FORM M
CERTIFICATION BODY (CB) WITNESS
ASSESSMENTCHECK SHEET


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

	CB Name:
	     

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

	Witnessed CB Auditor Name:
	     

	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 witness assessments.

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.

Additional questions may be added, as deemed appropriate. 

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- CB Responsibilities - Contract

	1.1
	Certification Structure: Did the CB apply and validate the proper certification structure for the organization?
	9104-001:8.1

Appendix B
	 FORMDROPDOWN 

	     

	1.2
	Audit Days: Has the appropriate number of auditor days (audit day = eight hours) been scheduled for this audit? 

Is it reflected within the audit plan? 
	9104-001:8.2
	 FORMDROPDOWN 

	     

	1.3
	Conformity to Requirements: Does the client’s AQMS certificate conform to established requirements? 
	9104:001- 8.6
	 FORMDROPDOWN 

	     

	1.4
	Specifics: CAAT: Where the CB uses Computer Assisted Auditing Techniques (CAAT):

· Is there evidence of AB approval?

· Does the audit plan identify CAAT follow-up issues? 
	9104:001- 8.10
	 FORMDROPDOWN 

	     

	1.5
	Specifics: ASRP: Where the CB uses Advanced Surveillance and Recertification Procedures (ASRP) audit programme:

· Has it been approved by AB?

· Are all requirements satisfied? 
	9104:001- 8.9
	 FORMDROPDOWN 

	     

	2- Audit Preparation 

	2.1
	ICOP Engagement: Did the CB engage in the Accreditation Body (AB) and Sector Management Structure (SMS) assessment process for the witness assessment? 
	9104-001: 6.7.f
	 FORMDROPDOWN 

	     

	2.2
	OASIS Data: For surveillance / recertification audits, are the OASIS database and the organization’s information correct (e.g., address, site information, scope of certification…)?
	9104-001: 8.5.c; 

9104-001: Appendix C
	 FORMDROPDOWN 

	     

	2.3
	Specifics: For upgrade audits from ISO 9001 to 9100 series standards, was a full audit conducted of all AQMS requirements (including ISO requirements)?
	9104-001: 8.2.5
	 FORMDROPDOWN 

	     

	
	
	
	
	

	2.4
	Specifics: For combined and integrated audit, does the CB plan and perform according to 9104-001 requirements:

· Audit plan

· Audit duration

· Percentage of integration 

· Certification documents
	9104-001: 8.2.3
	 FORMDROPDOWN 

	     

	2.5
	Initial Certification: Where applicable, is the stage 1 audit report completed per 9101 requirements?
	9101-2016: 4.1.2;
9104-001: 8.3.1
	 FORMDROPDOWN 

	     

	2.6
	Initial Certification: Where applicable, is there evidence to indicate that the Stage 1 and Stage 2 audits were not performed on the same or consecutive days? 
	9101-2016: 4.3.3;
9104-001: 8.3.1
	 FORMDROPDOWN 

	     

	2.7
	Nonconformities Closed: When applicable, is there evidence that all nonconformities were closed before an AQMS certificate was issued? 
	9104-001: 8.4.b
	 FORMDROPDOWN 

	     

	3- Audit Planning

	3.1


	Statutory and Regulatory: Were statutory and regulatory requirements relating to the audit team (including observers) taken into consideration when planning and completing the audit? 
	9104-001: 6.11
	 FORMDROPDOWN 

	     

	3.2
	Planning Requirements: Were the planning requirements of 9101 completed for this audit, and including: 

· customer feedback items?
· proportion of ASD for each customer?
· utilization of OASIS as an input to the surveillance / recertification audit planning process?
	9101-2016: 4.2.1;
9104-001 8.3.1
	 FORMDROPDOWN 

	     

	3.3
	Audit Plan: Is there evidence that the Audit team leader developed and acceptable audit plan that conforms to established requirements? 
	ISO/IEC 17021-1:2015: 9.2.3
	 FORMDROPDOWN 

	     

	3.4
	Shift: Were shift activities planned appropriately? 
	9104-001: 8.2.2.f;
ISO/IEC 17021-1:2015: 9.1.3.5
	 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 

	     

	4- On-Site Audit 

	4.1
	ICOP Scheme Requirements: Did the auditor verify that the ICOP sector scheme requirements were satisfied? 
	9104-001: 6.7.i;
9104-001: 18
	 FORMDROPDOWN 

	     

	4.2
	Site Tour: Was a site tour organized to address changes in scope or facilities, or to familiarize audit team members with the organization’s activities?
	9101-2016: 4.2.2.3;
9104-001: 8.3.1
	 FORMDROPDOWN 

