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QUY TRINH DANH GIA CHU'NG NHAN SAN PHAM/ PROCEDURE FOR AUDIT
AND CERTIFICATION OF PRODUCTS

THEO DOI HIEU CHINH TAI LIEU/ DOCUMENT REVISION LOG

Ngay sira déi/
Date of Tém lwee higu chinh/ Revision summary
revision
02/05/2016 - Ban hanh lai
01/09/2016 - Stra lwu d6 chirng nhan;
- Thay @bi hinh thirc cap chirng chi cho san pham ciing loai
16/09/2016 - Quy dinh bé sung céc hanh dgng clia VinaCert khi sén phdm clia khach hang c6 chi
tiéu khéng dat vao muc 4.2.7
- Quy dinh vigc thong béo kip thoi vé& cac co quan quan Iy vé cac san pham hét thai
han hiéu lyc Gidy chirng nhan va bj hiy bd hiéu lirc GCN tai myc 4.8
08/03/2017 -/ Clarify that Client/Sale shall send certification application (including FO0-13 Viét r&
ndi dung sale/Khach hang gl hd so dang ky chimg nhan bao gbm F00-13-01 va céc
hé so theo yéu cdu cho PCN -01 and full of required documents to PCN)
- BG sung Quyét dinh chirng nhan SP F01-03-01 vao muc 6.2/ Add theo F01-03-01
form in clause 8.2
- B& sung ndi dung Phong DVTN ¢6 trach nhiém dam bao cac mau phyc vy chirng nhén
dwoc gl dén PTN duoc chi dinh/cdng nhén twong g/ Add the content that Testing
Service Dept take responsibility to ensure certification sample shall be sent to
accrediated/appointed Laboratory
- BA sung lwu y: D4i véi cac san phdm duge Uy quyén kinh doanh hodc thué dia didm san
xuét/gia céng thi hd so chirng nhan (Thdng béo KQ dénh gia) phai théng bao cho khach
hang biét viéc khach hang can dam bdo cac san phdm/dia diém da dugc chirng nhan phai
duwrore duy tri lién tyc. /Add the Note: For the product or manufacturer which is authorized
to business or using outsources to produce, certification records (Audit result
announcement) shall inform that this client need ensure the cerfitied product/site shall be
maintained
- Thém ndi dung nhan vién PCN giao mau, lam béo cdo KQTN/ Add the content about
PCN'staff delivery of sample and make the testing result report
- B sung vién dén PL3 trong muc 8/ Add the Annex 3 in clause 8
- Stra ddi ndi dung form/ Edit the content of the forms:
+ F00-13-01: Déng ky chirng nhan SP hop chudn/hep quy: Sta vi tri ky clia CGKT va
Phéng chirng nhan
+ F00-13-03: Bién bén l&y mau: Stra cach viét vé viéc Ivu mau, muc dai dién khach
hang, co sé& ¢ sp dwec ldy miu xac nhan viéc ldy mau
+ FOO-13-05: Bién ban giao/glri m&u: Thém tén mau, bd tén NLM, bd ma sé NLM, bo
cot TCCS, bé dong ky nguéi giao gt méu
+ F00-13-06: Bao cao KQTN: Néu ré tiéu chudn/can cir dé& so sanh murc chi tiéu san
pham; Stra Truwdng doan DG bao cao thanh Ngudi bao cao
+ F00-13-07: Phiéu ghi KQTN tai chd:
03/05/2017 Stra dbi cac ndi dung sau/Revise following content:
- B0 sung quy dinh thdi han chirng chi cAp bd sung/mé rdng/thu hepichuyén ddilcap
ddi/Regulate about the expiry date of additional/expension/transfer/renewal certificates
- Ldi chinh ta cac muc: 4.2 thda dang thanh thao dang, - Trang 9/18: L3i chir auditor
(trong véng 1 ngay...); thira ddu , (muyc 4.3); Muc 6 trang 15/17: dbi v&i clia ... Muc 7
(trer khi thay cho tlr khi ... chirc nang khong cho théng béo ...); STT 7 Muc 6.2 Ghi
chép thanh Ghép - théng nhét lai tén TV va Anh/ Fix fault spelling in Clause 4.2; 4.3;
6,7
- Stra dinh dang quy trinh thanh 2 ct Anh Viét riéng/ Change the format of this
procedure into 2 columns format of Eng-Vie.
- Budc 6b: Muc 4.2.3 bd sung trong cét Biéu mAu va trach nhiém;/ Step 6b; clause

