单位）及与审核组同行人员的角色和职责；

Audit team members (among them: the auditor should indicate the registration

certificate number and professional code; technical experts should indicate the

professional code, technical title or position, if in service should indicate the

unit of their services) and the role and responsibilities of peers with the audit

team.

h 在现场审核活动开始前，审核计划应经公司评审和接受，并提交给受审核方。

The audit plan shall be reviewed and accepted by the company and submitted

to the audited party prior to the start of the on-site audit activity.

1.3.2.3 审核目的应说明审核要完成任务，并应包括下列内容：

The purpose of the audit should state that the audit is to accomplish the task

and should include the following elements.

a 确定客户管理体系与审核准则的符合性；

a Determine the compliance of the customer's management system with the audit

criteria.

b 确认管理体系确保客户组织满足适用的法律法规及合同要求的能力；
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b To confirm the ability of the management system to ensure that the customer's

organization meets applicable laws and regulations and contractual requirements.

c 确定管理体系确保客户能合理预期达成规定目标的有效性。

c determine the effectiveness of the management system to ensure that the

customer can reasonably be expected to achieve the specified objectives.

d 适用时，识别管理体系的潜在改进区域；

d Identify potential areas for improvement of the management system, where

applicable.

1.3.2.4 审核范围应说明审核的内容和地址，例如拟审核的地址、组织单元、活动及过程。

当初次认证或再认证过程包含一次以上审核（例如覆盖不同位置的审核）时，单次审核的

范围可能并不覆盖整个认证范围，但整个审核所覆盖的范围应与认证文件中的范围一致。

审核准则应被用作确定符合性的依据，并应包括：

Audit scope should state the content and address of the audit, such as the address

to be audited, organizational units, activities and processes. When the initial

certification or recertification process contains more than one audit (for example,

covering different locations of the audit), the scope of a single audit may not

cover the entire scope of certification, but the entire scope covered by the audit

should be consistent with the scope of the certification document. Audit guidelines

shall be used as the basis for determining compliance and shall include。

a 所确定的管理体系规范性文件的要求；

a the requirements of the identified management system normative documents.

b 所确定的由客户制定的管理体系的过程和文件；

b the identified processes and documents of the management system developed

by the customer.

c 审核计划可以随着现场审核活动的进展有充分的灵活性，允许更改。

c The audit plan may be sufficiently flexible to allow changes as the on-site
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audit activity progresses.

1.3.2.5 通常情况下，初次认证审核、监督审核和再认证审核应在申请组织申请认证的范

围涉及到的各个场所现场进行。如果管理体系包含在多个场所进行相同或相近的活动，且

这些场所都处于该申请组织授权和控制下，认证机构可以在审核中对这些场所进行抽样，

但应制定合理的抽样方案以确保对各场所管理体系的正确审核。如果不同场所的活动存在

根本不同、或不同场所存在可能对管理产生显著影响的区域性因素，则不能采用抽样审核

的方法，应当逐一到各现场进行审核。

Typically, the initial certification audit, supervision audit and recertification

audit should be in the scope of the application for certification of the

organization involved in the site of each site. If the management system contains

the same or similar activities at multiple sites, and these sites are under the

authority and control of the applicant organization, the certification body can

sample these sites in the audit, but should develop a reasonable sampling plan

to ensure the correct audit of the management system of each site. If the activities

of different sites are fundamentally different, or different sites may have a

significant impact on the management of regional factors, you can not use the

sampling audit method, should be audited one by one to each site.

1.3.2.6 为使现场审核活动能够观察到产品生产或服务活动情况，现场审核应安排在认证

范围覆盖的产品生产或服务活动正常运行时进行。由于产品生产的季节性原因，在每次监

督审核时难以覆盖所有产品的，在认证证书有效期内的监督审核需覆盖认证范围内的所有

产品。

To enable on-site audit activities to observe the product production or service

activities, on-site audits should be arranged to cover the scope of certification

when the product production or service activities are running normally. Due to

seasonal reasons of product production, it is difficult to cover all products in

each supervision and audit, the supervision and audit during the validity of the
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certification certificate needs to cover all products within the scope of

certification.

1.3.3 准备审核工作文件 Prepare audit working papers

1.3.3.1 项目审核项目管理人员为审核组准备必要的工作文件（如：审核记录表单等），

用于审核过程的参考和记录；

Project audit project managers prepare the necessary working documents (e.g.,

audit record forms, etc.) for the audit team for reference and documentation of

the audit process.

1.3.3.2 审核员应结合受审核方的实际情况编制审核计划中的“审核日程安排表”，包括

确定的抽样计划，用于实施审核的提示与参照；

The auditor shall prepare the audit schedule with the actual situation of the

audited party, including the sampling plan for the implementation of the audit

tips and references.

1.3.3.3 审核工作文件，包括其使用后形成的记录，应至少保存到审核结束，在审核结束

后经审核组长整理提交管理系统。审核组成员在任何时候都应当妥善保管涉及保密或知识

产权信息的工作文件。

Audit working documents, including records formed after their use, shall be kept

at least until the end of the audit and submitted to the management system after

the audit is completed and organized by the audit team leader. Audit team members

shall at all times keep working documents involving confidential or intellectual

property information in a safe place.

1.3.4 审核组与受审核方的沟通

Communication between the audit team and the audited party

审核组长负责与受审核方代表建立沟通渠道并与受审核方就审核准备资料、文件、安

全、审核组成员信息、审核行程、接送地址等事宜进行密切沟通联系。必要时审核组长应

请求项目管理员予以协助联系和沟通。
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The audit team leader is responsible for establishing communication channels

with the auditees' representatives and communicating closely with the auditees

regarding audit preparation materials, documentation, security, audit team member

information, audit itinerary, pick-up and drop-off addresses, etc. The audit team

leader shall request the project manager to assist in contact and communication

when necessary.

1.3.5 审核组内部的工作沟通 Work communication within the audit team

1.3.5.1 审核组长向审核组成员分配对特定过程、职能、场所、区域或活动实施审核的职

责。所进行的分配应考虑到所需能力、有效并高效地使用审核员、实习审核员和技术专家

的不同作用和职责，并指导其编制检查记录表，对审核过程进行有效的控制管理，编制完

成审核报告。

The audit team leader assigns responsibilities to audit team members for a specific

process, function, site, area or activity to be audited. The assignment should

take into account the required capabilities, the effective and efficient use of

the different roles and responsibilities of auditors, trainee auditors and

technical experts, and guidance on the preparation of checklists, effective

control management of the audit process, and the preparation of completed audit

reports.

1.3.5.2 审核组中专业审核员或技术专家在审核前应就相关技术专业问题对审核组中其

他成员进行交底和培训，以保证审核组全体审核人员都了解如下内容：Audit team of

professional auditors or technical experts in the audit before the audit should

be related to technical professional issues on the audit team of other members

of the briefing and training to ensure that the audit team of all audit personnel

understand the following.

a 相关法律法规及产品标准等。

Relevant laws and regulations and product standards, etc.
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b 质量管理体系中生产工艺关键过程、特殊过程的控制。

The control of key processes and special processes of production process in

the quality management system.

c 环境管理体系中减少有害环境影响技术及其实际应用；环境因素及环境影响的控制

措施。

Techniques for reducing harmful environmental impacts in environmental

management systems and their practical application; control measures for

environmental factors and environmental impacts.

d 职业健康安全管理体系中减少危害因素影响技术及其实际应用、危害因素分析和控

制措施。

Hazard reduction techniques in occupational health and safety management

systems and their practical application, hazard factor analysis and control

measures.

1.3.5.3 审核实施过程中发生任何的异常情况，如为认证业务范围、规模、特种设备等与

申请时的严重差异等。审核组长应填写《审核组现场审核异常处理单》或《管理体系变更

申请表》。并与受审核方确认后，及时与项目管理员取得联系，按照公司领导的处理意见

进行后续的作业。

Audit implementation process occurs during any abnormalities, such as for the

certification of business scope, scale, special equipment and other serious

differences from the application. Audit team leader should fill out the "audit

team on-site audit exception handling sheet" or "management system change

application form". And after confirming with the audited party, get in touch with

the project manager in time and follow up the operation according to the treatment

opinion of the company leader.

1.4 初次认证审核 Initial certification audit

1.4.1 第一阶段审核 Phase I Audit
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1.4.1.1 第一阶段审核目的是确定受审核方已按标准建立并运作了管理体系，并依此确认

受审核方对审核的准备程度，为公司第二阶段审核的顺利实施作充分的准备工作。

The purpose of the first stage audit is to determine the audited party has

established and operated the management system according to the standard, and to

confirm the readiness of the audited party for the audit, and to make adequate

preparation for the smooth implementation of the second stage audit.

1.4.1.2 第一阶段审核现场和非现场审核的界定。

The first stage of audit on-site and off-site audit is defined.

a 原则上，以下情况必须进行一阶段现场审核：

In principle, the following cases must be the first stage of on-site audit.

——复杂的管理体系，如组织规模、结构及其职能复杂（如集团公司或规模超过 200

人的组织）。

Complex management systems, such as the size of the organization, its structure

and the complexity of its functions (e.g., group companies or organizations larger

than 200 people).

——组织的运作场所及现场复杂，如具有多个临时场所和/或多场所的组织。

The complexity of the organization's operating sites and sites, such as

organizations with multiple temporary sites and/or multiple sites.

——体系覆盖了相当数量的产品/服务范围（认证范围超过四个含以上），或为高复

杂程度的活动和过程；

The system covers a significant number of product/service ranges

( certification scope of more than four inclusive) or is for activities and

processes of high complexity.

——公司新扩展认可后专业领域的第一个认证审核项目。

The first certification audit program in the company's newly expanded area

of expertise after accreditation.
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——经确认属于高风险的认证专业；

Certified specializations that have been identified as high-risk;

——工程建设施工企业质量管理体系认证的初次审核；

Initial audit of the quality management system certification of engineering

and construction enterprises.

——当结合审核时，一阶段现场实施审核的必要条件是结合该产品/服务的过程或活

动和在 QMS、EMS、OHSMS、EnMS、ISMS 领域的风险等级来确定，如该专业在任一领域属于

非有限风险等级的，应进行一阶段的现场审核。

When combined with the audit, the first phase of on-site implementation of

the audit is necessary to determine the process or activity of the product / service

and the risk level in the field of QMS, EMS, OHSMS, EnMS, ISMS, such as the

profession in any of the areas belonging to the non-limited risk level, the first

phase of on-site audits should be conducted.

b 第一阶段为非现场审核的必要条件为审核组有条件可获得第一阶段审核所需的所

有受审核方资料，审核组需与受审核方就第二阶段审核准备情况进行充分电话沟通，确保

审核组可以以非现场的形式进行第一阶段审核，并能够满足第一阶段审核需达到的所有目

的。若审核组实施第一阶段非现场审核后仍无法满足第一阶段审核的所有目的，应立即报

告认证部要求实施第一阶段现场审核。在下列情况，第一阶段审核可以不在申请组织现场

进行：

The first stage for off-site audit of the necessary conditions for the audit

team has the conditions to obtain the first stage of the audit of all the information

required by the audited party, the audit team needs to be fully communicated with

the audited party on the second stage of audit preparation by telephone to ensure

that the audit team can be off-site form of the first stage of the audit, and can

meet the first stage of the audit to achieve all the purposes. If the audit team

to implement the first stage of off-site audit still can not meet all the purposes
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of the first stage of the audit, should immediately report to the Certification

Department to request the implementation of the first stage of on-site audits.

