AF16
Compilation of briefing notes for assessors (reference material producers)

Part A 
To be completed by HKAS Executive
Please include the following information / document in the briefing notes and in the sequence indicated below for the named assessors.  The compiled briefing notes are to be provided to HKAS Executive for further distribution to assessors before 



 (Date).
	Assessor’s name
	Responsible HKAS officer 


	 Assessor 



	Assessor’s affiliation
	-
	

	Assessor’s responsible area 
	Overall responsibility
	Technical requirements

	The covering page of briefing notes (provided by HKAS Executive)
	(
	(

	This form, i.e. AF16, with Part B completed and signed 
	(
	(

	Completed questionnaire and checklist   (HOKLAS 023) 
	(
	(

	Document evidence of legal identity 
	(
	(

	Management system documentation
	(
	(

	Organisational chart
	(
	(

	Floor plan
	(
	(

	Latest internal audit schedule
	(
	(

	Latest management review summary
	(
	(

	CV and qualification documents of key personnel and named nominated signatories 
	(
	(

	List of subcontractors and contracts of agreements (if applicable)
	(
	(

	List of major equipment and reference material 
	(
	(

	Operational procedure manual 
	(
	(

	Production plan, procedures and relevant technical standards 
	(
	(

	Means of establishing metrological traceability (if applicable)
	(
	(

	Measurement uncertainty evaluation (if applicable)
	(
	(

	Evidence of conformity to ISO/IEC17025 for the producer’s testing/calibration facility
	(
	(

	Sample reference material documentation /certificates
	(
	(

	Proficiency testing results of all relevant testing and calibration activities
	(
	(


Part B 
To be completed by the reference material producer on sending out relevant documents to HKAS Executive and assessors.

Requested documents marked with ( are provided.

Name of person(s) responsible for compiling briefing notes : _______________________________

Date : __________________________________________________________________________
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