Checklist:

· Updated Trade License and Tenancy Contract reflecting the new office address.
· Current employee/manpower list, including designations and client/site assignments.
· Valid medical insurance and workers’ compensation policies.
· Training and competency matrix, training plan, relevant training certificates, and records of training effectiveness.
· Internal induction records, including attendance sheets, training materials and topics covering company policies, quality, environmental awareness, site hazards, waste management and housekeeping.
· Recent client contracts, LTOs, purchase orders or letters of award demonstrating ongoing operations (confidential details may be redacted).
· Sample supplier invoices, as applicable.
· Customer feedback and complaints register, client warning letters, list of contractors receiving warnings, and records of corrective actions and follow-up with clients.
· Internal audit programme and completed internal audit report covering ISO 9001 and ISO 14001.
· Management review minutes/records covering both management systems.
· Current quality and environmental objectives, targets, action plans and monitoring records.
· Environmental aspects and impacts register, environmental policy, and applicable environmental procedures or work instructions.
· Applicable environmental legal and other compliance obligations register, including compliance evaluation records.
· Records or communications demonstrating office waste management, housekeeping, energy conservation and environmental awareness.
· Documented controls for recruitment, manpower deployment, induction and handling client concerns.
· Quality and environmental risks and opportunities register, including planned actions and implementation evidence.