4.2.3: add columns of f Form and Responsibiity W/



V00-13 QUY TRINH DANH GIA CHUNG NHAN SAN PHAM
T Muc 4.2.7- Stra tén phong PT DVTN thanh phong DVTN; Quy dinh diém kiém soat va
trach nhiém cda phong DVTN, diém kiém sodt va trach nhiém dbi voi viec KQTN
khéng dat, KQTN dat/ Clause 4.2.7: Rename PT DVTN into DVTN; Regulate the
checkpoint and responsibility of DVTN; checkpoint of failed Testing results and passed

Testing results.

- Muc Thoi gian thAm tra KQTN: phan héi téi Phong DVTN thay bang phan hdi t&i PTN;
B& sung diém kiém soat va trach nhiém, Bidu mau./ Clause of Time for review Testing
result: change “response to DVTN" by " response to PTN"

- Muc 4.3: thém BM F00-13-04 & phé&n BM / Clause 4.3: Add F00-13-04 into the Form
column

- Muc B: Lam r& nghfa chu ky chirng nhén hoan chinh/ Clause 6: Clarify the complete
certification cycle

- Chuy 1: Lam rd nghia / Note 1: Clarify the content of note

. DK 3 Bo viét tit HDCV, thém viét tét ctia VP / Remove the acronym of HDCV, add
the acronym of VP

- Bao cao BG F00-13-04:/ FO0-13-04 — Audit report
+ Chinh st¥a t8n don vi duwoc danh gia théng nhét tét ca dé 1a Khach hang/Client/
Sync the auditee name to Client
+ Chinh si¥a cau ghi cha va dwa vé cudi bao céo: Cac phat hién trong béo céo danh
gia nay chwa phai la phat hién cui cung. Két qua vé cac phat hién cudi clng do
VinaCert quyét dinh va sé duoc VinaCert thdng bao t&i Quy khéach hang bang van
ban//Edit the Vietnamese Note at the end of Report

- Chuyén F00-26-07 — Danh séach PTN dugc phé duyét thanh F00-26-01 — Danh sach
nha thau phy dwoc phé duyét/ F00-26-07 is outdate, it shall be changed into FO0-26-
01

- F00-13-05: Bé muc 4: “Thong tin PTN" / Remove clause 4 of F00-1 3-05 (Information
about Lab)

- F00-13-03: Thém muc Phuong thirc van chuyén mau

01/8/2017 - F00-13-01 Bang ky chirng nha
chuyén gia tu van

- Muc4.2.8 Buédc 9: Bd sung ndi dung va diém kiém soat: riéng @i v&i chirng nhan hop
quy thuc pham, Vién trudng vién An toan thuc pham ra quyét dinh chieng nhan.

- Thém diém kiém soat & cac muc 4.3-4.8

- Muc6.1: Quy dinh lai cach danh ma gidy ching nhan, ma san pham duwoc ching nhan;
Bo cot dAu hiéu khac; Thém cdt loai hinh chirng nhan

4219 12018 S(ra d@bi cac ndi dung sau/Revise the following contents:

- Thay @di tir tiéng Anh clia “khach hang"/ changed “customer” to “client”

- Muc 1: stra ma hiéu Quy trinh lra chon nha thau phy V00-18/ Clause 1: name of
Selection subcontractors procedure, transferred from V00-23 to VOO-18.

- Muyc 3: bd P.DVTV (chire nang thyc hién duoc thay thé bdi cac phong thir nghiém
clia VinaCert)/ Clause 3: remove P.DVTN: Testing Service Dept (functions are
transferred to VICB's laboratories).

- Muyc 4/ Clause 4:

+ 4.1 — Buoc 4: bd sung chix “Téi thidu® cho thoi lugng lay mau/ 4.1, step 4: add “the
minium duration” of sampling.

