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ADVICE OF CHANGES BY APAC MEMBER AND AFFILIATES

APAC Members and Affiliates have an obligation to advise APAC of any changes to their contact information and representatives, ownership, organizational structure or management, legal or operational status.

APAC Full Members are required by APAC MRA-001 to ensure that other APAC MRA signatories are also advised of any significant changes in status and/or operating practices.  Associate Members are requested to provide the same advice to other APAC members.  

This form is to be used by APAC Members and Affiliates to provide such change advice to the APAC Secretariat.

	Organization name and acronym:
	

	Change to organization name
	

	Previous name and acronym:
	

	New name and acronym:
	

	Reason for change:
 (e.g. merger of two organizations)
	

	Change in legal status
	

	Previous legal status:
	

	New legal status:
(attach a copy of relevant documentation, e.g. government regulation, company registration document, etc.)  
	

	Effect (if any) on any government recognition as an AB:
	

	Changes in key personnel
	

	Name(s) and position of new personnel:
(e.g. new CEO, new Designated Representative to the APAC General Assembly or new Delegate or Alternate to the APAC MRA Council) 
	

	For the new key personnel attach a:
· resume/curriculum vitae (CV) for the new key personnel; and
· a completed APAC FGOV-007 APAC Confidentiality and Commitment Declaration.
	

	Also complete the formal contact details in Annex A for any changes to the organization’s Designated Representative to the APAC General Assembly and to the organization’s Delegate and Alternate Delegate to the APAC MRA Council. Note there are restrictions on who can be nominated to be an APAC MRA Council Delegate and Alternate Delegate which may be checked by the APAC MRAMC prior to acceptance.

	Name(s) and position of personnel who have left:
	

	Reason for change:
 (e.g. retirement, vacancy)
	

	Changes in organizational structure 
	

	Please describe the changes:
	

	Attach a copy of new organization chart:
	

	Significant change in the operation of the AB’s system 
	

	Please describe the change:
	

	Change in mechanism used to assess CABs
	

	Please describe the change:   
	

	Use of sub-contracted organizations to do assessments, either routinely or from time to time
	

	Name(s) of organizations used: 
	

	Relationship of organizations to the APAC Member:  
	

	For significant changes, such as changes in ownership, organizational structure and responsibilities, decision making, operational control and changes to the quality system, please complete and submit sections 3, 4 and 5 of the IAF-ILAC F1.1-A3 Evaluation Report Template for Use in APAC Evaluations, including management of impartiality and any conflicts of interest. For all other changes please attach a self-evaluation statement of how, and to what extent, any of the changes impact on the AB’s fulfillment of all ISO/IEC 17011 requirements, competence and ongoing APAC MRA signatory status. 

	Person making this change advice to APAC
	

	Name:
	

	Position:
	

	Signature:
	

	Date:
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ANNEX A - CHANGES TO FORMAL REPRESENTATIVES TO APAC


A1.	Changes to the Designated Representative to the APAC General Assembly

A1.1	It is an obligation for each APAC Member and Affiliate to nominate one Designated Representative to the APAC General Assembly.

A1.2	The Designated Representative is the main representative of the organization to APAC and is the primary contact for all correspondence from APAC to the organization. This contact is responsible for distribution any APAC correspondence to the relevant personnel within the organization. Only one person with one email address can be the Designated Representative. 

A1.3	Please complete the entries below to advise on any change to the Designated Representative and/or contact details. 

	Economy
	Organization acronym
	Prefix*
	Gender
F/M/X
	Given name (s)
	Family Name/ Surname
	Position
	Organisation
	Contact physical address
 
 
 

	Phone number
	Fax number
	Email address
	Time zone (UTC) 
	Contact mailing address (only if different from physical address)

	 
	 
	 
	 
	 
	 
	 
	 
	Line 1
	Line 2
	Line 3
	State/ Province / Region
	Post code
	Economy
	 
	 
	 
	
	Line 1
	Line 2
	Line 3
	State/ Province / Region
	Post code
	Economy

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Prefix = (e.g. Mr., Mrs., Ms., Dr.); Gender = F; Female; M, Male; X, other or not specified.  

