FORM L
CERTIFICATION BODY (CB) OFFICE
ASSESSMENT CHECK SHEET


THIS CHECKLIST IS TO BE UPLOADED AS AN ATTACHMENT TO THE ASSOCIATED
OVERSIGHT ASSESSMENT EVENT RECORDED IN OASIS.

	CB Name and Contact Name:
	     

	Assessment Date(s):
	Day(s)/Month/Year

	OP Assessor Names and Roles:  
	First Name, Last Name
Assessment Team Role, Organization's Name

	Conclusions, Remarks, OFIs, Recommendations, and Number of NCRs

NOTE:  A nonconformity cannot be  

             documented as an OFI (reference  

             9104-002, definition section).
	As applicable, identify number of OFIs; list all OFIs.

	Submitted by:
	First Name, Last Name

	Date Submitted:
	Day/Month/Year


Instructions for Completing Check Sheet:

This check sheet shall be used for 9104-001 CB office assessments. It may also be used for CB special office assessments (e.g., follow-up).

It complements the oversight data input directly into OASIS and is to be entered as an attachment. 

Status Assessment Results:

Document assessment results within the table as follows:

· Conforming (C) - The process records/evidence demonstrate effective implementation; process assessed and found acceptable. 

· Nonconforming (NC) - The process records/evidence were assessed, and a nonconformity was identified.  

· Not Evaluated (NE) - The question was not evaluated; include justification in the “Assessment Evidence/Comments” column (e.g., outside assessment scope).  
· Not Applicable (NA) - The question is not applicable; record objective evidence in the “Assessment Evidence/Comments” column.
Assessment Evidence / Comments: 

Include appropriate detail in the “Assessment Evidence/Comments” column to support the assessment results (e.g., information associated to the process assessed and records reviewed, NCR number, OFI).

Additional questions may be added, as deemed appropriate.
NOTE:  9104-002 check sheets are available on the International Aerospace Quality Group (IAQG) website.

Nonconformity Reports (Form D): 
NCRs (Form Ds) issued during the oversight by the OP Assessor are directly written in OASIS and shall be followed through OASIS. 

	Item
	Question
	Reference(s)

(Standard and     Clause Number)
	Assessment Results

(C, NC, NE, NA)
	Assessment Evidence / Comments

	1- Identity 

	1.1
	· Identity / address / of the CB 

· Demonstrate through the oversight that this address is the single lead office with overall responsibility for the implementation of 9104 standards

· Accreditation status
	9104-001: 5.3.b; 

9104-001: 6.1 & 6.3
	 FORMDROPDOWN 

	     

	1.2
	Has the CB lead office: 
· Nominated a competent person for Design, development, implementation and maintenance of 9104 series

· Identified a competent person(s) responsible for conducting and controlling certification activities?
	9104-001: 5.3.b & 5.3.c
	 FORMDROPDOWN 

	     

	2- Organizing the Activities 

	2.1
	Management System: Is there evidence that the CB has established documented processes to ensure conformance to requirements, including an effective internal audit process that assesses conformance to Industry Controlled Other Party (ICOP) certification management requirements?
	ISO/IEC 17021-1:2015:10; 

9104-001: 5.3.a;
9104-001: 6.3;
9104-001: 6.5;
9104-001: 6.6
	 FORMDROPDOWN 

	     

	2.2


	Management System: Does the CB have a process to define which records are retained and to ensure that they are maintained for a minimum of six years, unless otherwise specified?
	9104-001: 17.1 & 17.2
	 FORMDROPDOWN 

	     

	2.3
	Resolutions: Is there evidence that the CB conforms to published IAQG Other Party Management Team (OPMT) resolutions?
	9104-001: 6.7.e
	 FORMDROPDOWN 

	     

	2.4
	Management of Impartiality: Does the CB’s committee for safeguarding impartiality have a person with continuing aviation, space, or defense industry involvement?
	9104-001: 6.4
	 FORMDROPDOWN 

	     

	2.5


	Certification and Consultancy: Is there evidence that the CB or any part of the same legal entity do not have management system consultancy or conduct client internal audits as part of their business? 
	9104-001: 6.7.k
	 FORMDROPDOWN 

	     

	

	2.6
	Complaint / Feedback Process: Is there evidence that the CB has established a complaint/issue resolution process that meets established requirements?
	9104-001: 6.7.j
	 FORMDROPDOWN 

	     

	2.7
	OASIS: Does the CB have an effective process to manage OASIS database feedback per established requirements (e.g., administration and timely processing)?
	9104-001: 14.3
	 FORMDROPDOWN 

	     