In the following cases, the first stage of the audit can be conducted without the

applicant organization on-site.

——申请组织已获本认证机构颁发的其他认证证书，且处于有效期内，认证机构已对

申请组织管理体系有充分了解。

The applicant organization has already obtained other certification

certificates from this certification body and they are still valid. The

certification body has fully understood the management system of the applicant

organization.

——客户已获得其他经认可的认证机构颁发的相应管理体系的有效认证证书，通过对

于客户文件和资料的审核可以达到第一阶段审核的目的和要求。

The client has already obtained valid certification certificates for the

corresponding management systems issued by other recognized certification bodies.

Through the review of the client's documents and materials, the purpose and

requirements of the first-stage audit can be achieved.

除以上情况之外，第一阶段审核应在申请组织的生产经营或服务现场进行。

In addition to the above, the first phase of the audit should be conducted

at the site of the production operation or service of the applicant organization.

1.4.1.3 第一阶段审核的内容（现场或非现场）

Content of the first phase of the audit (on-site or off-site)

a 文件评审 Document Review

1)文审通常由审核组长进行，也可由组长委托的审核员进行，并填写《文件审查报告》，

以确定文件所述的管理体系与审核准则、现场审核（检查）通知书及企业适用法律法规要

求的符合性。

Document review is usually conducted by the audit team leader, can also be
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commissioned by the team leader of the auditor, and fill out the "document review

report" to determine the document described in the management system and audit

guidelines, site audit (inspection) notice and compliance with the requirements

of applicable laws and regulations of the enterprise.

2)当组长不具备相关专业能力时，组长应与审核员/技术专家参与文审进行沟通。

When the team leader does not have the relevant professional competence, the

team leader should communicate with the auditor / technical experts involved in

the literature review.

3)文审的结果应书面通知受审核方，如存在问题，须按要求告知企业做出采取纠正或

纠正措施。企业应在规定时间内实施纠正或纠正措施并提供纠正证据，经审核组长验证符

合要求后进入现场审核，纠正或纠正措施的证据文件应随审核材料一并交回公司。如企业

未能在审核前对文审提出的问题采取有效纠正或纠正措施，审核组长应及时与公司认证部

沟通：

The results of the document audit shall be notified in writing to the audited

party, such as the existence of problems, shall inform the enterprise to make to

take corrective or corrective measures as required. Enterprises shall implement

corrective or corrective measures and provide corrective evidence within the

specified time, the audit team leader to verify compliance with the requirements

into the site audit, corrective or corrective measures of the evidence file should

be returned to the company along with the audit materials. If the company fails

to take effective corrective or corrective measures for the issues raised in the

text audit before the audit, the audit team leader shall promptly communicate with

the company's certification department.

——结合现场情况，确认申请组织实际情况与质量管理体系文件描述的一致性，特别

是体系文件中描述的产品或服务、部门设置和负责人、生产或服务过程等是否与申请组织

的实际情况相一致,对体系文件补充审核，了解其体系策划的充分性及与审核准则的符合
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性。主要包括：

Combined with the on-site situation, confirm the actual situation of the

applicant organization and the consistency of the quality management system

document description, especially the system document description of the product

or service, department settings and responsible, production or service process

and the actual situation of the applicant organization, the system document

supplementary audit, to understand the adequacy of its system planning and

compliance with the audit guidelines. Mainly include.

——建立了所需的文件体系；

Established the required documentation system.

——阐明了管理体系的实施范围，包括任何的删减及其合理性；

Clarifies the scope of implementation of the management system, including any

deletions and their reasonableness.

——建立了适当的质量、环境、职业健康安全管理方针；

Appropriate quality, environmental, and occupational health and safety

management policies are established.

——制定了相应的质量目标、环境、职业健康安全目标、指标和管理方案；

The corresponding quality objectives, environmental and occupational health

and safety objectives, targets and management programs are established.

——识别和确定了应控制的过程、重要环境因素和不可接受风险，并制定了相应的控

制措施；

The processes, significant environmental factors and unacceptable risks to

be controlled are identified and determined, and corresponding control measures

are developed.

——识别了应遵守的适用法律法规和其他要求；

Identified applicable laws, regulations and other requirements to be complied
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with.

——对管理体系的运行绩效建立了必要的监控机制；

The necessary monitoring mechanisms are in place for the operational

performance of the management system.

——规定了管理体系各职能与层次的相应职责、有关的责任机制和信息交流机制，并

确定了必要的资源能力；

Defines the corresponding responsibilities of each function and level of the

management system, related accountability mechanisms and information exchange

mechanisms, and identifies the necessary resource capabilities.

——规定了对管理体系进行内审和管理评审并持续改进的要求。

Provides requirements for internal audits and management reviews of the

management system and continuous improvement.

——确认申请组织建立的质量管理体系覆盖的活动内容和范围、申请组织的员工人数、

活动过程和场所，遵守相关法律法规及技术标准的情况。审核方的组织机构、职能、产品

/服务、活动和过程等方面的特点。

Confirmation of the content and scope of activities covered by the quality

management system established by the applicant organization, the number of

employees of the applicant organization, the process and location of activities,

compliance with relevant laws and regulations and technical standards. The

characteristics of the audit party's organization, functions, products/services,

activities and processes.

——若为多管理体系的结合审核，审核组应在文件审核的过程中对于企业的一体化程

度进行确认。

If it is an integrated audit of multiple management systems, the audit team

shall verify the enterprise’s integration level during the document review

process.
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b 通过对受审核方运作场所和现场的勘察（可以获得受审核方办公室、主要生产车间、

检测室、设备、仓库等照片），并与主要管理者和相关人员讨论交流了解受审核方组织机

构、职能、产品/服务、活动和过程等方面的特点，特别是管理体系过程的总体策划和实

施情况，以确定受审核方第二阶段审核的准备情况。

Through the audited party's operational premises and site survey (you can get

photos of the audited party's office, main production plant, testing room,

equipment, warehouse, etc.), and discuss and exchange with key managers and

relevant personnel to understand the characteristics of the audited party's

organization, functions, products/services, activities and processes, especially

the overall planning and implementation of the management system process, in order

to determine the readiness of the audited party for the second stage audit.

通过面对面访谈等形式，对认申请组织的最高管理者在 QMS/EMS/OHSMS 中发挥领导作

用的情况进行重点审核，并保留现场图片/音像、审核记录等证明材料。最高管理者不熟

悉组织自身的质量方针、质量目标，未亲自参与并推动 QMS/EMS/OHSMS 实施的，认证审核

应不予通过。

Through face-to-face interviews and other forms, a focused review is conducted

on the leadership role played by the top management of the applicant organization

in the QMS/EMS/OHSMS, and on-site pictures/audio, as well as review records, etc.

are retained as proof materials. If the top management is not familiar with the

organization's own quality policy and quality objectives, and has not personally

participated in and promoted the implementation of the QMS/EMS/OHSMS, the

certification review should not be approved.

c 结合现场情况，审核申请组织有关人员理解和实施标准要求的情况，审查受审核方

理解和实施标准要求的情况，特别是对管理体系的关键绩效或重要的因素、过程、目标和

运作的识别情况。主要包括：

Combined with the on-site situation, the audit application organization of
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the relevant personnel to understand and implement the requirements of the standard,

review the audited party to understand and implement the requirements of the

standard, especially the key performance of the management system or important

factors, processes, objectives and operations of the identification of the

situation. Mainly includes:

——了解受审核方对质量管理过程、环境因素和危险源的识别、评价和管理情况，并

与受审核方共同确认对关键过程、需确认的过程、重要环境影响和重大危险源的关键控制

点、关键限值识别的充分性、适宜性和控制方法的合理性；

Understand the audited party's identification, evaluation and management of

quality management processes, environmental factors and hazards, and work with

the audited party to confirm the adequacy, appropriateness and reasonableness of

control methods for critical control points, critical limits for identification

of key processes, processes to be identified, important environmental impacts and

major hazards.

——了解受审核方的方针、目标、指标与法律法规相关要求的一致性，目标、指标的

可测量性。

Understand the consistency of the audited party's policies, objectives and

targets with the relevant requirements of laws and regulations, and the

measurability of objectives and targets.

d 收集关于受审核方的管理体系范围的必要信息，以及相关的法律法规要求和遵守情

况。主要包括：

Gather the necessary information about the scope of the audited party's

management system, as well as relevant legal and regulatory requirements and

compliance. This includes primarily.

——受审核方文件描述的管理体系范围与现场运行情况的一致性；

Consistency between the scope of the management system described in the audited
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party's documentation and the operation of the site.

——客户的场所 Customer's premises

——使用的过程和设备 Processes and equipment used

——所建立的控制的水平（特别是客户为多场所时）

The level of control established (especially when the customer is multi-site)

——产品、服务和活动范围；The range of products, services and activities.

——组织规模、生产/服务状况、流程、班次安排；

Organizational size, production/service status, processes, shift schedules.

——运作场所及现场的分布、距离及所处区域；

The distribution, distance and area where the operation site and the site are

located.

——动力及上下水管网分布等；

Power and distribution of water and sewage networks, etc..

——管理体系运行中对有关法律法规要求的遵守或执行情况，包括相关法律许可类文

件及其有效性。如营业执照、生产许可证、CCC/UL/CE 等强制性认证证书、QS 证书、卫生

许可证、安全许可证等资质证书；其它与质量、环境和职业健康安全等任何法定的评价、

验收和抽查报告，如环评报告、职业健康安全评价报告、环保/安全验收报告、排污申报

和排污许可证、协议等证明文件；所提供的产品是否属于国家明令淘汰的产品，如高能耗、

高污染、结构落后、安全性差的产品。

Compliance or implementation of relevant legal and regulatory requirements

in the operation of the management system, including relevant legal licensing-type

documents and their validity. Such as business license, production license,

CCC/UL/CE and other compulsory certification, QS certificate, health license,

safety license and other qualification certificates; any other legal evaluation,

acceptance and sampling reports related to quality, environment and occupational

health and safety, such as EIA report, occupational health and safety evaluation
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report, environmental/safety acceptance report, discharge declaration and

discharge permit, agreement and other supporting documents. Whether the products

provided are those explicitly eliminated by the state, such as those with high

energy consumption, high pollution, backward structure and poor safety.

——环境、职业健康安全的主动和被动监测情况；

Active and passive monitoring of environment, occupational health and safety.

——受审核方对适用法律法规的识别及在管理体系中的运用情况，以及合规性评价的

实施情况；

The audited party's identification of applicable laws and regulations and

their application in the management system, as well as the implementation of

compliance evaluation.

——有关违法和投诉记录。Records of relevant violations and complaints.

e 评价质量管理体系运行过程中是否实施了内部审核与管理评审，确认质量管理体系

是否已有效运行并且超过 3个月。受审核方是否策划和实施了内部审核与管理评审。主要

包括：

Evaluate whether internal audits and management reviews have been implemented

during the operation of the quality management system, and confirm whether the

quality management system has been operating effectively and for more than 3 months.

