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1. MOQSOD / OBJECTIVE

Bu prosedur, GENERAL CONSULTING CO torafindon hayata kegirilon sertifikatlasdirma faaliyyati
naticasinds sertifikat almaq hiiququna malik olan togkilatlarin sanadlorinin tortibi vo toslim edilmasi
prinsiplorini miioyyon edir.

This procedure defines the principles of issuing and delivering of the certificates to the establishments
that deserve to obtain certificate as a result of certification activities carried out by GENERAL
CONSULTING CO.

2. OHATO DAIROSI/ SCOPE

Bu prosedur, GENERAL CONSULTING CO torofindon hoyata kegirilon sertifikatlasdirma
foaliyyatlori naticoasinds tortib edilocok biitiin sonoadlori ohats edir.

This procedure includes all the issued documents as a result of certification activities carried out by
GENERAL CONSULTING CO.

3. MOSULIYYOTLILOR / RESPONSIBLES
Qorar Komitasi/ Decision Committee
4. TOTBIQ ETMO / IMPLEMENTATION

4.1. idaraetmo Sistemlori Sertifikatlasdirma Sertifikat Nomralomo;
Numbering of documnetation of Management systems certification

a) Ilkin Sertifikatlasdirma; (Sertifikat Novii- Sertifikat foaliyyat sahasi -Sertifikat Sira No — Sertifkat
verilis ili son iki ragomi)
First certification; (Kind of certificate —Scope of certification —documnetation serial no- the last
two numbers of issued date)

Sertifikat Novii; MS (Idaraetma Sistemi) / Kind of certificate; MS (Management System)
Sertifikat faaliyyat sahasi: QMS, EMS va s., / Scope of certification: QMS, EMS etc.
Sertifikat Sira No: Ardicil, dayismaz va takrarlanmayan / Documnetation serial no: successive,

unchangind and irreproducible
Niimuna: MS-QMS-001-22 / Example: MS-AMS-001-22

b) Sanaddas edilan Reviziya; (Sertifikat Novii- Sertifikat faaliyyat sahasi -Sertifikat Sira No — Sertifkat
verilis ili son iki ragami - R Reviza edilmis Standarta Kegid Ilinin Son Iki Ragomi)

b) Revision of the Document: (Kind of certificate —Scope of certification —documnetation serial no-
the last two numbers of revised standard change date)

Sertifikat Novii; MS (Idaraetma Sistemi) / Kind of certificate; MS (Management System)
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Sertifikat Swra No: Ardicil, dayismoz va tokrarlanmayan / Documnetation serial no. successive,
unchangind and irreproducible

Sertifikat faaliyyat sahasi: QMS, EMS va s., /Scope of certification: QMS, EMS etc.

Niimuna: MS-EMS-001-22-R-15 / Example: MS-EMS-001-16 R-15

4.2 SERTIFIKATLASDIRMA FOALIYYOTINO AID SERTIFIKATLARIN TORTIB
EDILMOSI/
ISSUING THE DOCUMENTS OF CERTIFICATION ACTIVITIES

Sertifikat almaq hiiququ qazanan va sertifikatli toskilatlarin sertifikatlagdirma xidmatlorins aid hesab-
faktura, Qorar Komitasinin qorar1 vo audit hesabati (IS {i¢iin) miisayist moktubu ilo birlikds toskilata
gondorilir. Bu faaliyyat Planlama {izro mosul soxs torafindon hoyata kegirilir.

The invoice of service that was given to Establishments that deserve to obtain certificate and already
certificated, is sent to the establishment with cover letter the decision of Decision committee and audit
report (for MS) attached to the cover letter.

Sertifikat almaq hiiququ olan toskilatlar 2 niisxodo miivafiq miigavilo imzalamaq {igiin ofiso dovot
olunur va ya va solahiyyatli soxs torofinden miivafiq idaraetms Sistemi Miiqavilosi imzalandiqdan
sonra geri gondorildikdon sonra, miigavilonin mozmununu va diizglinliiyiinii Planlama {izro Masul
soxs torofinden yoxlanilir. Miiossisonin solahiyyatli soxsi torafindon imzalanmis Idarsetmo Sistemi
Miiqavilasi, Direktor vo ya etibarnamo verilmis solahiyyatli is¢ilor torafindon imzalanir.
Establishment that deserve to obtain certificate is invited to sign 2 copies of contract to the Officce
or after signing Management System Certificate contract by authorized person of the establishment,
it is sent back to GENERAL CONSULTING CO. Planning executive controls the contract. Director
or the deputy of Director signs the Management System Certificate contract that was already signed
by the authorized person of the establishment.

