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	Case-No.:
	



	On-Site Assessment Plan


	 FORMCHECKBOX 

	Initial accreditation 
	 FORMCHECKBOX 

	Surveillance visit

	 FORMCHECKBOX 

	Reaccreditation 
	 FORMCHECKBOX 

	Extension of scope 


	Assessed body:
	

	Street:
	

	Postcode / Place:
	

	Tel. / Fax:
	

	Assessment date:
	


 Assessors:

	Lead Assessor (LA):
	

	Areas to be assessed:
	


	Assessor 1 (A1):
	

	Areas to be assessed:
	


	Assessor 2 (A2):
	

	Areas to be assessed:
	


Content of the opening meeting:

· Introduction of the participants

· Confirmation of the objectives, scope of application and accreditation criteria (standards and additional technical or legislative requirements used as basis of the assessment)

· Confirmation of the assessment plan

· Explanation on the assessment approach, sequence and process

· Confirmation that all information is held confidential

· Information on reporting the findings of the assessment, incl. classification of non-conformities

· Information on conditions when necessary, which could lead to terminating, aborting or calling off the assessment 

· New developments from the accreditation body

First Day

	Time (from ... till ... )
	Item
	Participants 

	
	Discussion between/among assessors
	

	
	Opening meeting 

(where applicable, short tour of the premeses)
	

	
	
	

	
	
	

	
	Discussion between/among assessors or documentation of assessment findings
	

	
	
	

	
	
	

	
	Documentation of assessment findings and 
non-conformities of the first day 
	


Second Day

	Time (from ... till ... )
	Item
	Participants 

	
	Brief opening meeting for the second day
	

	
	
	

	
	
	

	
	Discussion between/among assessors or documentation of assessment findings
	

	
	
	

	
	
	

	
	Documentation of assessment findings and 
non-conformities of the second day
	

	
	Closing meeting 

· Assessment of conformity 

· Assessment findings

· Explanation of the subsequent steps for the accreditation case
	


	Remarks
	All grey shaded areas are fixed components of the assessment plan and vary only in the time period
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