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1.0 INTRODUCTION

1.1 A partnership approach to Management System

Certification

DNV’s approach to the certification process is to have a common goal and objective with customers to
achieve certification. You provide input on which operational processes are most crucial to your business
success. We evaluate how you perform in these key areas, whilst also checking compliance with the
elected standard.

For companies operating internationally, coherence and consistency in performance across geographic and
cultural boundaries is a challenge. DNV has the organisation, knowledge and skills to manage global, multi-
standard certification projects. As your challenges change, so will the focus of our audits, helping you

to continually mitigate risks and maximise opportunities. At the heart of our partnership approach you will
find a commitment to support you on the journey towards business excellence.
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1.2 Risk Based Certification — Tailored to your com  pany's

unigue needs.

Risk Based Certification is DNV’s unigue approach to management system certification. With this approach,
each assessment of your organization is tailored to the unique aspects of your organization and the audit
results provide better information to your top management about your organization’s ability to meet strategic
objectives. Risk Based Certification audits focus on areas and issues of your management system that have
a significant impact on your business objectives and are critical to your operations.
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1.3 About DNV

DNV Business Assurance is a world leading certification body. We work with our customers to assure the
performance of their products, processes and organisations through certification, assessment and training
services. Our services help customers build stakeholder trust and create a platform for sustainable business
performance.

With more than 70,000 certificates issued worldwide, our name evokes a strong commitment to safety,
quality, and concern for the environment. For years, we have been the preferred certification partner for
Fortune 500 companies, as well as for medium and smaller businesses.

We provide a global footprint with 1600 employees working to ensure our customers’ continued success
locally and in an ever-changing global environment. As part of DNV, an independent foundation established
in 1864, we belong to a network of 8600 employees working from 300 offices around the world. With our
extensive local presence, consolidated global experience and acknowledged competence in the field of risk
management, we are an ideal partner for companies in all industrial sectors.
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2.0 Objective and Impartiality Management

The objective of DNV’s Management System Certification Scheme is to provide independent assessment
and certification of management systems operated by companies and organisations according to publicly
recognized management system standards. Based on the recognition that each company is different and
has its own specific needs, we apply our exclusive Risk Based Certification approach to management
system certification.

Our impartial certification service is available world-wide. We use highly qualified and experienced auditors
and we aim at providing a service most suitable to your needs, type of business, and company location.
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To achieve these objectives, DNV adopts clear policies:

. world-wide availability

. use of up-to-date methods and recognized standards, codes and procedures

. use of highly qualified and experienced specialists

. recognition of nationally and internationally accepted standards for management systems
. continuous development to take account of the latest technology and practices

. does not certify projects or products in which it has a consulting role

Based on DNV’s Values, Policies and Code of ethics, the principles for integrity and impartiality can be
summarized as:

“We shall not certify our own work”.
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3.0 Process Description

The scope of service is to evaluate and certify that the management system comply with the requirements of
a specified standard or multiple standards in case of integrated management system certification, and to
issue a Certificate of Conformity. DNV is accredited for certification to most commonly known generic and
industry sector specific management system standards.
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The Management System Certification process contains following four main steps:

[l Review of the Management System documentation at the customer’s premises in conjunction with the
initial visit or in DNV office, followed by an initial visit at the Customer’s premises.Document Review and
Initial visit are also called as 1ststage audit.

[ Initial Audit at the customer’s premises in order to verify conformance between description of the system
and its effective implementation. This may include additional audits in order to follow-up corrective actions;
Initial audit is also called as 2™ stage audit.



[ Periodical or Surveillance Audits of the Management System throughout the Certificate’s validity period, in
order to verify that the System is being implemented and maintained appropriately and effectively.

[) Re-certification Audits in advance of expiry date of the certificate, in order to confirm the continued
conformity and effectiveness of the management system as a whole and to issue a new Certificate of
Conformity.
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4.0 Obtaining a Certificate of Conformity

4.1 Quotation Request

A Company may apply for a quotation for certification of their management system. In order to prepare a
quotation the following information is to be submitted to DNV:

[ the elected management system standard

[l the size of the organisation, number of employees and possible shift work

[J number and location of production or service facilities

[ the product or services being supplied

[ other relevant information related to the management system.