+4.2.1: B sung ndi dung "lap ké hoach danh gia trén phan mém, gui bang email dén
khach hang” / 4.2.1: add content “finish audit plan on the management software, send
the plan via email to client”

+ 4.2.3: B sung ndi dung yéu cu voi hd so danh gia gém “Phiéu nhan xét clia
chuyén gia ky thuét (néu can), Danh sach tham dy hop khai mac va két thuc danh gia,
Bién ban 4y mau, Phiéu ghi két qua thir nghiém tai cho (néu can)*/ Clause 4.3.2: add
content to audit records “Technical comment report (if necessary), Open and close
meeting attendants list, Sampling report, Results of the on-site testing results along with
sampling records (if necessary)".

+ Budc Bb: viét lai ndi dung “chuyén mau dé&n phang thir nghiém tai Chi nhanh gan
nhét 3 tién hanh thr nghiém mAu dién hinh/dai dién hogc dén nha thau phu dwoc phé
duyét (FOO-18-01)"/ step 6b: rewrite the content “samples delivered to VICB's laboratory
which is the nearest to the audit site in order to conduct the representative sample testing or
to laboratory in the list of approved subcontractors (FOD-18-01)"

+ Bude 7: Viét lai ndi dung “Theéi gian hoan thign hd so danh gia, thire hién hanh déng
khéc phyc khéng qua 60 ngay ké tir ngay két thic cudc danh gia. Sé 14n bbd sung hanh
ddng khac phyc cla khach hang khéng qua 02 1an.

Két qua thir nghiém dugc trd theo thoi gian ma P.TN théng bao tai thoi diém P.TN nhan
mAu giao tir P.CN, nhung khéng dugc qué 60 ngay. Trwdng hop co s thay abi cin phai

n san phdm: Bd sung muc 8: Tén Td chire tw vén,
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thong bao bang email toi P.CN"/ Step 7. rewrite the content “Time complete the audit
record and to conduct corrective actions and is no more than 60 days from the date of
finishing the audit. The number of times for the clients amend corrective actions are no
more than 02 times.

Testing result reports are sent to P.CN follow the time that P.TN planned when receiving
samples but no more than 60 days. If have any changes, P.TN shall inform to P.CN by
email”

+ Stra y&u clu d@bi voi ngudi bao cao két qua thir nghiém, tir chuyén gia thanh chuyén
gia k§ thuat/ Modify the requirements to the reporter of the testing results, from auditor
to technical expert.

Muc 4.5: st¥a ndi dung leu ¥ clia chirng nhan bd sung san pham tir hidu lyc ctia gidy

chirng nhan thanh hiéu lyc cia Quyét dinh chirng nhan/ Clause 4.5: modify the content

of additional certification, from the validity of the certificate to the validity of the certification
decision.

Muyc 5: Stra dbi ndi dung chirc nang tham tra hanh dong khéc phyc clia khach hang gui

dén, chuyén tir PCN sang doan danh gia mé NC theo V00-10/ Clause 5: modify function of

person who verify client's corrective actions, transfer from PCN to audit team who raised the

NC for the clients similar to V00-10.

Muc 6.2 Hb so lwu: siva tén bidéu mau F00-13-02 Ghi chép danh gia SP thirc &n chan

nudi/ Clause 6.2 Record files: edit name of F00-13-02 Audit notes for Animal feed

product.

Phé duyét/
Approval

Hiéu lyc/Validity Hé théng/Systematicity Kha thi/Feasibility

Ngay/ Date

42 1312018 J 19 12018 AV 19 2018

Ky tén/
Signature

B

|

Ho va tén/ Name

Nguyén Hiru Ding Pang Thi Hrong Tran Thj Trang

Chtrc danh/
Position

Téng Giam doc/ Giam doc Chirng nhan/ | Trudng phong Chimg nhan/
General Director Certification Director | Head of Certification Department
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1. TAILIEU THAM KHAO

1. REFERENCE DOCUMENT

ISO 17021; 1ISO 17065, IAF MD 1; IAF MD 2; IAF
MD 3; IAF MD 5; IAF MD11, JAS-ANZ Policy3/11,
issue 1, 19 December 2011, JAS-ANZ Policy
3/13, issue 1, 8 February 2013, JAS-ANZ
Accreditation Manual.