Whether the audited party has planned and implemented internal audits and

management reviews. Mainly includes:

——审查内审和管理评审是否覆盖了管理体系范围活动及管理体系标准要求，结论是

什么？提出了哪些改进要求；

Review whether the internal audit and management review cover the management

system scope activities and management system standard requirements, and what are

the conclusions? What improvement requests were made.

——评价内审和管理评审的策划及实施情况。
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Evaluate the planning and implementation of internal audits and management

reviews.

f 结合管理体系标准或其他规范性文件充分了解客户的管理体系和现场运作，以便为

策划第二阶段审核提供关注点；

Fully understand the client's management system and site operations in

conjunction with management system standards or other regulatory documents in

order to provide focus for planning the second phase of the audit.

g 若为多管理体系的结合审核，在一阶段审核期间，审核组应就 IMS 的一体化程度

进行确认。必要时，需要对审核时间进行调整。

If it is an integrated audit of multiple management systems, the audit team

shall verify the integration level of the IMS during the Stage 1 Audit. If necessary,

the audit duration shall be adjusted.

h 二阶段审核组能力及审核人日配置的需求，二阶段审核的时间、路线安排等

The second phase of the audit team capacity and auditor day configuration

requirements, the second phase of the audit time, route arrangements, etc.

i）不同的管理体系，一阶段审核特别关注的如下：

Different management systems, for the first-stage audit, the following aspects

are given special attention:

对于 QMS,一阶段需要审核：

For QMS, the first stage requires an audit:

——了解认证委托人的情况，包括其活动、产品和服务、设施设备、工艺流程、现场

运作以及适用的质量标准；

Understand the situation of the certification applicant, including their

activities, products and services, facilities and equipment, process flows,

on-site operations, as well as applicable quality standards;

——审核认证委托人理解和实施 GB/T 19001/ISO 9001 标准的情况，特别是对 QMS 关
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键绩效、过程和运行及质量目标识别情况；

Review and assess the understanding and implementation of the GB/T 19001/ISO

9001 standards by the client, particularly regarding the identification of key

performance indicators, processes and operations, as well as quality objectives

of the QMS.

——认证委托人的产品和服务符合质量相关法律法规及强制性标准的情况。

Verify that the products and services of the client comply with relevant

quality laws and regulations as well as mandatory standards.

对于 EMS，一阶段需要审核：

For EMS, the first stage requires an audit:

——了解认证委托人的情况，还应包括重要环境因素及其控制措施、现场运作情况，

适用的环境法律法规和标准；

Understanding the situation of the certification applicant also includes

important environmental factors and their control measures, on-site operation

conditions, applicable environmental laws and regulations, and standards.

——审核认证委托人理解和实施 GB/T 24001/ISO 14001 标准的情况，特别是对重要

环境因素、EMS 关键绩效、过程、环境目标和运作的识别情况；

Review and assess the understanding and implementation of the GB/T 24001/ISO

14001 standards by the client, particularly regarding the identification of

significant environmental factors, EMS key performance indicators, processes,

environmental goals and operations;

——认证委托人的活动、生产和服务符合环境相关法律法规及标准的情况。

Verify the compliance of the client's activities, production and services with

environmental-related laws, regulations and standards.

对于 OHSMS，一阶段需要审核：

For OHSMS, the first stage requires an audit:
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——了解认证委托人的情况，还应包括危险源和 OHSMS 风险及其控制措施(适用于

OHSMS)、生产/服务中使用和贮存的危险材料、现场运作情况，适用的环境法律法规和标

准；

Understanding the situation of the certification applicant also includes

hazard sources and OHSMS risks and their control measures (applicable to OHSMS),

hazardous materials used and stored in the production/service process, on-site

operation conditions, applicable environmental laws, regulations and standards;

——审核认证委托人理解和实施 GB/T 45001/ISO 45001 标准的情况，特别是对主要

危险源和 OHSMS 风险、OHSMS 关键绩效、过程、OHSMS 目标和运作的识别情况；

Review and assess the understanding and implementation of the GB/T 45001/ISO

45001 standard by the client, particularly regarding the identification of major

hazards and OHSMS risks, OHSMS key performance indicators, processes, OHSMS goals

and operations;

——认证委托人在安全生产、职业病防治、消防等方面符合法律法规要求，以及作业

环境满足相关职业卫生标准的情况。

The certification applicant has ensured that in terms of safety production,

occupational disease prevention, fire protection, etc., they comply with the

requirements of relevant laws and regulations, and that the working environment

meets the relevant occupational health standards.

1.4.1.4 结合管理体系覆盖活动的特点识别对管理目标的实现具有重要影响的关键点，并

结合其他因素，科学确定重要审核点、第二阶段现场审核时关注点主要包括：

Combined with the characteristics of management system coverage activities to

identify the key points that have an important impact on the achievement of

management objectives, and combined with other factors, scientific determination

of important audit points, the second phase of on-site audits focus on the main

points include.
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——质量管理体系宜重点关注设计、关键生产/服务、检验、采购过程及生产/服务提

供场所；

It is appropriate for the quality management system to focus on design,

critical production/service, inspection, procurement processes and

production/service delivery sites.

——环境管理体系宜重点关注如动力装置场所、危险化学品仓库、污染物治理设施、

固废堆放场所及其作业现场。

It is appropriate for the environmental management system to focus on sites

such as power plant sites, hazardous chemical warehouses, pollutant management

facilities, solid waste dumps and their operation sites.

——职业健康安全管理体系宜重点关注如：高处作业、铅冶炼、高粉尘作业、机械加

工、压力容器操作、有毒化学品车间、危险化学品仓库和储存罐区等高风险作业场所。

Occupational health and safety management system is appropriate to focus on

such high-risk workplaces as: work at high places, lead smelting, high dust work,

machining, pressure vessel operation, toxic chemical workshops, hazardous

chemical warehouses and storage tank areas, etc.

——一阶段审核重点内容主要审核企业策划的管理体系是否符合要求。

The first phase of the audit focuses on the audit of the enterprise planning

management system is in line with the requirements.

——现场巡视要求：现场巡视应根据现场的平面图和管网图，界定清楚审核的地域范

围，对所界定的范围进行全面巡视。

Site inspection requirements: Site inspection should be based on the site plan

and pipe network map, define a clear geographical scope of the audit, and conduct

a comprehensive inspection of the defined scope.

——与申请组织讨论确定第二阶段审核安排

Discuss with the applicant organization to determine the second stage of review
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arrangements

1.4.1.5 第一阶段审核结束后，审核组应对被审核方的以下内容在《第一阶段审核报告》

中进行阐述，并将书面报告发送客户。内容如下：

After the first stage audit, the audit team should elaborate the following contents

of the audited party in the "First Stage Audit Report" and send the written report

to the customer. The contents are as follows:

a 文件审核的结论；a The conclusion of the document audit.

b 体系运行基本状况；b The basic status of system operation.

c 质量、环境、职业健康安全方针的建立情况；

c The establishment of quality, environment, and occupational health and

safety policy.

d 相应的质量目标、环境、职业健康安全目标、指标和管理方案的建立情况；

d The establishment of corresponding quality objectives, environmental,

occupational health and safety objectives, targets and management programs.

e 是否识别和确定了应控制的过程、重要环境因素、危险源及相关风险，并制定了相

应的控制措施；

e whether the processes, important environmental factors, hazards and related

risks that should be controlled are identified and determined, and the

corresponding control measures are formulated.

f 应遵守的法律法规和其它要求的识别和遵守情况

f the identification and compliance of laws, regulations and other

requirements to be observed

g 是否对管理体系的运行绩效建立了必要的监控机制；

g whether the necessary monitoring mechanisms have been established for the

performance of the management system

h 管理体系各个职能与层次的相应职责、有关的责任机制和信息交流机制的建立情况，
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是否确定了必要的资源能力；

h the corresponding responsibilities of each function and level of the

management system, the establishment of the relevant accountability mechanisms

and information exchange mechanisms, and whether the necessary resource capacity

is determined

i 管理体系内审和管理评审是否已实施；

i whether the internal audit and management review of the management system

have been implemented.

j 目前的主要问题及是否具备第二阶段审核的条件。

j The current main issues and whether the conditions for the second stage audit

are available.

1.4.1.6 第一阶段审核的后续工作 Follow-up to the first stage of the audit

a 审核组应将第一阶段审核情况形成书面文件告知申请组织。对在第二阶段审核中可

能被判定为不符合项的重要关键点，要及时提醒申请组织特别关注。第一阶段审核发现不

符合项的，应全部纠正完成后（需有相应的证明材料），方可继续进行第二阶段审核；

The audit team shall inform the applicant organization of the first stage of

the audit in writing. In the second phase of the audit may be determined as a

non-conformity of the important key points, the applicant organization should be

reminded in a timely manner to pay special attention. The first stage of the audit

found non-conformity, should be all corrected after completion (need to have the

corresponding supporting materials), before continuing the second stage of the

audit.

b 第一阶段审核完成后，应对受审核方的管理体系进行评价，审核组长负责完成并提

交《第一阶段审核检查表》和《第一阶段审核报告》；

After the completion of the first stage audit, the management system of the

audited party should be evaluated, and the audit team leader is responsible for
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completing and submitting the "First Stage Audit Checklist" and "First Stage Audit

Report".

c 审核组长确认一阶段问题已整改关闭后，应经认证部批准后，由审核项目管理人员

下达二阶段的现场审核任务；如被审核方仍然存在不符合（特别是不满足法规要求、监测

不达标）情况时，不能进入二阶段现场审核；

The audit team leader confirmed that the first stage of the problem has been

rectified and closed, should be approved by the Ministry of Certification, the

audit project management staff issued the second stage of the on-site audit tasks;

if the audited party still does not meet (in particular, does not meet regulatory

requirements, monitoring does not meet the standards), can not enter the second

stage of on-site audit.

d 第一阶段审核和第二阶段审核应安排适宜的间隔时间，使申请组织有充分的时间解

决第一阶段中发现的问题。 一二阶段应至少间隔 5 天，最长应不超过 6 个月，若需要更

长的时间间隔应重新进行一次一阶段审核。

The first stage review and the second stage review should be scheduled with

an appropriate interval to allow the applicant organization sufficient time to

address the issues identified in the first stage. The two stages should be at least

5 days apart and no longer than 6 months. If a longer interval is required, a new

first stage review should be conducted.

e 如发生影响管理体系的重要变更，如范围变更、企业搬迁或其他重大变化，认证部

应策划重新安排一阶段审核。审核组应告知客户一阶段的结果有可能导致推迟或取消二阶

段。

In the event of important changes affecting the management system, such as

scope changes, corporate relocation or other significant changes, the

Certification Department shall plan to reschedule the Phase I audit. The audit

team shall inform the customer that the results of Phase I may result in the
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postponement or cancellation of Phase II.

1.4.2 第二阶段现场审核 The second stage of on-site audit

1.4.2.1 审核目的：评价受审核方管理体系的实施情况，包括有效性。

Audit purpose: To evaluate the implementation of the audited party's management

system, including effectiveness.