	2.8
	Certification Process: Is there evidence that the CB has an effective process that ensures all issued certificates meet established requirements?
	9104-001: 8.6;

9104-001: Appendix B
	 FORMDROPDOWN 

	     

	2.9
	Certification Process: Is there evidence to indicate that the CB has not issued any AQMS standard certificates, prior to AB accreditation for the applicable AQMS standard(s)?
	9104-001: 6.2
	 FORMDROPDOWN 

	     

	2.10
	Certification Process: Are the CB’s procedures, tools, and techniques for the granting, maintaining, reducing, suspending, transferring, and withdrawing the certification of audited clients (certified organizations), in accordance with the established requirements? 
	9104-001: 6.7.d
	 FORMDROPDOWN 

	     

	2.11
	Decision-Making Staff: Is there a process for the qualification of decision making staff and adherence to the process (including a person(s) with aviation, space, or defense competence)? 
	9104-001: 6.7.a & 6.7.b
	 FORMDROPDOWN 

	     

	2.12
	Decision-Making Staff: is there evidence that: 
· certification decisions, and 
· issue of certification documents
are conducted and controlled by a competent person(s) employed or directly contracted by the CB lead office?
	9104-001: 5.3.b;
9104-001: 5.3.c


	 FORMDROPDOWN 

	     

	2.13
	CSOC: Where applicable, does the CB have evidence that in case of complex structure they have informed:

· the Certification Structure Oversight Committee (CSOC), prior to conducting the Stage 2 
	9104-001:8.1.3;
9104-001: 8.2.1.5;
9104-001: Appendix B
	 FORMDROPDOWN 

	     

	2.14
	Data Confidentiality:  How does CB ensure that certified organizations’ data is not shared with their competitors?
	9104-001: 19.2

	 FORMDROPDOWN 

	     

	2.15


	Qualification of Auditors:  Is there evidence that the CB utilizes Aerospace Quality Management System (AQMS) auditors
·  listed in the OASIS database that conform to all requirements

· both competent and authenticated in accordance with established requirements
· with the totality of competencies required to effectively audit the client (certified organization)
· with the appropriate supplementa-tion education / training? 
	9104-001: 6.7.c, 8.3.1 & 8.3.2 & 8.3.4
	 FORMDROPDOWN 

	     

	2.16
	Process with AAB: Is there evidence that the CB has a process to share results of AQMS auditor competency issues with the responsible Auditor Authentication Body (AAB), when deemed appropriate?
	9104-001: 9.c
	 FORMDROPDOWN 

	     

	2.17
	Use of Experts: If the CB uses experts to support audit teams, does the management system indicate how these experts were selected and how their technical knowledge is assured on a continuing basis?
	9104-001: 8.3.5
	 FORMDROPDOWN 

	     

	3- Contracting with the Client

	3.1


	9104-001 Requirements: Are the relevant requirements contained in the 9104-001 standard included as a part of the CB’s legally enforceable agreement with each client (certified organization)?
	9104-001: 6.7.m
	 FORMDROPDOWN 

	     

	3.2
	Right of Access: What arrangements has the CB made to allow right of access for stakeholders to conduct oversight? Do the arrangements allow for Witness Assessments including access to client’s facilities and records?
	     9104-001: 6.7.f. & 6.7.g;
9104.001: 1
7.3. & 17.4
	 FORMDROPDOWN 

	     

	3.3
	Export Control: Has the CB implemented a process to ensure that classified material or export control requirements, related to CB auditor access, are disclosed to their clients and included in the service contract and audit planning activities?
	9104-001: 6.11
	 FORMDROPDOWN 

	     

	3.4
	Review of Changes: Is there evidence that the CB ensures that any significant changes (e.g., certification structure), that impact the audit duration, are reviewed each year to determine any required audit program changes?
	9104-001: 8.2.4
	 FORMDROPDOWN 

	     

	3.5
	Upgrade from ISO to AQMS Standard: When a client (i.e., certified organization) is upgrading from ISO 9001, is there evidence in the CB client file that the CB performs a full initial audit of all requirements for the applicable AQMS standards (i.e., 9100, 9110, 9120)?
	9104-001: 8.2.5
	 FORMDROPDOWN 

	     

	3.6
	Information to Customers: Does the CB contract (with their clients) require that certified organizations provide copies of the “Audit Report” and associated documents/records to their customers and potential customers, upon request?
	9104-001: 8.5.g
	 FORMDROPDOWN 

	     

	3.7
	Transfer: When accepting a client transfer, does the CB’s process ensure all client (certified organization) transfer requirements are met, prior to certificate issuance?
	9104-001: 8.8

	 FORMDROPDOWN 

	     