V00-10 Quy trinh dénh gia chirng nhan HTQLCL
V01-03 Quy dinh chirng nhan s&n pham

V02-03 Huéng dan théa thuan ching nhén san
pham

\V02-04 Huéng dan danh gi4 san pham

\V00-18 Quy trinh lya chon nha thau phu

ISO 17021; ISO 17065, IAF MD 1; IAF MD 2; IAF
MD 3; IAF MD 5; IAF MD10; IAF MD11, JAS-ANZ
Policy3/11, issue 1, 19 December 2011, JAS-ANZ
Policy 3/13, issue 1, 8 February 2013, JAS-ANZ
Accreditation Manual.

V00-10 Procedure for audit and certification of
quality management system

V01-03 General regulation on product certification
V02-03 guideline on product certification
agreement

V02-04 guidelines on product certification and audit
V00-18 Selection subcontractors procedure

2. MUYC DiCH & PHAM VI

2. PURPOSE AND SCOPE

2.1 Pua ra céc yéu cau, tha tuc quy dinh cac buée
phtl hgp véi yéu cau clia ISO/NEC 17065:2012 cho
viéc danh gia va chirng nhan san phdm phi hop
tiéu chudn/quy chudn k¥ thuat thudc cac Iinh vire:
thire phdm, ndng nghiép, dién, dién tk, co khi,
hoa chét, vat lieu xay dwng, hang tiéu dung, dé
dac gia dung, s&n pham dau khl...
Chirng nhan sdn pham Ia sw xac nhan chinh thic
r&ng san pham clia doanh nghiép thoa man cac yéu
cAu clia tiéu chudn/quy chudn dwoc chép nhan va
doanh nghiép da duy trl mot hé théng bdo ddm chét
lwong c6 hiéu Iirc, bao dam duoc tinh én dinh vé chét
lwong clia san pham dwoc chirng nhan.
22 Tién hanh danh gia san phdm theo cac
chwong trinh danh gia sau:

Danh gia chirng nhan;

DPanh gia giam sat;

Danh gia tiép theo;

Danh gia dot xuét;

Danh gia m& réng/thu hep;

- Panh gia bd sung san pham;
Panh gia chirng nhan lai;
Danh gia chuyén ddi.

2.1. This document specifies steps complying with
requirements of ISO/IEC 17065:2012 for the audit
and certification of products in compliance with
standards/technical regulations in the areas:
foodstuff, agriculture, electricity, electronics,
mechanics, chemicals, construction materials,
consuming goods, household appliance, petro-
products...
Product certification is the official confirmation that
the products of the enterprise meet with
requirements of the accepted standards and the
enterprise has maintained an effective product
assurance system and ensures the stability of the
certified product's quality.
2.2. Implement the audit of the products
according to the following audit programs:
- Certification Audit;
- Surveillance audit,
- Follow-up audit;
- lrregular audit;
Extending/Reducing audit;
Added product audit;
- Re-certification audit,
Transfer audit.

3. VIET TAT VA B|NH NGHIA

3. DEFINITIONS AND ABBREVIATIONS

- P.KD: Phong Kinh doanh

- PCN: Phong chirng nhan

- P.TN: Phéng thir nghiém cta VinaCert
- GBCN: Giam dbc chirng nhan

- CGBG: chuyén gia danh gia

- CGKT: chuyén gia k¥ thuat

. CAR: Yéu ciu hanh déng khéc phuc

- CA: Hanh dong khéc phuc

- VP: Van phong

- KD: Business Department

- PCN: Certification Department

- PTN: Laboratory of VinaCert

- GBCN: Certification Director

- CGDG: auditor

- CGKT:; technical expert

- CAR: Correction Action Regquest
- CA: Corrective Action

- VP: Administrative Department

4. NOQIDUNG

4. CONTENT
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LUU DO CHU'NG NHAN SAN PHAM

1.Tiép nhan Ding ky chirfng nhan SP

v

2. Xem xét dang ky chirng nh&n SP

¢ B sung pham vi cua VICB

3. Hoan thién dang ky chirng nhén SP
F00-13-01

Y

’