1.4.2.2 审核要求 Audit Requirements

a 第二阶段审核应依据标准的要求并基于第一阶段审核的结果，对受审核方的管理体

系进行全面的符合性、适宜性和有效性评价。

The second phase of the audit should be based on the requirements of the

standard and based on the results of the first phase of the audit, the audited

party's management system for a comprehensive evaluation of compliance,

suitability and effectiveness.

b 第二阶段审核时可采用一阶段收集到的信息，并对管理体系进行深入现场审核。

The second phase of the audit can use the information collected in the first

phase and conduct an in-depth on-site audit of the management system.

c 为确保审核的有效性，公司要求第二阶段审核是审核员不得有过多时间制作审核检

查记录和会议。

To ensure the effectiveness of the audit, the company requires that the second

stage of the audit is the auditor shall not have too much time to produce audit

inspection records and meetings.

1.4.2.3 第二阶段审核应在受审核方的现场进行，并至少覆盖以下方面：

Phase II audits should be conducted at the audited party's site and cover at least

the following areas：

a 在第一阶段审核中识别的重要审核点的监视、测量、报告和评审记录的完整性和有

效性；

The completeness and validity of the monitoring, measurement, reporting and
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review records of the critical audit points identified in the first phase of the

audit.

b 为实现总管理目标而建立的各层级目标是否具体、是否有针对性、是否可测量并且

可实现；

Whether the objectives established at each level to achieve the overall

management objectives are specific, focused, measurable and achievable.

c 对管理体系覆盖的各过程和活动的管理及控制情况；

The management and control of the processes and activities covered by the

management system.

d 企业实际工作记录是否真实；

Whether the actual work records of the enterprise are true.

e 企业的内部审核和管理评审是否有效；

The effectiveness of the company's internal audits and management reviews.

f 基于受审核方的管理职责；

Based on the management responsibilities of the audited party.

g 企业管理体系和绩效中与遵守法律法规有关的方面。

Aspects of corporate management systems and performance related to compliance

with laws and regulations.

h 规范性要求、方针、绩效目标和指标（与适用的管理体系标准或其他规范性文件的

期望一致）、适用的法律要求、职责、人员能力、运作、程序、绩效数据和内部审核发现

及结论之间的关系.

Relationship between normative requirements, policies, performance

objectives and targets (consistent with the expectations of applicable management

system standards or other normative documents), applicable legal requirements,

responsibilities, personnel competencies, operations, procedures, performance

data and internal audit findings and conclusions.
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i 当实施 EMS 现场审核时，应对以下情况予以特别关注：

When implementing EMS on-site audits, special attention should be paid to the

following situations.

1)若受审核方有晚班作业时，审核员应策划对夜班的审核，在审核夜班时应针对夜班

作业过程中产生的所有环境因素进行审核，特别是针对夜班的环境目标比白班环境目标控

制严格的环境因素受审核方的具体控制控制措施的审核。

If the audited party has a night shift, the auditor should plan the audit of

the night shift, in the audit of the night shift, all environmental factors

generated during the night shift should be audited, especially for the

environmental objectives of the night shift than the environmental objectives of

the day shift control of environmental factors audited party's specific control

control measures.

2)在实施现场审核过程中，审核员应对应急控制予以充分审核，应对受审核方各班次、

各部门、各区域所识别的应急情况进行审核，并需审核各班次、各部门、各区域应急控制

的作业人员，审核受审核方应急情况识别的充分性。确认受审核方是否识别了所有可能发

生的紧急情况（如夜班生产、临时施工等），对紧急情况是否制定了应急预案，对应急预

案是否进行了演习、评审和培训，审核各区域是否配备了相关的应急物资，对应急物资的

管理情况是否适当，当应急预案被评审为不满足要求时，审核受审核方是否采取了纠正措

施等。

During the implementation of the on-site audit, the auditor shall fully audit

the emergency control, and shall audit the emergency situation identified by each

shift, department and area of the audited party, and shall audit the operators

of each shift, department and area of the emergency control, and audit the adequacy

of the emergency situation identified by the audited party. Confirm whether the

audited party has identified all possible emergencies (such as night shift

production, temporary construction, etc.), whether emergency plans have been
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formulated for emergencies, whether drills, reviews and training have been

conducted for emergency plans, whether each area is equipped with relevant

emergency materials, whether the management of emergency materials is appropriate,

and whether the audited party has taken the following measures when the emergency

plans are evaluated as not meeting the requirements When the emergency plan is

evaluated as not meeting the requirements, the audited party takes corrective

measures, etc.

3)审核过程中应确认审核边界。如客户提出区域内某一场所不在认证范围内，需进行

充分取证，如书面的租赁协议等。对于审核边界外的周边，应考虑相关方影响，如固废和

能源消耗。

The audit process should confirm the audit boundary. If the customer proposes

that a site in the area is not within the scope of certification, sufficient

evidence, such as a written lease agreement, is required. For the audit boundary

outside the perimeter, the impact of related parties should be considered, such

as solid waste and energy consumption.

审核过程应充分追踪确认审核证据，不能停留在表面。如企业提出并已见生活垃圾由

物业处理，需通过其他方式确认生活垃圾的最终符合环境要求的处理途径，如查看合同约

定，物业管理规定等。

The audit process should be fully tracked to confirm the audit evidence and

not stay on the surface. If the company proposes and has seen the domestic waste

disposed by the property, it is necessary to confirm the final environmental

requirements of the domestic waste disposal path by other means, such as checking

the contractual agreement, property management regulations, etc.

j 当实施 QMS 现场审核时，应对以下情况予以特别关注：

When implementing QMS on-site audits, special attention should be paid to the

following situations：
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如受审核方申请删减设计，审核员应策划对设计删减的审核。确认 8.3 是否删减应根

据企业文件范围，依据生产现场实际有无设计职能和责任进行判定。删减不影响组织提供

满足顾客要求和适用法律法规要求的产品的能力或责任，否则不能删减。根据客户要求修

改已定型产品作为设计过程。

If the audited party applies for design deletion, the auditor shall plan the

audit of design deletion. Confirmation 8.3 whether to delete should be based on

the scope of corporate documents, based on the actual availability of design

functions and responsibilities at the production site to determine. Deletion does

not affect the organization's ability or responsibility to provide products that

meet customer requirements and the requirements of applicable laws and regulations,

otherwise, no deletion. Modification of a finalized product according to customer

requirements as a design process.

h 对领导层的审核，应确保最高管理者参与。不能以完全审核管代或其他授权人取代

对领导层的审核。应采取面对面沟通的方式对客户的最高管理层进行审核。

The audit of the leadership should ensure the participation of the top

management. The audit of the leadership cannot be replaced by a complete audit

of the management or by any other authorized person. The top management of the

client should be audited through face-to-face communication.

1.4.2.4 第二阶段现场审核及审核的后续活动的实施：

Implementation of the second phase of on-site audit and follow-up activities of

the audit.

a 首次会议 First Meeting

首次会议由审核组长主持召开，与受审核方的最高管理者、管理层、主要职能部门负

责人、职业健康安全管理体系还需 OHSMS 法律责任的管理者、OHSMS 相关职能部门负责人、

负责监视员工健康的人员、OHSMS 员工代表召开正式的首次会议，时间一般应控制在 0.5

小时。首次会议参加人员应在《首/末次会议签到表》签名，并保留图片/音像证明材料。
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申请组织的最高管理者不能参加首次会议的，应有获得书面授权的其他高级管理层成员参

会，审核组应记录最高管理者缺席理由。

The first meeting was chaired by the audit team leader. The meeting was held

with the top management, management personnel, heads of key functional departments,

managers responsible for occupational health and safety management system and

their legal liabilities, heads of relevant functional departments of the

occupational health and safety management system, personnel responsible for

monitoring employees' health, and employee representatives of the occupational

health and safety management system. It was a formal first meeting, and the duration

was generally controlled within 0.5 hours. The participants of the first meeting

should sign in the "First/Last Meeting Sign-in Sheet" and keep photographic or

audio-visual proof materials. If the top management of the applying organization

cannot attend the first meeting, other senior management members with written

authorization should attend, and the audit team should record the reasons for the

top management's absence.

会议目的是简要解释将如何进行审核活动，并应包括下列内容：

The purpose of the meeting is to briefly explain how the auditing activities

will be conducted, and it should include the following contents:

1) 介绍参会人员，包括简要介绍其角色。

1) Introduce the participants, including a brief description of their roles.

2)确认认证范围。

2)Confirmation of the scope of the certification.

3)确认审核计划（包括审核类型、范围、目的和准则）及其变化，以及与受审核方的

其他相关安排，例如末次会议日期和时间，审核期间审核组与受审核方管理层会议日期和

时间；

3) Confirmation of the audit plan (including audit type, scope, purpose and
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guidelines) and its changes, as well as other relevant arrangements with the

audited party, such as the date and time of the final meeting, the date and time

of the meeting between the audit team and the management of the audited party during

the audit.

4)确认审核组与受审核方之间的正式沟通渠道。

4) Confirmation of formal communication channels between the audit team and

the audited party.

5)确认审核组可获得所需的资源和设施。

5) Confirm that the audit team has access to the required resources and

facilities.

6)确认与保密有关的事宜。

6) Confirmation of matters related to confidentiality.

7)确认适用于审核组的相关的工作安全、应急和安保程序。

7) Confirmation of relevant work safety, emergency and security procedures

applicable to the audit team.

8)确认可得到向导和观察员及其角色和身份。

8) Confirmation of the availability of guides and observers and their roles

and identities.

9)报告的方法，包括审核发现的任何分级。

9)The method of reporting, including any grading found by the audit.

10)说明可能提前终止审核的条件。

10) Description of the conditions under which the audit may be terminated

early.

11)确认审核组长和审核组代表公司对审核负责，并应控制审核计划的执行。

11) Confirm that the audit team leader and audit team are responsible for the

audit on behalf of the company and should control the execution of the audit plan.
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12)确认以往评审或审核的发现的状态（如对一阶段审核、上次监督审核）。

12) Confirm the status of findings from previous reviews or audits (e.g., for

a phase audit, last surveillance audit).

13)基于抽样实施审核的方法和程序。

13) The methods and procedures for implementing audits based on sampling.

14)确认审核中使用的语言。

14) Confirmation of the language used in the audit.

15)确认在审核中将告知受审核方审核进程及任何关注点。

15) Confirm that the audited party will be informed of the audit process and

any concerns during the audit.

16)让受审核方代表提问。

16) Allow the auditees' representatives to ask questions.

b 为审核组配备向导。Provide guides for the audit team

c 现场收集审核证据。审核员可采用以下方法收集证据：

c On-site collection of audit evidence. Auditors can use the following methods

to collect evidence.

——利用提问和听取谈话收集证据。

--The use of questions and listening to conversations to collect evidence.

——利用审查文件、资料、记录收集证据。

--- Using the review of documents, information, records to collect evidence.

——利用观察生产、工作活动和情况收集证据。

--- The use of observation of production, work activities and situations to

collect evidence.

——利用抽取已有的测试结果进行重新测试收集证据。

--The use of extracting existing test results for retesting to collect

evidence.
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d 审核员应采取客观、公正的态度随机抽样，坚决杜绝送样，保证抽样具有代表性。

Auditors should take an objective and impartial attitude to random sampling,

and firmly eliminate the delivery of samples to ensure that the sampling is

representative.

——多场所审核的场所抽样要求，依据《多场所认证管理要求》实施审核。

Multi-site audit of site sampling requirements, based on "multi-site

certification management requirements" to implement the audit.