A quotation will be given free of charge and without obligation.
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4.2 Application for Certification

Upon receipt and acceptance of the quotation, the enclosed Agreement is to be signed and returned to DNV.
Where there are multiple sites of a client, DNV shall regard that the signed agreement is legal enforceable
between DNV and all of the sites covered by the scope of the certification, regardless of company’s name

for each sites. Therefore, in case that any site (other company name) of the client, who is within the
certification scope but not signed on the agreement by other company name, have any issue related to
agreement, the signed personnel is responsible for all of the sites ( other company) issues.

For each audit, DNV will extend the audit team with an observers for witness process. The observers will
either represent DNV and/or an accreditation body. Neither customer nor DNV have right to decline the
attendance of observer who represent accreditation body.
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4.3 Pre-survey (Optional)



The purpose of the pre-survey is to gather information for audit planning and establish focus areas for the
audit. At the same time the organizations preparedness for the audit will be established. No detailed report
will be issued, but the overall result of the organization’s preparedness for audit will be issued. The pre-
survey is optional and will not influence the audit results.
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4.4 Planning for Audit

Upon receipt of the signed Agreement, DNV will inform the Customer in writing about the proposed audit
schedule and nominated auditors requesting that the Company approve the proposed schedule and audit
team. Audit plan for detailed time schedule of audit (called audit program) will be forwarded to the Customer
by the Audit Team Leader at least 5 days in advance of planned audit.
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4.5 Review of Management System Documentation

The documentation to be reviewed shall be sufficient to obtain confidence that the customer's system
adequately addresses the requirements of the assessment standard and consist of, as a minimum:

[J A system manual that includes the scope of the management system and a description of main processes
and their interactions.

[) Description of the organization

The document review may be carried out at the customer’s premises and be combined with the initial visit. A
document review report will be issued upon completion of the document review. The reviewed
documentation will be returned upon completion of the audit.
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4.6 Initial Visit

The initial visit will be used to gather information before the initial audit about:
[1 The customer’s operations.

) Implementation of the documented management system.

[J The customers handling of relevant regulatory and legal requirements.

The initial visit will also be used for:

[J Planning the initial audit, confirming scope of work, number of sites to be audited and other relevant
details

[ Identifying focus areas for the initial audit and possibly future audits.

The initial visit may be combined with an on-site document review.
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4.7 Initial Audit

Prior to commencement of Initial audit or re-certification or upgrading to new standard, the Customer should
complete the following:

[l an internal audit

[l management review

[ implemented the management system

Upon completion of the documentation review and Initial Visit Initial Audit will be carried out in order to verify
the implementation of the Management System in detail. Upon completion of the audit, the audit team leader
will issue a draft report providing accurate, concise and clear record of the audit findings and conclusions.
The draft report will be sent to the customer for reference in order to provide an opportunity for preparing the
next step in the process. DNV will make the certification decision on the basis of an evaluation of the audit
findings and conclusions and any other relevant information. A formal copy of the audit reports will be
distributed to the customer upon completion of the certification decision.
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4.8 Audit Findings

A condition that does not fulfill the requirement is defined as non-conformity.
Observations, opportunity for improvement and note-worthy effort are
reported based on its content and/or degree found.
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4.9 Corrective Action and Follow Up

The Customer shall respond in writing to non-conformities by detailing corrective action to non-conformities
in accordance with audit report instructions. The audit team leader will verify the corrective action by
reviewing documentation or by a follow-up visit within ninety (90) days.
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4.10 Certificate of Conformity

Upon completion of a satisfactory initial audit process, DNV will issue a Management System Certificate of
Conformity to the Customer. The Certificate is valid for three years counted from the formal completion of
the review process.