	     

	4.3
	Opening Meeting: Did the Audit team leader perform an opening meeting satisfying all requirements? 
	ISO/IEC 17021-1:2015- 9.4.2;
9101-2016: 4.2.2.2
	 FORMDROPDOWN 

	     

	4.4
	Special Audits: Is there evidence that the organization was informed about the specific reason and subject of the visit? 
	9101-2016: 4.3.6
	 FORMDROPDOWN 

	     

	4.5
	Surveillance Audit: Did the audit team close/review remaining issues / nonconformities from the previous audit?
	ISO/IEC 17021-1:2015-9.6.2.2;
9101-2016: 4.3.4
	 FORMDROPDOWN 


	     

	4.6
	Transfer of Certificate: Is there evidence that items listed in 9101 clause 4.2.1 were evaluated, including a review of previous certification audits performed by their prior CB?
	9104-001: 8.8;
9101-2016: 4.2.1
	 FORMDROPDOWN 

	     

	4.7
	Interviews: Did the audit team interview the responsible Process Owners and top management at the highest level within the organization? 
	9104-001: 8.3.7;
9101-2016: 4.2.2.1
	 FORMDROPDOWN 

	     

	4.8
	Communication: 

Did the audit Team Leader communicate with team members and client during the audit? 

Did the team members demonstrate adequate knowledge and skills relative to communication during the audit? 
	ISO/IEC 17021-1:2015- 9.4.3.1;
ISO/IEC 17021-1:2015: 9.2.3.3
	 FORMDROPDOWN 

	     

	4.9
	Audit Team: 

Is the audit team authenticated as per requirements (check with OASIS)? 

Did the audit team demonstrate knowledge of the AQMS standard and the industrial sector being assessed? 

Did the Audit team leader provide adequate guidance to the Team, as appropriate?
Was the Audit team leader an AEA?
	9104-001: 7;
9104-001: 8.3.1;
9104-001: 8.3.4;
9104-001: 8.3.6;
9104-001: 8.3.2


	 FORMDROPDOWN 

	     

	4.10
	Obtaining and Verifying Information: Did the audit team collect and verify information to support conclusions and conformance?
	ISO/IEC 17021-1:2015- 9.4.4
	 FORMDROPDOWN 

	     

	4.11
	Customer/Regulatory Requirements: Did the audit team question the existence of customer and/or regulatory requirements? Were they assessed accordingly? 
	ISO/IEC 17021-1:2015- 9.3.1.2.d9.3.1.3.c;
ISO/IEC 17021-1:2015- 9.3.1.3.a;
ISO/IEC 17021-1:2015- 9.6.2.2;
ISO/IEC 17021-1:2015- 9.6.3.2.1 c
	 FORMDROPDOWN 

	     

	4.12
	Audit Completeness: Did the audit team use a process approach and:
· assess activities and processes of the defined scope of registration as per audit plan?
· assess to sufficient depth to verify client organization conformance?
· assess process performance and gather enough data to support their conclusions?
· assess shifts as required?
	9101-2016: 0.2;
9104-001: 8.3.1;
ISO/IEC 17021-1:2015- 9.2.3.3;
9104-001: 6.11;
9101-2016: 4.2.2;
9104-001: 8.3.1;
9104-001: 8.2.2g
	 FORMDROPDOWN 

	     

	4.13
	Surveillance Audit: Did the audit team asses all of the mandatory items for surveillance audits? 
	9101-2016: 4.3.4
	 FORMDROPDOWN 

	     

	4.13
	Nonconformities: Did the audit team: 

· record all nonconformities identified?
· classify them appropriately?
· made NCRs and associated PEARs to major NCRs available with the organization during closing meeting?
	9104-001: 8.4;
9104-001: 8.5;
ISO/IEC 17021-1:2015-3.11 & 3.12;
9101-2016: 4.2.2.7
	 FORMDROPDOWN 

	     

	4.14
	Closing Meeting: Did the Audit team leader prepare appropriately for closing meeting and provide a closing meeting with clear statement of conclusion?
	ISO/IEC 17021-1:2015- 9.4.6;
ISO/IEC 17021-1:2015-9.4.7;
9104-001: 8.5
	 FORMDROPDOWN 

	     

	4.15
	Special Processes: If CB does use subject matter or technical experts, are there evidences of how these experts are selected and how their technical knowledge is assured on a continuing basis?
	9104-001 8.3.5
	 FORMDROPDOWN 

	     

	4.16
	     
	     
	 FORMDROPDOWN 

	     

	4.17
	     

	     
	 FORMDROPDOWN 

	     

	4.18
	     
	     
	 FORMDROPDOWN 
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