——监视测量设备审核抽样要求：按受审核方申请提供的最新监视测量设备清单（有

经受审核方盖章签字确认）。属于强制检定目录的监视测量设备和用于最终成品检验的监

视测量设备需 100%检定；仅用于进料、制程、非强制检定的监视测量设备按照以下表格的

抽样方法实施抽样，抽样时需覆盖各种不同类型监视测量设备,不可避重就轻。强检范围

为：《中华人民共和国强制检定的工作计量器具检定管理办法》中列出用于贸易结算、安

全防护、医疗卫生、环境监测；各辖区企业强检的范围，依据当地的计量监督管理办法予

以实施。

Monitoring and measuring equipment audit sampling requirements: the latest

list of monitoring and measuring equipment provided by the audited party

application (with the signature confirmed by the audited party seal). The

monitoring and measuring equipment belonging to the compulsory inspection catalog

and the monitoring and measuring equipment used for final product inspection should

be 100% certified; the monitoring and measuring equipment only used for feeding,

process, non-compulsory certification should be sampled according to the sampling

method in the following table, and the sampling should cover different types of

monitoring and measuring equipment, not to avoid the heavy. The scope of mandatory

inspection for: "the People's Republic of China mandatory inspection of work

measuring instruments calibration management measures" listed for trade

settlement, safety and protection, medical and health, environmental monitoring;
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the scope of mandatory inspection of enterprises in each jurisdiction, according

to the local measurement supervision and management measures to be implemented.

名 称

Name

样本总数

Total number

of samples

抽样方法

Sampling Method

强制检定监视测量设备

Mandatory testing of

monitoring and measuring

equipment

任何数量

Any amount

100%全检

100% full inspection

成品检验监视测量设备Finished

product inspection monitoring

and measuring equipment

任何数量

Any amount

100%全检

100% full inspection

其他监视测量设备

Other monitoring and

measuring equipment

任何数量

Any amount

20%当样本量少于 5个时，需至少抽取 1

个样本。

20% When the sample size is less than

5, at least 1 sample needs to be

taken.

——特种设备审核抽样方案：按受审核方申请提供的最新特种设备清单（有经受审核

方盖章签字确认），受审核方应对所有特种设备按规定实施登记备案和定期检定，审核员

现场审核时数量小于等于 20 件时需 50%随机检查符合性，当大于 20 件时在抽取 10 件的基

础上需另随机抽取超出 20 件部分的 20%。具体见以下表格：

Special equipment audit sampling program: According to the latest list of

special equipment provided by the audited party application (with the signature

of the audited party to confirm the seal), the audited party shall implement the

registration and periodic inspection of all special equipment in accordance with

the provisions, the auditor on-site audit when the number of less than or equal

to 20 pieces need to 50% randomly check compliance, when greater than 20 pieces

in the extraction of 10 pieces on the basis of another random sampling beyond 20

pieces 20% of the part. Specifically, see the following table.
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样本总数 Total number of samples 抽样方法 Sampling Method

小于等于 20 件

Less than or equal to 20 pieces

50%

当样本量少于 5个时需全检

When the sample size is less than 5, the whole

test is required

大于 20 件

More than 20 pieces

10+（总数-20）*20%

10+(Total - 20)*20%

e 审核组长必要时在审核组成员之间重新分配工作，并定期将审核进程及任何关注告

知受审核方。当可获得的审核证据显示审核目的无法实现，或显示存在紧急和重大的风险

时，审核组长应向受审核方和公司认证部报告这一情况，以确定适当的行动。该行动可以

包括重新确认或修改审核计划，改变审核目的或审核范围，或者终止审核。审核组长应向

公司认证部报告所采取行动的结果。如果在现场审核活动的进行中发现重要的信息发生改

变：如申请人数、被审核方名称、地址、认证范围所覆盖的产品等。审核组长应与受审核

方确认并填写《管理体系变更申请表》提交公司项目管理人员对变更内容评审后决定采取

的相应的措施并告知审核组长。

e The audit team leader redistributes work among audit team members as

necessary and regularly informs the audited party of the audit process and any

concerns. When available audit evidence indicates that the purpose of the audit

cannot be achieved or indicates that there is an urgent and significant risk, the

Audit Team Leader shall report the situation to the auditees and the Corporate

Certification Department to determine the appropriate action. The action may

include reconfirming or revising the audit plan, changing the purpose or scope

of the audit, or terminating the audit. The audit team leader shall report the

results of the action taken to the company's Certification Department. If the site

audit activities are conducted in the discovery of important information has

changed: such as the number of applicants, the name of the audited party, address,

the scope of certification covered by the product. The audit team leader should

confirm with the audited party and fill out the "management system change
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application form" to submit the company's project management staff to review the

content of the changes decided to take the appropriate measures and inform the

audit team leader.

f 审核员在收集证据过程中，应互相合作，互通信息，正确对待和妥善处理各种情况，

保证审核工作顺利进行。

Auditors in the process of collecting evidence, should cooperate with each

other, exchange information, correctly treat and properly deal with various

situations to ensure the smooth conduct of the audit.

g 审核组应对审核发现进行分析，确认不符合事实，开具不符合报告，不符合项的性

质分强制性不符合项（分一般不符合和严重不符合），推荐性不符合项（即观察不符合）；

不符合项应以客观事实为基础，以审核准则为依据，经审核组充分讨论和受审核方确认。

The audit team should analyze the audit findings, confirm the fact of

non-conformity, issue a non-conformity report, the nature of non-conformity into

mandatory non-conformity (divided into general non-conformity and serious

non-conformity), the recommended non-conformity (i.e., observation of

non-conformity); non-conformity should be based on objective facts, based on the

audit guidelines, fully discussed by the audit team and confirmed by the audited

party.

1）强制不符合项的定义：出现下列情况之一者即构成强制性不符合项。

Definition of mandatory nonconformity: one of the following conditions

constitutes a mandatory nonconformity.

——未能满足管理体系标准的一项或多项要求；或

Failure to meet one or more of the requirements of the management system

standard; or

——对受审核方管理体系实现预期结果的能力产生重大怀疑的情况；

Significant doubts about the ability of the audited party's management system



General Certification

Audit Management

Procedure

LianMing Certification
Co.,Ltd.

Document No. QG/OKC0803-2023

Issue No. 3rd

Revision No. 4

48

to achieve the desired results.

2）推荐性不符合项定义：出现下列情况之一者即构成推荐性不符合项。

Definition of recommended non-conformity: One of the following conditions

constitutes a recommended non-conformity.

——潜在的不符合，但在审核时没有客观证据证明其为不符合。

Potential non-conformity, but no objective evidence of non-conformity at the

time of the audit.

3）强制性不符合分为严重不符合项和一般不符合项，无论客户纠正时限的长短，均

须严格按照以下整改时限进行整改：

Mandatory non-conformity is divided into serious non-conformity and general

non-conformity, regardless of the length of the customer correction time frame,

must be strictly in accordance with the following correction time frame to rectify.

严重不符合：受审核方已发生重大的产品质量/环境/职业健康安全/信息安全、能源

管理事故或事故的隐患，或发现受审核方存在违反国家法律法规，或受审核方对审核活动

不予配合导致审核活动无法进行，或体系存在重大缺陷不符合认证标准要求等情况。审核

组应立即通知公司项目管理员，并得到认证部经理批准后终止现场审核活动，审核组向受

审核方开具不符合项报告（严重），现场审核不予通过。严重不符合项的整改周期为现场

审核结束日起 90 日内受审核方提交原因分析和纠正/纠正措施向公司申请，待受审核方全

部纠正完毕后申请重新实施现场审核。

Serious non-conformity: the audited party has occurred a major product quality

/ environment / occupational health and safety / information security, energy

management accidents or accidents of the potential, or found that the audited party

has violated national laws and regulations, or the audited party does not cooperate

with the audit activities resulting in audit activities can not be carried out,

or the system has significant defects do not meet the requirements of the

certification standards and other circumstances. The audit team shall immediately
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notify the company's project manager, and get the approval of the certification

manager to terminate the on-site audit activities, the audit team to the audited

party issued a non-conformity report (serious), the on-site audit will not pass.

The rectification cycle of serious non-conformity is 90 days from the end of the

on-site audit, the audited party submits the cause analysis and corrective /

corrective measures to the company to apply for re-implementation of the on-site

audit after the audited party is fully corrected.

一般不符合项：除上述严重不符合事实外，均为一般不符合项。审核组向受审核方开

具不符合项报告，一般不符合项的整改周期为现场审核结束日起 90 日内，受审核方提交

对原因分析和纠正/纠正措施，经审核组长书面验证通过后方可推荐认证注册，超期或受

审核方的整改及措施没有得到审核组书面验证合格的，审核组将不予推荐受审核方认证注

册。

General non-conformities: In addition to the above serious non-conformities,

are general non-conformities. Audit team to the audited party issued a

non-conformity report, the general non-conformity of the rectification cycle for

the end of the on-site audit within 90 days, the audited party to submit to the

cause of the analysis and corrective / corrective measures, the audit team leader

to verify in writing before recommending the certification of registration, after

the deadline or the audited party's rectification and measures are not qualified

by the audit team in writing, the audit team will not recommend the audited party

certification registration.

信息也需要写入审核检查记录中和审核报告中。属于不符合的审核发现不应作为改进

机会予以记录。审核员应避免提示客户不符合的原因或解决方法。

Information also needs to be written in the audit inspection record and in

the audit report. Audit findings that are non-conformances should not be recorded

as opportunities for improvement. The auditor should avoid prompting the customer
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for the cause or solution of the nonconformance.

注：在审核中发现认证委托人存在任何不满足适用的环境/职业健康安全相关法律法

规要求，属于 EMS/OHSMS 运行存在缺陷，应开具不符合。

Note: During the review process, if it is found that the certification

applicant fails to meet the requirements of any applicable

environmental/occupational health and safety-related laws and regulations, it

indicates a defect in the EMS/OHSMS operation, and a non-compliance report should

be issued.

h 审核组内沟通会： Communication meeting within the audit team.

在末次会议前，审核组长按照审核计划安排组织审核组成员进行内部沟通会议，沟通

交流审核进展、与受审核方的信息等状况。沟通会议内容主要包括编制《不符合项报告》、

收集和核实审核检查记录、综合判断管理体系的有效性、准备审核报告。

Before the last meeting, the audit team leader organizes internal

communication meeting for audit team members according to the audit plan

arrangement to communicate and exchange audit progress, information with the

audited party and other status. The content of the communication meeting mainly

includes the preparation of "non-conformity report", collection and verification

of audit inspection records, comprehensive judgment of the effectiveness of the

management system, and preparation of audit reports.

i 准备审核结论 i Prepare audit conclusions

在末次会议前，审核组长应解决审核组与受审核方之间关于审核证据或审核发现的任

何分歧意见，未解决的分歧点应记录。审核组应：

Prior to the final meeting, the audit team leader shall resolve any

disagreements between the audit team and the audited party regarding audit evidence

or audit findings, and unresolved points of disagreement shall be recorded. The

audit team shal：
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1）对照审核目的审查审核发现和审核中收集的任何其他适用的信息。

1) Review the audit findings and any other applicable information gathered

during the audit against the audit objectives.

2）考虑审核过程中内在的不确定性，就审核结论达成一致。

2) Consider the uncertainties inherent in the audit process and reach agreement

on the audit conclusions.

3）确定任何必要的跟踪活动。

(3) determine any necessary follow-up activities.