The Certificate of Conformity contains the following information:

[1 Name of organization certified

[l Locations certified

[ Applicable Management System Standards

[ Activity, product or service range to be covered by Certification

[ Initial certification date

[ Issue date

[ Period of validity

[ Certificate number

Expired Certificate of Conformity shall be destroyed, or returned to DNV.
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5.0 Maintaining the Certificate of Conformity

Periodical Audits are normally carried out every 6 month or annually according to agreement and in
accordance with accreditation requirements for a specific standard.

The date of the first periodical audit shall not be more than 12month from the last day of the initial audit (If
exceed 12month, the certificate would be suspended).

The holder of the Certificate of Conformity is required to maintain the management system documentation.
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5.1 Extension or Reduction of Certification Scope

When an extension or reduction of certification scope is requested by the customer, DNV will prepare a
revised Quotation and Agreement reflecting the changes to the Scope and submit it to the customer for
acceptance.

Extension audit is performed solely or together with planned periodical or recertification audit. Depend on
the extent or the complexity of the extended activity, the 1st stage audit may be added prior to the extension
audit.

5.1 NIEFE R Y R B 46

P EORY B A NAIEVE R, BB AT R 2 WK S fE 2 BT IR AN S LA S RS ] (1242
e, JER IR H T

PRERAL T AREAT, B Tl i ) AL AR AT . AR BT RIS S R R s 2k, AT AR
JEFRZ L TGN ER — B B %

6.0 Renewal of Certificate of Conformity

The re-certification audit is carried out well in advance of the expiry date of the certificate. The re-certification
audit will confirm the overall effectiveness of the management system covering all the elements of the
applicable standard. The extent of the recertification audit will depend on:

[ the performance and maturity of the management system

[ the extent of management system changes the last three years

1 changes in the company’s business or operation impacting on the management system

The recertification audit shall be planned and conducted within the validity period of the certificate as all
activities required for granting recertification need to be concluded prior to the expiry date of the certificate.

In case that the major organization change are occurred and/or extension of scope are performed, the
additional 1ststage audit may be added prior to the recertification.
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7.0 Control of Mark
Requirements to the use of the Certification Mark are given in the appendix to the Certificate of Conformity.
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8.0 Transfer of Certificate

In case that the organization, having certification of management system by other certification body, request
to transfer the certification to DNV, several requirements including below items are required.

[ Current Certification is under IAF MLA member’s accreditation

[ Certification is continued (no suspended certificate is allowed)

[ Certification validity is not expired

[l Planned periodical audits have been done.

[] Copy of the certificate, initial (or the most recent recertification) audit report as well as subsequent all
periodical audit reports are available.

DNV will perform pre-review based on the information and conduct on-site audit. The DNV certificate will be
issued after the approval process.

CCAA Transfer Pre - approval (Only applicable in Mainland China)
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9.0 Fees

Management System Certification will be charged as follows.

[) Application fee

[] Pre-survey fee (optional)

[ Initial certification fee covering:

[ Documentation review, including issue of the document review report

[ Initial visit

[ Initial audit, including issue of audit report and of Certificate of Conformity.
[ Periodical audit fees

[0 Annual Maintenance Fee

[ Renewal audit fee including issue of report and new Certificate of Conformity
Additional fees are charged as applicable for the following:

[ corrective action and follow up audit

[ unscheduled audit

[ issue of the additional Certificates of Conformity

[ re-issue of the Certificate of Conformity

[0 dual or multiple accreditation

[0 change of accreditation body

[) Additional 1ststage audit
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10.0 Publication

10.1 Publication by Holder of Certificate of Confor ~ mity

The holder of a Certificate of Conformity may publish this fact. The Certificate of Conformity as a whole must
be published or reference to the Certificate number, the product/service range, the reference standard and
the particular premises for which the certification of the management system is valid may be published. The
certificate holder may provide copies of audit reports to interested third parties, but only in their entirety. The
Certificate of Conformity may only be used in advertisements or brochures in complete reproduction.

DNV will take action to deal with incorrect references to certification status or misleading use of certification
documents, marks or audit reports. Such action may include requests for corrective action, suspension,
withdrawal of certification, publication of the transgression and, if necessary, legal action.
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10.2 Publication by DNV

DNV will publish the following information based on the accreditation requirements.