2.1. Xem xét lai thong tin ma khach hang
ap dung dé thiét 14p cac Quy djnh riéng va
bé sung pham vi

4. Chwong trinh danh gia CNSP
F00-10-01

y

6a.Danh gia DKDB chét lwgng+idy miu

6. Lap ké hogch dénh gl F00-10-03 > F00-13-03/ F00-13-07/ F00-13-04/ <
F00-10-05/ V02-04 N
i C6 NQ 6b.Chuyén méu phong TN
7. Theo d&i hanh ddng khac phuc — ¥ KoNC ¢ , F00-13-05
Y ¥ ol * A
Y Y Y
8, Thdm tra + Kién nghj chirng nhan
F00-10-12
Y
4
9. Quyét dinh chirng nhan
F01-03-01
L, Co NC 10. Banh gia giam sat
A > - i y

Y

11, Danh gia lai
Sau 03 nam
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CHART OF PRODUCT CERTIFICATION PROCESS

1. Receiving Application for
product certification F00-13-01

v

2. Application review

Supplement scope of VICB

F 3

3. Completion of product
certification application/F00-13-01

y

2.1. Tranfer the Information to PCN
supplement scope of VICB

4. Certification Program/F00-10-01

y

5. Audit plan/ F00-10-03

6a. Evaluation of quality assurance
conditions+sampling

> F00-13-03/ F00-13-07/ F00-13-04/

F00-10-05/ V02-04

7. Monitor corrective actions

with NC v withput NC

il
-

1 “

Lab
F00-13-05

6b. Sample delivery to the

‘u

with NC

r 3

.
>

"
y

F00-10-12

8. Review+Certification
recommendation

y

F01-03-01

9. Certification decision

10. Surveillance

F 3
L&
-

y

After 3 years

11. Re-certification
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N@i dung

Content

Diém kiém soat/
Checkpoint

Trach nhiém,
Biédu mau/
Responsibility
, Form

4.1. CHUONG TRINH DANH GIA

Ngoai cac buéc va thi tuc chung
nhw da néu trong V00-10, danh gia
ching nhan san phdm can xem xét
ky céc ndi dung sau day:

' Bwoe 1: Nhan déng ky chirng nhan:
Sau khi ky két hop dbng chirng nhan
(k& ca chirng nhan mé& réng, chuyén
ddi, nang cAp, danh gia lai), khach
hang ho&c nhan vién sale chuyén hd
so Dang ky chirfng nhan san phdm
(FO0-13-01 v& @y dl céac hd so theo
yé&u cau) clia khach hang cho PCN.
Hinh thire gl d&ng ky c6 thé bao gém:
- Gui ban chinh qua dwong buu dién
hodc ban fax (Gidy dang ky phai cé
chy ky xac nhén cla nguoi dai dién
cltia khach hang);

- Gui Gidy dang ky qua email (dinh
kém ban word, khéng cén ky xéc
nhéan).

Bwéc 2: Xem xét dang ky chirng
nhén

Luu y khi xem xet dang ky chirng nhan
san pham:

+VICB du nang lue cung cép dich vu
cho khach hang. Néu khong du nang
Irc cung cap dich vy thl bao phéng
kinh doanh théng bao v&i khach
hang va chuyén sang budc 2.1
nghién ctru mé rdng pham vi chirng
nhan;

+ Phuong thirc danh gia ching
nhan; Luu y, mdt sé phueng thirc
danh gia da dwgc quy dinh trong cac
quy chuén kj thuat. Déi véi danh gia
hop quy san phadm nhép khau (phéan
bén, TACN, thubc BVTV, ...) st
dung phwong thire 7

+ Dia diém danh gia ;

+ Cac tai liéu kém theo néu trong FO0-
13-01,

Lwu y: Tai buwdc nay, khach hang

4.1 AUDIT PROGRAM
Beside general processes as V00-
10, with product certification needed:

Step 1: Receiving Application for
product certification:

After signing the certification contract
(including extending, transfering and
upgrading certification and re-
certification), the client or sales staff
send the Application for management
system certificaton (F00-13-01 and
full of required records) of client to
PCN.

Send registration method may
include:

- Send the original by post or fax
(Application for product certification
must be signed by a representative of
the client);

- Send the Application for product
certification by email (attached Word
format, without signature).

Step 2: Application review

Note for review the Application :

+ Capacity’ VinaCert to provide the
service; If VinaCert is not capable to
provide certification for client,
Business department inform to client
and move to Step 2.1 in Flowchart
(Tranfer the Information to PCN
supplement scope of VICB)

+ Mode of certification:

Some mode of certification in
technical regulation. Auditing for the
products imported (fertilizer, animal
feed, plant protection
product/pesticides, ...) used mode 7
of related regulation document;

+ Audit sites/location;
+Attached documents
F00-13-01;

Note: At this step, the client must
provide sufficient attached

reffered in

documents stated in F00-13-01. In

.......................................................................