4）确认审核方案的适宜性，或识别任何所需要的修改（例如范围、审核时间或日期、

监督频次、能力）。

(4) Confirm the appropriateness of the audit program or identify any needed

modifications (e.g., scope, audit time or date, frequency of monitoring,

competency).

j 与受审核方的交流会 Communication sessions with audited parties

在末次会议前，审核组长代表审核组与受审核方代表（最高管理层）在审核结束后与

管理层交流审核情况，审核组应向受审核方管理层报告审核主要发现（包括正面的）、审

核结论和提出不符合，提交给客户书面的不符合项报告。同时审核组长应给予受审核方提

出问题的机会。以确保证据准确且不符合得到理解，与审核组的任何分歧意见得到解释和

澄清。审核组长应记录任何未解决的分歧意见并提交公司。

Before the final meeting, the audit team leader represents the audit team and

the audited party's representative (top management) to communicate with the

management after the audit. The audit team shall report the audit main findings

(including positive ones), audit conclusions and raise non-conformities to the

audited party's management and submit a written non-conformity report to the

customer. The audit team leader should also give the audited party the opportunity

to ask questions. This is to ensure that the evidence is accurate and the



General Certification

Audit Management

Procedure

LianMing Certification
Co.,Ltd.

Document No. QG/OKC0803-2023

Issue No. 3rd

Revision No. 4

52

non-conformity is understood, and that any disagreements with the audit team are

explained and clarified. The audit team leader shall document any unresolved

disagreements and submit them to the company.

k 末次会议 Final Meeting

审核组应与受审核方的最高管理者、管理层、部门的负责人、职业健康安全管理体系

还需 OHSMS 法律责任的管理者、OHSMS 相关职能部门负责人、负责监视员工健康的人员、

OHSMS 员工代表召开一个末次会议。在末次会中所有参加会议人员须在《首/末次会议签

到表》签到，保留图片/音像证明材料。申请组织的最高管理者不能参加末次会议的，应

有获得书面授权的其他高级管理层成员参会，审核组应记录最高管理者缺席理由。末次会

议时间一般控制在 0.5 小时。末次会议包括下列内容：

The audit team should hold a final meeting with the top management, management

personnel, department heads, managers responsible for OHSMS legal liabilities,

heads of relevant OHSMS functional departments, personnel responsible for

monitoring employee health, OHSMS employee representatives of the audited party.

All participants at the final meeting must sign in on the "Initial/End Meeting

Sign-in Sheet" and retain photographic/audio evidence materials. If the top

management of the applying organization cannot attend the final meeting, another

senior management member with written authorization should attend, and the audit

team should record the reason for the top management's absence. The duration of

the final meeting is generally controlled at 0.5 hours. The final meeting includes

the following contents:

1）向受审核方说明所收集的审核证据基于对信息的抽样，因而会有一定的不确定性；

1) Explanation to the audited party that the collected audit evidence is based

on a sampling of information and thus subject to some uncertainty.

2）进行报告的方法和时间表，包括审核发现的任何分级；

2) The methodology and timeline for conducting the report, including any
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grading found by the audit.

3）确认企业已收到书面的不符合项报告；

3) confirmation that the company has received a written report of

non-conformities.

4）审核组、公司处理不符合的过程；

4) the process by which the audit team, the company, deals with the

non-conformity.

5）受审核方为审核中发现的任何不符合的纠正和纠正措施提出计划的时间表；

(5) the audited party for the audit of any non-conformities found in the

corrective and corrective actions proposed plan schedule.

6）认证机构在审核后的活动；

6) the activities of the certification body after the audit.

7）说明投诉处理过程和申诉过程。

(7) Description of the complaint handling process and the complaint process.

l 审核报告编制 Audit report preparation

公司于每次审核结束认证决定完成后向客户邮寄书面审核报告。公司享有对审核报告

的所有权。审核组可以识别改进机会，但不应提出具体解决办法的建议。

The company mails a written audit report to the client at the end of each audit

after the certification decision is completed. The company has ownership of the

audit report. The audit team may identify opportunities for improvement, but shall

not recommend specific solutions.

审核组长负责审核报告编制并对审核报告内容负责。审核报告要求准确、简明和清晰

的记录，以便为公司认证决定提供充分的信息，审核报告至少包括或引用下列内容：

The audit team leader is responsible for the preparation of the audit report

and is accountable for the content of the audit report. Audit report requires

accurate, concise and clear records in order to provide adequate information for
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the company's certification decision, the audit report includes or references to

at least the following.

1）注明认证机构。

1) Indicate the certification body.

2）受审核方的名称和地址及其管理者代表。

2) the name and address of the audited party and its manager representative.

3）审核的类型（例如初次、监督或再认证审核）。

3) the type of audit (such as initial, supervisory or recertification audit).

4）审核准则。

4) audit guidelines.

5）审核目的。

5) The purpose of the audit.

6）审核范围，特别是标识出所审核的组织或职能单元或过程，以及审核时间；

6) The scope of the audit, in particular, identifies the organization or

functional unit or process audited, and the audit time.

7）任何偏离审核计划的情况及其理由；

7) Any deviations from the audit plan and the reasons for them.

8）任何影响审核方案的重要事项；

8) Any significant matters affecting the audit program.

9）注明审核组长、审核组成员及其个人注册信息，以及任何与审核组同行的人员；

9) An indication of the audit team leader, the audit team members and their

individual registration information, and any personnel who will travel with the

audit team.

10）（现场或非现场）审核活动的实施日期和地点。

10) The date and location of the (on-site or off-site) audit activities to

be performed.
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11）应叙述审核工作情况，按与审核类型的要求一致的审核要求逐项就审核证据、审

核发现和审核结论进行详细描述，重点反映认证委托人重要环境因素识别与控制情况、主

要危险源和 OHSMS 风险识别与控制情况、内部审核和管理评审的过程、所取得的环境/职

业健康安全绩效，对目标实现情况的评价，应同时叙述测量方法；

11)The review work situation should be described. According to the

requirements of the specific review type, detailed descriptions should be provided

for each item regarding the review evidence, review findings, and review

conclusions. The focus should be on reflecting the identification and control of

important environmental factors by the certification applicant, the main hazards

and OHSMS risk identification and control situations, the processes of internal

reviews and management reviews, the achieved environmental/occupational health

and safety performance, the evaluation of the achievement of goals, and the

measurement methods should also be described simultaneously.

12）如有时，在上次审核后发生的影响客户管理体系的重要变更；

12) If sometimes, important changes affecting the customer's management system

that have occurred since the last audit.

13）识别出的不符合项。不符合项的表述，应基于客观证据和审核依据，用写实的方

法准确、具体、清晰描述，易于被申请组织理解。不得用概念化的、不确定的、含糊的语

言表述不符合项；

13) Non-conformities identified. The expression of the nonconformity should

be based on objective evidence and audit basis, using a realistic method of accurate,

specific, clear description, easy to be understood by the applicant organization.

Shall not use conceptualized, uncertain, vague language to express non-conformity.

14）已识别出的任何未解决的问题；

14) Any unresolved issues that have been identified.

15）适用时，是否为结合、联合或一体化审核；
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15) Whether the audit is a combined, joint, or integrated audit, when

applicable.

16）说明审核基于对可获得信息的抽样过程的免责声明；

16) A statement that the audit is based on a disclaimer of responsibility for

the sampling process for which information is available.

17）适用时，接受审核的客户对认证文件和标志的使用进行着有效的控制；

17) when applicable, the customer under audit has effective control over the

use of certification documents and marks.

18）适用时，对以前不符合采取的纠正措施有效性的验证情况。

18) when applicable, the validation of the effectiveness of corrective

measures taken for previous non-conformities.

19）审核组对是否通过认证的意见建议

19) the audit team's opinion on whether to pass the certification

recommendations

20）与环境/职业健康安全相关的行政处罚和认证委托人发生的突发环境事件/职业健

康安全事故及职业病情况，及相关原因分析和整改措施的有效性（适用时）。

20) Environmental/occupational health and safety-related administrative

penalties and incidents involving the client of the certification agency, as well

as sudden environmental incidents/occupational health accidents and occupational

diseases that occurred, along with the analysis of the causes and the effectiveness

of the corrective measures (if applicable).

审核报告还应包含：The audit report should also contain.

1) 关于管理体系符合性与有效性的声明以及对下列方面相关证据的总结：

1) a statement of the conformity and effectiveness of the management system

and a summary of the evidence related to.

——管理体系满足适用要求和实现预期结果的能力；
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-- the ability of the management system to meet applicable requirements and

achieve expected results.

—— 内部审核和管理评审的过程；

-- the process of internal audits and management reviews.

2) 对认证范围适宜性的结论；

2) A conclusion on the suitability of the scope of certification.

3) 确认是否达到审核目的。

3) confirmation of whether the audit objectives are met.

m) 不符合项关闭 Non-conformity closure

审核组应在末次会议上要求客户在规定期限内（一般在现场审核结束后１个月内，最

长不得超过 90 天）分析原因，并说明为消除不符合已采取或拟采取的纠正和纠正措施。

The audit team shall require the customer in the final meeting within the

specified period (generally within one month after the end of on-site audit, and

the longest shall not exceed 90 days) to analyze the reasons and explain the

corrective and corrective measures taken or to be taken to eliminate

non-conformities.

审核组应于客户在规定期限内完成原因分析、纠正和纠正措施并提交符合要求的证据

后关闭不符合项。

Audit team should be completed in the customer within the specified period

of cause analysis, corrective and corrective measures and submit evidence of

compliance with the requirements after the closure of the nonconformity.

原因分析是不符合发生的分析，不能就事论事，需从人员执行的有效性、文件规定、

操作流程、外部规定等角度进行分析。纠正是针对发生的问题遏制结果。纠正措施是系统

性长期的措施，以防止不符合项的再次发生，需根据原因分析，从人员执行的有效性、文

件规定、操作流程等角度采取措施避免问题再次发生。

Cause analysis is the analysis of the occurrence of non-conformity, not on
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the facts, but needs to be analyzed from the perspective of the effectiveness of

personnel implementation, documentation requirements, operational procedures,

external regulations, etc. Corrective action is to curb the results of problems

that occur. Corrective measures are systematic long-term measures to prevent the

recurrence of non-conformities, and need to be based on the analysis of the causes,

from the effectiveness of personnel implementation, documentation, operational

processes and other perspectives to take measures to avoid the recurrence of the

problem.

未满足以上要求的不符合项不能关闭。审核组长应告知客户纠正、纠正措施的有效性

审核和验证结果。

Non-conformities that do not meet the above requirements cannot be closed.

The audit team leader should inform the customer of the effectiveness of corrective

and corrective measures audit and verification results.

如果为了验证纠正和纠正措施的有效性，将需要补充一次全面的或有限的审核，或者

需要文件化的证据（需要在未来的审核中确认），则公司应通过市场部或客服部告知客户。

If a supplemental full or limited audit will be required to verify the

effectiveness of corrective and corrective actions, or if documented evidence is

required (to be confirmed in future audits), the company shall inform the customer

through the Marketing Department or Customer Service Department.

n 审核结束后，审核组长按照审核清单上报资料，将有关审核文件提交认证部确认无

材料遗漏后提交认证决定人员进行资料审定并做出认证决定。

After the audit, the audit team leader in accordance with the audit list to

report the information, the relevant audit documents submitted to the

Certification Department to confirm that no material omissions submitted to the

certification decision personnel for data validation and make a certification

decision.
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o 对终止审核的项目，审核组应将已开展的工作情况形成报告，认证机构应将此报告

及终止审核的原因提交给申请组织，并保留签收或提交的证据。

Termination of the audit project, the audit team should be carried out to form

a report on the work carried out, the certification body shall submit this report

and the reasons for termination of the audit to the applicant organization, and

retain the evidence of sign-off or submission.