A1.4	For new Designated Representatives please also submit:
· a resume/curriculum vitae (CV); and
· a completed APAC FGOV-007 APAC Confidentiality and Commitment Declaration.

A1.5	The obligations and duties of the Designated Representative to the APAC General Assembly are generally covered in APAC GOV-001 APAC Constitution and APAC GOV-002  APAC Regulations and Codes. The Designated Representative should be thoroughly familiar with these documents and all other APAC GOV procedures.



A2.	Changes to the Delegate or Alternate Delegate to the APAC MRA Council

A2.1	Only APAC Members (Full Members and Associate Members) are eligible to nominate Delegates and Alternate Delegates to the APAC MRA Council. 

A2.2	The nominated Delegate to the APAC MRA Council is the main contact for all correspondence from APAC related to the APAC MRA Council, including voting on APAC MRA Council ballots. APAC Members may nominate one Delegate with one email address and one Alternate Delegate with one email address. The nominated Delegate or Alternate Delegate may also be the same person as the Designated Representative to the APAC General Assembly.

A2.3	Please note that the Delegate and Alternate Delegate must demonstrate fulfillment of the following criteria from APAC MRA-003 APAC MRA Council – Rules for its Operation:

3.1.4     The Full Member Delegate or Alternate Delegate shall be competent for any decision-making processes of the APAC MRA Council for which they are involved. The competency criteria shall be either:
a) the Delegate or Alternate is a Lead Evaluator, Evaluator or Provisional Evaluator; or
b) the Delegate or Alternate has the following background and knowledge:
i. familiarity and understanding of the APAC MRA and its operation (including evaluation and decision-making procedures); and
ii. understanding of, and experience in, implementing accreditation activities at managerial levels.

A2.3	Please complete the entries below to advise on any change to the Delegate or Alternate Delegate and/or contact details.

Delegate to the APAC MRA Council:

	Economy
	Organization acronym
	Prefix*
	Gender
F/M/X
	Given name (s)
	Family Name/ Surname
	Position
	Organisation
	Contact physical address

	Phone number
	Fax number
	Email address
	Time zone (UTC) 
	Contact mailing address (only if different from physical address)

	 
	 
	 
	 
	 
	 
	 
	 
	Line 1
	Line 2
	Line 3
	State/ Province / Region
	Post code
	Economy
	 
	 
	 
	
	Line 1
	Line 2
	Line 3
	State/ Province / Region
	Post code
	Economy

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	





Alternate Delegate to the APAC MRA Council:

	Economy
	Organization acronym
	Prefix*
	Gender
F/M/X
	Given name (s)
	Family Name/ Surname
	Position
	Organisation
	Contact physical address
 
 
 

	Phone number
	Fax number
	Email address
	Time zone (UTC) 
	Contact mailing address (only if different from physical address)

	 
	 
	 
	 
	 
	 
	 
	 
	Line 1
	Line 2
	Line 3
	State/ Province / Region
	Post code
	Economy
	 
	 
	 
	
	Line 1
	Line 2
	Line 3
	State/ Province / Region
	Post code
	Economy

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Prefix = (e.g. Mr., Mrs., Ms., Dr.); Gender = F; Female; M, Male; X, other or not specified.  

A1.4	For new Delegates or Alternate Delegates please also submit:
· a resume/curriculum vitae (CV); and
· a completed APAC FGOV-007 APAC Confidentiality and Commitment Declaration.

A1.5	The obligations and duties of the Delegates and Alternate Delegates to the APAC MRA Council are generally covered in APAC MRA-003 APAC MRA Council – Rules for its Operation. The Delegate and Alternate Delegate should be thoroughly familiar with this document and all other APAC MRA procedures.
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