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HAK tarafindan basvuru kabulii vapildiktan sonra, Dokiiman Kabul ve Kontrol siirecine
gecildigi bildirimi laboratuvar yetkilisine yapilir. Bu bildirime istinaden asagidaki tabloda yer
alan dokiimanlar HAK tarafindan belirtilen usuller ve siireler icinde HAK’a iletilmelidir.
(Yalnizca \ isaretli belgeler iletilmelidir.)

Once the application for accreditation gets official consent by HAK, a notification shall be sent to the authorized
person of the laboratory stating that the conditions for “Document Control and Review " process are met. Upon
this notification, the following documents must be submitted to HAK within the period & rules specified by HAK.
(Documents with sign \ shall be submitted)

Kapsam Genisletme basvurularinda da talep edilen tiim kapsamlar_icin asagida belirtilen

belgelerden iliskili olanlar HAK’a iletilmelidir. Aksi takdirde kapsam genisletme basvurusu
dikkate alinmayacaktir. ( isaretli belgeler iletilmelidir)

For scope extension applications, relevant documents stated below shall be submitted to HAK for all requested
scopes. Otherwise, extension applications shall not be taken into consideration. (Documents with sign \ shall
be submitted)

Dokiiman Tk Kapsam
Icerigi Akreditasyon | Genisletme
# Document Context (Initial (Scope
Accreditation) Extension)
Laboratuvar iist yonetim tarafindan imzalanmis
1 Akreditasyon Sozlesmesi [2 niisha]
Accreditation Contract s_igned by the laboratory s top-level \/ \/
management [2 hardcopies]
9 Laboratuvar personelinin imza sirkiisii/sirkiileri
The list of authorized signatures of laboratory personnel \/ \/
Laboratuvarin erisime sahip oldugu tiim cihazlarin listesi.
3 Ayrica cihazlara ait en giincel kalibrasyon sertifikasi ve
kalibrasyon sikhigim gosteren liste \/ \/
List of all devices that the laboratory has access to.
Up to date calibration certificates of the devices, the list of
calibration frequency
Laboratuvarin yasal statiisii, ticari sicil kaydi ve ortaklan
4 hakkinda bilgiler (varsa subeler dahil)
Records of legal status, trade register and partners of the \/
laboratory (including branches, if any)

Hazirlayan: Helal Akreditasyon Dairesi Baskanligt Onaylayan: HAK Yénetim Kurulu
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Dokiiman
Icerigi
Document Context

Ik
Akreditasyon
(Initial
Accreditation)

Kapsam
Genisletme
(Scope
Extension)

Laboratuvar ortaklarimin (varsa) ortagi oldugu diger
kuruluslar hakkinda bilgi ve mevzubahis firmalarin faaliyet
belgeleri

Information about other companies owned by the partners of the
laboratory, including the certificates documenting the activities of
those companies

Laboratuvarin hizmet kapsami hakkinda 6zet bilgi
(akreditasyon talep edilmeyen faaliyetler dahil)

Brief information about the services of the laboratory (including
non-requested accreditation scope)

Laboratuvar, islerinin herhangi bir safhasini tagserona

devrediyor ise yapilan sozlesmelerin kopyalar1 ve bu

kuruluslar ile ilgili bilgiler

(Siirekli dis tedarik¢iden saglanan faaliyetler, laboratuvarin hizm
kapsaminda degildir)

If any activity within laboratory process is conducted by
subcontractors, information about subcontractors, and copy of
contracts signed with these subcontractors.

(The activities continuously provided from an external provider are
not covered by the laboratory's activities)

Akreditasyon bagsvurusunda bulunulan her bir deney alam
icin laboratuvar tarafindan diizenlenen deney raporunun bir
ornegi

A Copy of the test report issued by the laboratory for each applied
accreditation testing field

Kalite El Kitabi ve kalite sisteminde yer alan dokiimanlarin
listesi (revizyon durumlarim gosterecek sekilde)

Quality Manual and a list for the documents in Quality System
(including revision info)

10

Prosediirler, kalite talimatlar1 ve kontrol listeleri, deney
talimatlari; ayrica yonetim sisteminin uygulanmasina yonelik
prosediirler ve talimatlar

Procedures, quality instructions and checklists, test instructions;
procedures and instructions used for implementation of the

management system

Hazirlayan: Helal Akreditasyon Dairesi Baskanligt

Onaylayan: HAK Yonetim Kurulu
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Dokiiman
Icerigi
Document
Context

ik

Kapsam

Akreditasyon | Genisletme
(Initial
Accreditation)

(Scope
Extension)

11

Mesleki sorumluluk sigortasi, ihtiyatlar (Mesleki sorumluluk
sigortasi zorunlu degilse mali yiikiimliiliik icin gecerli olan
diizenlemeyi dokiimante ediniz.)

Professional liability insurance or likewise implementations (If
Third party Professional Indemnity Insurance is not mandatory
for your body, submit the document serving the same purpose.)

v

v

12

En giincel i¢ Tetkik ve Yonetimin Gozden Gegcirmesi kayitlar
Records of the most-recent Internal Audit and Management
Review

13

Varsa, mevcut olan diger yeterlilik belgelerinin kopyalari
(akreditasyon belgeleri, resmi yetkilendirmeler vb.)

If any, copies of other proficiency documents (formal
authorizations, accreditation certificates etc.)

14

Laboratuvarin i¢/dis tiim personelinin (teknik miidiirler ve
kalite yoneticisi de dahil) yetkilendirildigi fonksiyonu,
gorev statiisiinii, laboratuvardaki tecriibe siiresini iceren
bir liste veya personel yetkinligini izleme c¢izelgesi/matrisi

A List or a Personnel Competence Monitoring Chart/Matrix of
all internal/external personnel of the laboratory including their
authorized function, title, experience, including the technical

15

Laboratuvarin sahip oldugu tiim referans
malzeme/sertifikal referans malzemeyi iceren liste.

List of all reference materials/certificates of certificated
reference materials that the laboratory has.

Hazirlayan: Helal Akreditasyon Dairesi Baskanligt

Onaylayan: HAK Yonetim Kurulu
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16

Standart olmayan/isletme i¢ci metotlarin gecerli kilma
(validasyon) kayitlar1 ve dl¢iim belirsizligi raporlar.

\Validation records and ‘Uncertainty of measurement’
calculations of in-house methods.

v

v

17

Standart metotlarin dogrulama (verifikasyon) kayitlari ve
olciim belirsizligi raporlari.

Verification records and ‘Uncertainty of measurement’
calculations of standard methods.

18

Katihim saglanan yeterlilik deneyi/laboratuvarlar arasi
karsilastirma raporlari ve bilgileri.

Uygun olmayan sonuglar icin yapilan kok sebep analizi ve
gerceklestirilen faaliyetler.

Reports and information of proficiency test/interlaboratory
comparison.

Root cause analysis and activities carried out for inadequate
results.

19

Risk ve firsatlarin degerlendirilmesi prosediirleriyle ilgili
dokiimanlar ve kayitlar.

Documents and records pertaining to the evaluation of risks
and opportunities.

20

Laboratuvarin Ve akreditasyon basvurusunda bulundugu
her bir deney alaninin gecerli akreditasyon sertifikasi

\Valid accreditation certificate of the laboratory including the
accreditation certificate for each testing field for which

accreditation is sought

Hazirlayan: Helal Akreditasyon Dairesi Baskanligt

Onaylayan: HAK Yonetim Kurulu