1.4.2.5 初次认证的审核结论 The initial certification audit conclusion

审核组应对第一、二阶段审核中收集的所有信息和证据进行分析，评价，以评审审核

发现并得出一致的审核结论。

The audit team should analyze and evaluate all information and evidence

collected in the first and second phase of the audit to review the audit findings

and reach a consistent audit conclusion.

1.5 监督活动 Monitoring activities

1.5.1 监督活动包括对获证客户管理体系满足认证标准规定要求情况的现场审核。监督活

动还可以包括：

1.5.1 Supervision activities include on-site audits of the certified client's

management system to see if it meets the requirements of the certification

standards. Supervision activities may also include:

a）认证机构就认证的有关方面询问获证客户；

a) The certification body asks the certified client about relevant aspects

of the certification;

b) 审查获证客户对其运作的说明(如宣传材料、网页)；

b) Review the certified client ’ s description of its operations (e.g.

promotional materials, web pages);

c) 要求获证客户提供文件化信息(纸质或电子介质)；

c) Request the certified customer to provide documented information (paper
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or electronic media);

d) 其他监视获证客户绩效的方法。

d) other methods of monitoring the performance of certified clients.

定期对获证客户按上述形式进行监督，填写《管理体系检查表(监督再认证必查)》，

并保持相关记录。

Regularly supervise the certified customers according to the above forms, fill

in the "Management system Inspection List (required for supervision and

re-certification)", and maintain relevant records.

每次监督审核应尽可能覆盖认证范围内的典型产品/服务及有代表性的生产/服务过

程、重要环境因素/主要危险源和 OH&S 风险及所涉及的典型过程/活动、产品和服务，并

确保在认证证书有效期内的监督审核覆盖认证范围内的所有典型产品/服务、有代表性的

生产/服务过程、环境因素/主要危险源和 OH&S 风险及所涉及的所有典型过程/活动、产

品和服务。

Each supervision audit should, as far as possible, cover typical

products/services within the certification scope, representative

production/service processes, important environmental factors/main hazards, OH&S

risks and the associated typical processes/activities/products/services, and

ensure that the supervision audits during the validity period of the certification

certificate cover all typical products/services, representative

production/service processes, environmental factors/main hazards, OH&S risks and

all associated typical processes/activities/products/services within the

certification scope.

1.5.2 监督审核 Surveillance Audit

1.5.2.1 监督审核的目的 The purpose of the surveillance audit

在获证组织的证书有效期（三年）应定期实施监督审核，以验证其管理体系是否持续

满足认证要求，保持认证资格。
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In the validity of the certificate of the certified organization (three years)

should be implemented periodically to monitor and audit to verify that its

management system continues to meet the certification requirements to maintain

the certification status.

1.5.2.2 监督审核的频次 Frequency of surveillance audits

在认证证书有效期内，认证部需按照认证合同的要求对获证组织进行例行的监督审核。

应在初次认证后的 12 个月内对企业进行第一次监督，且至少每年进行一次监督审核。

During the validity period of the certification certificate, the certification

department is required to conduct routine supervision and audits on the certified

organization in accordance with the requirements of the certification contract.

The first supervision should be carried out within 12 months after the initial

certification, and supervision audits should be conducted at least once a year.

1.5.2.3 监督审核的内容及要求 Surveillance audit content and requirements

监督审核应在获证组织现场进行。由于产品生产的季节性原因，在每次监督审核时难

以覆盖所有产品的，在认证证书有效期内的监督审核需覆盖认证范围内的所有产品。应按

照初次审核方案策划和审核组长策划的条款和区域的实施监督审核，主要要求如下：

Surveillance audits should be conducted at the site of the certified

organization. Due to the seasonal nature of product production, it is difficult

to cover all products in each surveillance audit, the surveillance audit within

the validity of the certificate needs to cover all products within the scope of

certification. Should be in accordance with the initial audit program planning

and audit team leader planning the implementation of the terms and areas of the

surveillance audit, the main requirements are as follows.

1.5.2.3.1 针对不同的受审核方的实际情况，监督审核的抽样要抽有代表性的区域和职能；

For the actual situation of different audited parties, a representative sample

of regions and functions should be drawn for the surveillance audit.
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1.5.2.3.2 监督审核前受审核方应按规定的时间间隔实施了内审和管评；

Surveillance audit prior to the audited party should be implemented in accordance

with the required time interval of internal audit and management evaluation.

1.5.2.3.3 应包括以下方面的审核 The audit should include the following areas

——上次审核以来管理体系覆盖的活动及运行体系的资源是否有变更；

--whether there have been changes in the activities covered by the management

system and the resources to run the system since the last audit

——已识别的重要关键点是否按管理体系的要求在正常和有效运行；

--whether identified critical key points are operating properly and

effectively as required by the management system.

——对上次审核中确定的不符合项采取的纠正和纠正措施是否继续有效；

-- whether the corrective and corrective actions taken for the

non-conformities identified in the previous audit continue to be effective

——管理体系覆盖的活动涉及法律法规规定的，是否持续符合相关规定；

--whether the activities covered by the management system involving the

provisions of laws and regulations continue to comply with the relevant provisions.

——总目标及各层级目标是否实现。目标没有实现的，获证组织在内部管理评审时是

否及时调查并采取了改进措施；

--whether the general objectives and the objectives at each level are achieved.

The objectives are not achieved, the certified organization in the internal

management review whether the timely investigation and improvement measures taken.

——获证组织对认证标志的使用或对认证资格的引用是否符合相关的规定；

-- certified organizations on the use of the certification mark or the

reference to the certification status is in line with the relevant provisions;

——内部审核和管理评审是否规范和有效；

--- Whether the internal audit and management review are standardized and
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effective;

——是否及时接受和处理投诉；

--whether the timely acceptance and handling of complaints.

——针对内审发现的问题或投诉的问题，及时制定并实施了有效的持续改进；

-- for the problems found in the internal audit or complaints, timely

development and implementation of effective continuous improvement.

——管理体系在实现获证客户目标方面的有效性；

--the effectiveness of the management system in achieving the objectives of

the certified customer.

——持续的运作控制

--Continuous operational control

——为持续改进而策划的活动的进展。

-- Progress of activities planned for continuous improvement.

ISO 9001:2015 必审条款：6.2、9.3、7.1.3（指特种设备）、8.3、8.5.1、7.1.5、

9.2、8.6、10.3. 涉及 GB/T50430 的同时需覆盖条款：3.2、5.2(人员资质)、6.3、7.3（施

工机具）、8.3、8.4、10.2、10.3、10.4、10.5、10.6、11.2、11.3、11.4、12（改进）。

ISO 9001:2015 must audit clauses: 6.2, 9.3, 7.1.3 (refers to special equipment),

8.3, 8.5.1, 7.1.5, 9.2, 8.6, 10.3. Involving GB/T50430 while needing to cover

clauses: 3.2, 5.2 (personnel qualifications), 6.3, 7.3 (construction equipment),

8.3, 8.4, 10.2, 10.3, 10.3 10.4, 10.5, 10.6, 11.2, 11.3, 11.4, 12 (improvement).

ISO 14001:2015 必审条款：6.1.2、 6.1.3、 6.2.1、 6.2.2、 8.1、9.1、 9.1.1、

9.1.2、 9.2.1、 9.2.2、 9.3 当管理体系发生变化时应审核：4.4、 6.1.3、7.1、7.5、

7.5.1、 7.5.2。

ISO 14001:2015 mandatory audit clauses: 6.1.2, 6.1.3, 6.2.1, 6.2.2, 8.1, 9.1,

9.1.1, 9.1.2, 9.2.1, 9.2.2, 9.3 should be audited when the management system

changes: 4.4, 6.1.3, 7.1, 7.5, 7.5.1, 7.5.2.
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ISO 45001:2018 必审条款：6.1.2、 6.1.3、 6.2.1、 6.2.2、 8.1、9.1、 9.1.1、

9.1.2、 9.2.1、 9.2.2、9.3 当管理体系发生变化时应审核：4.4、 6.1.3、7.1、7.5、

7.5.1、 7.5.2。

ISO 45001:2018 must audit clauses: 6.1.2, 6.1.3, 6.2.1, 6.2.2, 8.1, 9.1, 9.1.1,

9.1.2, 9.2.1, 9.2.2, 9.3 when the management system changes should be audited:

4.4, 6.1.3, 7.1, 7.5, 7.5.1, 7.5.2.

1.5.2.3.4 监督审核的准备与实施要求同初审。

Surveillance audit of the preparation and implementation requirements with the

initial audit.

1.5.2.3.5 监督审核/再认证报告除应包括初审审核报告要求的全部内容外还应包括对前

次审核发现的不符合的纠正情况，审核组应提出是否继续保持认证证书的意见建议。

Surveillance audit / recertification report should include all the content

required in addition to the initial audit report should also include the previous

audit found that the correction of non-conformity, the audit team should put

forward whether to continue to maintain the certification advice and

recommendations.

1.6 再认证审核 Recertification audit

1.6.1 再认证的目的 The purpose of recertification

再认证审核为现场审核。再认证的目的是确认获证组织的管理体系作为一个整体的持

续符合性与有效性，以及与认证范围的持续相关性和适宜性。

Recertification audit is an on-site audit. The purpose of recertification is

to confirm the continued conformity and effectiveness of the management system

of the certified organization as a whole, as well as the continued relevance and

suitability of the scope of certification.

1.6.2 再认证的受理要求 Recertification acceptance requirements

认证证书期满前，若获证组织申请继续持有认证证书，认证机构应当实施再认证审核



General Certification

Audit Management

Procedure

LianMing Certification
Co.,Ltd.

Document No. QG/OKC0803-2023

Issue No. 3rd

Revision No. 4

65

决定是否延续认证证书。市场部在获证组织注册证书有效期满前三个月向受审核方发出

《再认证通知函》。转机构过来的项目如满足 1.6.3 条相关要求，方案策划人员可考虑按

再认证转入。

Before the expiration of the certificate, if the certified organization to

apply to continue to hold the certificate, the certification body shall implement

recertification audit to determine whether to continue the certificate. Marketing

Department in the certified organization three months before the expiration of

the certificate of registration to the audited party issued a "re-certification

notification letter". Transfer agency over the project if it meets the relevant

requirements of Article 1.6.3, program planners can consider transferring by

recertification.

1.6.3 再认证的内容及要求

The content and requirements of recertification

1.6.3.1 在上一周期的证书到期前，应关闭再认证审核的严重不符合；

Serious non-conformity in the previous cycle of the certificate before the

expiration of the recertification audit should be closed.