	3.8
	ASRP: Where applicable, does the CB utilize an AB approved process to manage their client’s Advanced Surveillance and Recertification Procedures (ASRP) audit program?
	9104-001: 6.9;
9104-001: 8.9
	 FORMDROPDOWN 

	     

	3.9
	CAAT: Where applicable, does the CB utilize an AB approved process for Computer Assisted Auditing Techniques (CAAT)?  
	9104-001: 6.10;
9104-001: 8.10
	 FORMDROPDOWN 

	     

	3.10
	Appointment of AQMS Auditors: Is there evidence that requests by clients for AQMS Auditors changes/ substitutions are done with substantiated evidence of improper activity or contract violation?
	9104-001: 6.12
	 FORMDROPDOWN 

	     

	4- Planning and Doing the Audit 

	4.1
	Identification of Certification Structure: Is there evidence that the CB has a process to effectively utilize eligibility criteria for selecting the appropriate certification structure?
	9104-001: 8.1.1; 

9104-001: Appendix B
	 FORMDROPDOWN 

	     

	4.2
	Audit Duration Calculation: Does the CB have objective evidence that their process for determination of audit duration meets established requirements?
Is evidence maintained? 
	9104-001: 8.2; 
9104-001: 8.1.3;
9104-001: Appendix B;

9104-001: Tables 2, 3,
and 4
	 FORMDROPDOWN 

	     

	

	4.3
	Combined / Integrated Audit: Where applicable, is there evidence that the CB has used an effective process to perform combined and/or integrated audits per established requirements?  
	9104-001: 8.2.3
	 FORMDROPDOWN 

	     

	4.4
	Shifts: When applicable, is there evidence in the CB client files that all shifts are audited for initial and recertification audits?
When applicable, is there evidence in the CB client files that surveillance audit plans cover activities that occur across multiple shifts?
	9104-001: 8.2.2.f
	 FORMDROPDOWN 

	     

	4.5
	AEA: Do the CB Clients files contain evidence that an AEA / Audit Team Leader:
· Participated in the entire certification cycle

· on-site and involved during the entire audit? 

· Was limited to 2 consecutive certification cycles for a given certified organization
	9104-001: 8.3.2;
9104-001: 8.3.3;
9104-001: 8.3.8
	 FORMDROPDOWN 

	     

	3.5
	Stage 1: is there evidence that the CB has made available the respective client audit program, prior to the Stage 1 audit?
	9104-001: 8.2.4
	 FORMDROPDOWN 

	     

	5- Reporting and Certifying  

	5.1
	Audit Report: Is there evidence that the audit team leader provides the client (certified organization) with a complete “Audit Report”, including associated 9101 forms, within two weeks of the closing meeting?
	9104-001: 8.5.a
	 FORMDROPDOWN 

	     

	5.2
	NCRs: Is there evidence that NCRs issued by the CB audit team, during client AQMS audits, conform to established requirements?
	9104-001: 8.4
	 FORMDROPDOWN 

	     

	5.3
	Certificate: Does the CB ensure that no certificates (requiring a certification decision) are issued, unless all ‘major’ and ‘minor’ NCRs have been closed in accordance with established requirements?
	9104-001: 8.4.b
	 FORMDROPDOWN 

	     

	5.4
	Certificate: Is there evidence that the CB ensures the continued integrity and validity of the certificates it issues?
	9104-001: 6.7.l
	 FORMDROPDOWN 

	     

	

	5.5
	Certification Decision: Does the CB have a process to ensure that suspension is initiated, when a client (i.e., certified organization) fails to re‑establish conformance to applicable standards, within 60 days from issuance of an NCR?
	9104-001: 8.4.d
	 FORMDROPDOWN 

	     

	5.6
	OASIS: Does the CB have an effective process to ensure that audit data is correctly entered into the OASIS database, within the required timeframes?
	9104-001: 6.7.h; 

9104-001: 8.5.c
	 FORMDROPDOWN 

	     

	5.7
	OASIS: Where applicable, is there evidence to support that the CB has updated the OASIS database within 14 calendar days, when a client’s (certified organization) AQMS standard certificate(s) is suspended or withdrawn?
	9104-001: 8.7
	 FORMDROPDOWN 

	     

	5.8
	OASIS: Is there evidence that all clients of the CB have established an OASIS database administrator for the purpose of managing the required data?
	9104-001: 6.7.i;
9104-001: 8.5.f
	 FORMDROPDOWN 

	     

	5.9
	     
	     
	 FORMDROPDOWN 

	     

	5.10
	     
	     
	 FORMDROPDOWN 

	     

	5.11
	     
	     
	 FORMDROPDOWN 

	     


Form Date: 2018-09-18