Sertifikat sahibi togkilatin yazili tolobihalinda, sonad tolob olunan xarici dilds tortib edilir.

Sertifikat iizorindali molumatlarda edilon biitiin doyisikliklords (redakts xatasi, mozmun doyisikliyi
va s.) komissiyanin qorarindan sonra yenidon tortib edilir. Sertifikatin imzalandig tarix sertifikat
iizorindos gostarilir.

In case of request of the establishment, the certificate can be arranged in any language. All the
changes on the certificate (mistakes in writing, changes in content, etc., are made after the decision
of certificate committee. The date of signing is mentioned on the certificate.

Tortib edilon sertifikata; Toskilatin adi, sertifikatlasdirma istehsalat/obyekt {invani vo ya
coxmiiossisa/obyektli toskilatlar {iciin sertifikatlasdirma corcivesindo biitiin iinvanlar (idaroetmo
Sistemi tigiin), sertifikatlasdirma {i¢lin osas olan sonod, sertifikatin tarixi, sertifikat nomrosi,
sertifikatin ohato dairasi, sertifikat etibarliliq miiddati aydin sokildo yazilmigdir. Sertifikatlarin
etibarliliq miiddsti miivafiq Sertifikatlasdirma Prosedur vo Prinsiplorinde miioyyan edilmis
miiddotdir.
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On the issued certificate; name of the establishment, address of the certificated plant of the
establishment or all the addresses in the scope of certification (for MS), related standard, certification
date, certification number, scope of certification, date of validity of certificate are mentioned clearly.

Sertifikat1 itirilon vo ya movcud sertifikatin suratino ehtiyaci olan Sertifikat sahibinin miiracioti
osasinda, kohno sertifikat ndmrasi va sertifikatin qlivveds olma tarixi gosterilmaklo yenidon tortib
edilir. Sertifikatin yenidon tortibino aid hesab-faktura verilir.

The owner of the certificate may request certificate once again in case of the being lost or needing
ananother copy. The certificate is reissued with the fore mentioned certificate number and validity
date and sent to the owner of certificate with an invoice of reissue

Miiraciot sahibi togkilat vo ya solahiyyatli niimayondasinin sertifikati almaq hiiququ gqazanmasi
sonrasinda togkilata edilocok yazili bildiso baxmayaq, bildiris tarixindon sonra 1 il i¢arisindo miiqavilo
imzalanmadiqda, Qorar Komitasi qorart ilo sertifikat verilmasi gorari logv edilir. S6ziigedon miiraciot
foaliyyati naticalari ilo birlikts prosesdon ¢ixarilir.

If the establishment do not sign the contract in 1 year time although Establishment deserve to obtain
certificate. The certificate is cancelled by the decision of Decision committee. And application of the
establishment is cancelled with its all result of activities.

Sertifikatlagdirilmis  toskilatlar adindan  verilmis sonadlorin  suroti, miiqavilolorin  va
sertifikatlagdirilmis toskilatlara moxsus sonadlorin surati Qeydlorin idara Olunmas: Proseduru-na
uygun olaraq saxlanilir. Bu sonadlor Arxiv Talimatina uygun olaraq Audit sobasi torafindon arxivo
gondorilir vo qovluga yerlosdirilir.

A copy of certificate, a copy of contract and the documents of certification body are saved
according to Record management procedure. These documents are sent to archive according to
Archive instruction by the audit department in order to be put in its file.

5. 9LAQODAR SONODLOR / ASSOCIATED DOCUMENTS

GC-PR-002 QEYDLORIN IDAR® OLUNMASI PROSEDURU
GC-PR-002 RECORD MANAGEMENT PROCEDURE

GC-TL-001 ARXIV TOLIMATI
GC-TL-001 ARCHIVE INSTRUCTION
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