1.6.3.2 当管理体系及组织或管理体系的运作环境发生重大变更时，如认证范围变更，场

所增加，组织结构变化，法规要求变化等，再认证可能需要一阶段审核，具体由认证规则

和认证方案制定人员策划审核方案；

When the management system and the organization or management system operating

environment has undergone significant changes, such as changes in the scope of

certification, increased premises, changes in organizational structure, changes

in regulatory requirements, etc., recertification may require a phase audit,

specifically by the certification rules and certification program development

personnel planning audit program.

1.6.3.3 如无重大变化，可以不进行第一阶段现场审核，但至少包括文件审核和现场审核，



General Certification

Audit Management

Procedure

LianMing Certification
Co.,Ltd.

Document No. QG/OKC0803-2023

Issue No. 3rd

Revision No. 4

66

再认证的内容与初审相同，此外还应审核组织投诉、申诉记录以及前此审核发现的不符合

项所采取的纠正措施；

If there are no significant changes, you can not carry out the first phase of on-site

audits, but at least including document review and on-site audit, recertification

of the same content and the initial audit, in addition to an audit of organizational

complaints, complaint records and corrective actions taken by the non-conformities

found in the previous audit.

1.6.3.4 再认证所需的人日数执行《审核活动工作人日管理要求》的规定。

The number of man-days required for recertification to implement the provisions

of the "Audit Activity Worker Day Management Requirements.

1.6.3.5 再认证前还需对组织管理体系在上一个认证周期的实施与绩效的的考核进行一次

评审；审核组应根据获证组织上一周期内每次审核的审核报告和不符合项报告，综合多方

信息,包括：以往审核报告对体系运行绩效的评价、针对不符合项采取纠正措施的有效性、

体系持续运行情况等。对上一认证周期运行绩效进行评价,评价内容应涵盖：管理体系是

否持续有效运行、以往针对不符合项采取的纠正措施是否持续有效、受审核方管理体系自

我纠正自我改进的机制是否持续有效等方面，从而对管理体系持续的适宜性、充分性和有

效性作出评价。

Re-certification of the organization before the management system in the last

certification cycle of the implementation and performance of the assessment of

a review; audit team should be based on the certified organization in the last

cycle of each audit audit report and non-conformity report, a comprehensive

multi-party information, including: previous audit reports on the evaluation of

the system performance, the effectiveness of corrective measures taken for

non-conformities, the system continues to operate. Evaluation of the performance

of the previous certification cycle, the evaluation should cover: whether the

management system continues to operate effectively, the previous corrective
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measures taken for non-conformities is effective, the audited party management

system self-corrective self-improvement mechanism is effective, so as to evaluate

the continued suitability, adequacy and effectiveness of the management system.

1.6.3.6 再认证的准备与实施要求同初审。

Re-certification of the preparation and implementation of the same requirements

as the initial examination.

1.6.3.7 再认证报告除应包括初审审核报告要求的全部内容外还应包括对前次审核发现的

不符合的纠正情况。

Recertification report should include all the contents of the initial audit report

requirements in addition to the previous audit should include the correction of

non-conformities found.

1.6.3.8 再认证现场审核包括以下方面内容：

Recertification on-site audits include the following aspects.

a 结合内外部的变更情况判断整个管理体系的有效性,认证范围的持续相关性和适宜

性；

a combined with internal and external changes to determine the effectiveness

of the entire management system, the continued relevance and suitability of the

scope of certification.

b 对管理体系改进及提高整体绩效的承诺的实现情况；

b management system to improve and enhance the overall performance of the

commitment to achieve the situation.

c 管理体系在实现获证客户的目标和管理体系的预期结果方面的有效性

c management system in achieving the objectives of the certified customer and

the effectiveness of the expected results of the management system

d 对上一认证周期年管理体系运行绩效、是否持续满足管理体系运要求等进行审核，

并证实体系的有效性得到保持；
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d the previous certification cycle of the management system performance,

whether to continue to meet the requirements of the management system to carry

out audits, and to confirm the effectiveness of the system is maintained.

e 持续改进目标和指标是否顺利实现；

e continuous improvement goals and targets are successfully achieved.

f 验证上次不符合项纠正措施的有效性，并在审核记录及审核报告中记录关注结果。

f verify the effectiveness of the last non-conformity corrective measures,

and in the audit record and audit report to record the results of concern.

1.6.4 再认证推荐及证书有效期

Recertification recommendation and certificate validity

1.6.4.1 再认证审核在证书到期前完成，且在证书到期前完成对严重不符合项实施的纠正

和纠正措施，可推荐再认证。再认证证书有效期为上一周期证书延续三年，本次注册日期

不早于再认证决定日期。

Re-certification audit completed before the expiration of the certificate, and

the completion of the implementation of corrective and corrective measures for

serious non-conformities before the expiration of the certificate can be

recommended for recertification. Re-certification certificate is valid for the

last cycle of certificate renewal for three years, the date of this registration

is not earlier than the date of recertification decision.

1.6.4.2 证书到期前未实施再认证审核，不能推荐再认证或延长认证有效期。

The certificate expires before the implementation of recertification audit, can

not recommend recertification or extend the validity of certification.

1.6.4.3 证书到期前实施了再认证审核，但未能在证书到期前完成对严重不符合项实施的

纠正和纠正措施，不能推荐再认证或延长认证有效期。

The certificate expires before the implementation of recertification audit, but

failed to complete the implementation of corrective and corrective measures for
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serious non-conformities before the expiration of the certificate, can not

recommend recertification or extend the validity of certification.

1.6.4.4 证书到期前实施了再认证审核，证书到期前完成对严重不符合项实施的纠正和纠

正措施，如能在证书到期后 6个月内完成所有不符合项实施的纠正和纠正措施或认证决定，

则可推荐再认证并延长认证有效期，证书有效期为上一周期证书延续三年，本次注册日期

不早于再认证决定日期。如不能在证书到期后 6个月内完成所有不符合项实施的纠正和纠

正措施或认证决定，则应重新申请认证。

A re-certification audit was conducted before the expiration of the certificate.

The corrective actions for serious non-conformities were completed before the

expiration of the certificate. If all the corrective actions for non-conformities

can be completed within 6 months after the expiration of the certificate or if

the certification decision can be made after that, then re-certification can be

recommended and the validity period of the certification can be extended. The

validity period of the certificate is three years for the continuation of the

previous cycle certificate. The registration date of this time should not be

earlier than the date of the re-certification decision. If all the corrective

actions for non-conformities cannot be completed within 6 months after the

expiration of the certificate or if the certification decision cannot be made then,

a new certification application should be submitted.

1.6.4.5 市场部应将以上要求告知客户说明后果。

The Marketing Department shall inform the customer of the above requirements and

explain the consequences.

1.6.4.6 技术负责人根据以上再认证审核的结果，以及审核组提供的认证周期内体系评价

结果和认证使用方的投诉，执行《认证决定管理程序》，作出是否更新认证的决定。

Technical person in charge of the results of the above recertification audit, as

well as the audit team to provide the results of the system evaluation within the
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certification cycle and the complaints of the certified user, the implementation

of the "certification decision management procedures" to make a decision on whether

to update the certification.

1.7 特殊审核 Special Audits

1.7.1 特殊审核的目的：为确认获证组织的管理体系因非常规的变更是否持续有效；

The purpose of the special audit: to confirm the continued effectiveness of the

management system of the certified organization due to non-routine changes.

1.7.2 获证组织在认证证书有效期内出现以下情况时，应进行特殊审核：

The certified organization shall conduct a special audit when the following

conditions occur during the validity period of the certification.

a 获证组织出现重大变更可能影响组织的活动与运行（例如：管理层人员发生改变、

组织地址变迁、所有权变更、设备重大改变、组织机构发生重大变化等）；

a significant changes in the certified organization may affect the activities

and operations of the organization (for example: a change in management personnel,

organizational address changes, ownership changes, major changes in equipment,

significant changes in the organizational structure, etc.).

b 获证组织发生了重大质量/环境/安全事故；

b Significant quality/environmental/safety incidents occurring in the

certified organization.

c 相关方严重投诉、抱怨，或其他来自相关方的信息的分析，表明已获证的组织不再

满足认证机构的要求；

c serious complaints or grievances from interested parties, or other analysis

of information from interested parties, indicating that the certified organization

no longer meets the requirements of the certification body.

d 距上次现场审核时间超过合同规定时间，且办理过暂停或撤销手续后再次恢复的监

督审核。
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d from the last on-site audit time exceeds the time specified in the contract,

and has been suspended or revoked after the resumption of the supervision and audit

procedures.

e 扩大认证范围的审核。（一般的，这类审核活动可和监督审核同时进行）。

e audit to expand the scope of certification. (In general, such audit

activities can be carried out simultaneously with the supervision audit).

1.7.3 特殊审核的实施 Special audit implementation

a 现场审核人日数、审核目的、审核内容、审核范围等应按审核方案策划实施；

a on-site audit person days, audit purposes, audit content, audit scope, etc.

should be implemented in accordance with the audit program planning.

b 对已获证组织申请扩大认证范围，组织需填写《管理体系变更申请表》及相关的证

明性文件，经评审合格后，由认证规则和认证方案制定人员策划审核方案，确定审核时间，

并根据新的审核范围所涉及活动/产品的复杂性、可能的风险等级、组织新增规模等因素

确定增加的审核人日。

b certified organization to apply for expansion of the scope of certification,

the organization needs to fill out the "Management System Change Application Form"

and related supporting documents, after passing the review, the certification

rules and certification program developers to plan the audit program, determine

the audit time, and according to the new audit scope of the activities involved

/ product complexity, possible risk level, the organization added scale and other

factors to determine the increase in audit person days.

c 制定审核计划应考虑审核组的专业能力，尽可能安排一名上次审核组成员参与本次

审核，如不能安排时，应向审核组提供上次审核相关背景资料和信息，使其做好充足的审

核前的准备工作。

c Develop the audit plan should consider the professional ability of the audit

team, as far as possible to arrange a member of the last audit team to participate

in this audit, such as can not be arranged, the audit team should be provided with
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background information and information related to the last audit, so that they

do sufficient pre-audit preparation work.

d 特殊审核的条款应由项目管理人员根据 1.7.2 条款描述的具体情况进行策划。

d The terms of the special audit shall be planned by the project management

staff according to the specific situation described in clause 1.7.2.

2、保密 Confidential

2.1 审核组成员对每次审核均签署保密承诺，并经客户确认。

Members of the audit team sign a confidentiality pledge for each audit, which is

confirmed by the client.

2.2 审核组长在首末次会议上告知客户本机构的审核信息及保密性要求。

The audit team leader informs the client of the organization's audit information

and confidentiality requirements at the first and last meeting.

2.3 审核中收集的审核表单之外的过程证据，包括纸质和电子版，应在审核结束后归还受

审核方或销毁。

Process evidence collected during the audit other than the audit form, including

paper and electronic copies, should be returned to the audited party or destroyed

at the end of the audit.

2.4 公司应配置确保保密信息（如文件、记录）的安全处理的设备和设施，认证资料由办

公室保管，确因工作需要查阅时，应办理借阅手续，并做好记录；公司数据库中的客户信

息要设置阅览和修改的权限，要有防病毒控制，要定期备份。

The company should be equipped with equipment and facilities to ensure the safe

handling of confidential information (such as documents and records), and

certified information should be kept by the office, and when access is really needed

for work, borrowing procedures should be carried out and records should be kept;

customer information in the company database should be set with permissions to

read and modify, anti-virus control should be in place, and regular backups should

be made.
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