Ngay nhan BKCN

Théng tin trén dang
ky dién day du;
DU ho so glvi kem
dang ky;

Day dd Quy dinh
riéng phyc vy
chirng nhan san
pham

Nhén vién
PCN
F00-13-01

Nhan vién
PCN
F00-13-01
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Ngi dung

Content

Diém kiém soat/
Checkpoint

Trach nhiém,
Biédu mau/
Responsibility
, Form

duoc néu trong F00-13-01. Doi voi
trréng hop khach hang thué co sé&
khac gia céng san phdm, phai yéu
cAu khach hang bd sung thém Hop
déng thué gia cdng gilra hai bén ¢6
day da théng tin vé sb, ngay ky va
Ban sao Giay dang ky kinh doanh
clua co s& duoc thué thirc hién gia
cong cho khach hang (tham tra Gidy
dang ky kinh doanh clia ca bén di
thué gia céng va bén duoc thué gia
cbng dam bao ca hai déu c6 dang ky
fnh vwc san xuat sdn phdm ma
khach hang déng ky chirng nhan).

+ Cac yéu cau vé chirng nhan phai
duge xac dinh, 1ap thanh van ban va
duwoc thau hiéu rd rang. Bat cir siy sai
khac nao trong céch hiéu gitra VICB
va (rng don phai dwoc gidi quyét.

Bworc 3: Hoan thién dang ky chirng
nhan san pham

PCN-ngudi xem xét Bang ky chirng
nhan tién hanh xem xét Dang ky
chirng nhan cla khach hang, nang
Ic cla VICB dé phé duyét Bang ky
cla khach hang, PCN lién hé voi
khach hang @é thu thap bd sung cac
tai liéu lién quan clia khach hang (néu
can);

- Néu hé so hop Ié&: Trong 02 ngay
lam viéc ké tir thdi diém nhan d3ng
ky chirng nhan kém hé so ctia khach
hang, PCN phai ghén héi bang van
ban hodc email vé hd so hop &

- Néu hé so khéng hop I&: Trong
vong 02 ngay lam vigc, PCN tra 1&i
bang van ban hodc email d& nghj
khach hang b sung hd so chuwa hop
I& hodc ho so thiéu (s6 Ian yéu ciu

%6 sung hé so khéng dwoc quéa 03
lan).

Bwéc 4: Lap chwong trinh danh gia
- Nhan vién Phong Chirng nhan
lap chwong trinh danh gia F00-10-01
(cho chu ky chirng nhan 3 nam) trinh
Triedng phong chieng nhan phé

case the client hires other facilities to
process the products, PCN staffs
have to request the client to provide
processing contract between the two
parties with full information of contract
number, sign date and copies of
business registration of the facilities
hired to outsource for the client (PCN
staffs verify business registration of
both the lessee and the leased to
outsource, guarantee that both have
registered for the product
manufacturing sector that the client
registered for certification).

+ The requirements for certification
are clearly defined, documented and
understood. Any difference in
understanding between VICB and the
applicant is resolved.

Step 3: Complete the product
certification application

The PCN-application review conduct
review  application  of  client,
competence of VICB for approval
application;, PCN shall contact the
client to collect and supplement
hissther  related documents  (if
needed),

- For valid records: within 02 working
days from the time of receiving the
application and documents from the
clients, PCN must respond fo the
clients via document or email about
the valid records.

- For invalid records: within 02
working days, PCN must respond to
the clients via document or email
about the invalid, or inadequate
records (number of times of
requesting to amend the records is no
more than 03 times).

Step 4: Audit Program

Staff of PCN shall establish the audit
program F00-10-01 (for 3-year-
certification cycle) to submit to Head
of Certification Department for

02 ngay lam viéc /02
working days

thoi lwgng danh gia
néu doanh nghiép
da ap dung hé

théng quan ly chét

VICB/
Khach hang
V01-03

Nhan vién
PCN,
CGKT

F00-13-01

F00-10-01
Phu luc 3
V00-10
V02-03
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