[) DNV will publish the list of all certificate holders including the information listed in 4.10. The information is
available by free of charge.

[J DNV will make publicly accessible the information about suspended and withdrawn and cancelled
certificate.

[1 DNV may make publicly accessible the information about complaint and its resolution to the extent client
and/or complainant agrees.
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11.0 Appeal



The certificate holder has the right to appeal in writing against an audit finding (audit result) or decision by
the evaluation panel. Upon receipt of an appeal, DNV will evaluate the appeal and respond in writing to the
certificate holder.
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12.0 Complaints

In case that DNV receives complaints in relation to the certification from the certificate holder or a third party,
DNV has an obligation to investigate the cause of the complaint. DNV will investigate the complaint and
submit a formal written response to the complainant.
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13.0 Reporting of non compliance to regulations

In case the certificate holder fell into the satiation such as breach of the regulation, having governmental
order, or serious complaint from the interested parties, it is obligated to report the situation to DNV in writing.
In case that the part of the company is certified and the outside of the scope had above situations (ie: only
the factory is certified and it's head office had breached the regulation), it is also obligated. The cost for the
investigation work and/or unscheduled audit is charged to the certificate holder. In case that the breach of
the regulation is apparent, DNV may make pubic of the situation of under investigation, even before the
suspension decision has been made.
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14.0 SUSPENSION, WITHDRAWAL AND CANCELLATION OF CER TIFICATE OF CONFORMITY

14.1 Suspension of Certificate of Conformity

The Certificate of Conformity may be suspended for the following reasons:

[ In case that Customer fails to comply with the agreed time schedule and assessment plan

[ In case that corrective actions to identified non-Conformity are not implemented within the set time limit

[ in case of improper use of the Certificate of Conformity or Accreditation Mark, e.g. misleading publication
or advertisement

[ the holder of the Certificate of Conformity neglects to inform DNV about matters of vital importance for the
certified

Management System effectiveness

[l in case that disadvantage/damage is caused to the parties

concerned in consequence of negligence of the duties to be kept or followed by the responsible person.

[ Vital problem has been identified during periodical audit or over the course of the valid three year
certification, e.g. violation to the regulatory/statutory requirements, serious accident and any social troubles.
[] Corrective action to above cases can not be in practice or be accepted by the authority.

[ In case that DNV decided that the certification may not be continued according to the results of audit

[ Intentional interruption to DNV audit activities.

[] Customer fails to pay the fees due, upon written notice from DNV.
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An official suspension of the Certificate of Conformity will be confirmed in writing to the certificate holder. A
period of the suspension is 3 month as maximum. DNV shall indicate under what conditions (corrective
action) the suspension will be removed, e.g. corrective actions to be taken.

Upon a notice of suspension, the certificate holder is required to return the Certificate of Conformity and
discontinue use of all advertising matter that contains any reference thereto.

At the end of the suspension period, DNV will determine if the indicated conditions for re-instituting the
Certificate of Conformity have been fulfilled. On fulfillment, the suspension shall be removed by notifying the
certificate holder that the Certificate of Conformity has been reinstated.
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14.2 Withdrawal of Certificate of Conformity

The Certificate of Conformity may be withdrawn in the following cases:

[ if inadequate measures are taken by the certificate holder in case of suspension

[ if condition to release suspension (i.e. corrective action) have not been completed within specified periods

[ In case of material breach of the Agreement or;
[ In case of infringement of DNV’s property rights in any way,
[ If customer does not pay due fees after prior suspension for the same cause.
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14.3 Cancellation of Certification

The Certificate of Conformity will be canceled:

[ if the certificate holder does not wish to prolong the agreement

[ if contact will be lost due to business depression or bankruptcy of the certificate holder

DNV will withdraw/cancel the Certificate of Conformity by informingthe certificate holder in writing.

Upon a notice of withdraw or cancellation, the customer is required to return the Certificate of Conformity
and discontinue use of all advertising matter that contains any reference thereto.

The certificate holder is deleted in the certification list upon above notice of withdraw or cancellation, any
information about the certificate holder will be invalid.
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