[bookmark: _Hlk198109751][bookmark: _Hlk198127700][bookmark: _Hlk198807130] IMS

[bookmark: _Hlk203217184]Dear Sir/Ma’am,
[bookmark: _Hlk197426855] 
[bookmark: _Hlk204268139][bookmark: _Hlk204358333][bookmark: _Hlk214028746][bookmark: _Hlk197100784]It was a pleasure having you!
As we discussed in the meeting, please refer to the document below. Please send whatever document is available. 
Also, if there is anything I could help you with, please do not hesitate to update me.

If you don’t have any documents, kindly mention it in the remarks column.

	[bookmark: _Hlk219280636][bookmark: _Hlk216952797]Required Doc
	Remark

	· [bookmark: RANGE!A2]IMS (QHSE) Manual, Policy, Procedures 
	 

	· Objectives and planning actions/ targets
	 

	· Company profile (vision, Mission, organizational chart)
	 

	· ISO responsible personnel details – name and designation (Competency certificates also)
	 

	· Key personnel name and designation
	 

	· Employee list (MOL) with a list of technical personnel (Names and Designations)
	 

	· Government approvals (Civil defense, chamber of commerce certificate, classification certificate, ICV, VAT, Waste Management & Disposal Permits)
	 

	· Job descriptions of employees and competency certificates related to their job role (from All Departments) 
	 

	· Employer evaluation procedure and evaluation records
	 

	· Inventory list for raw materials (If there)
	 

	· ISO Internal Audit Report & ISO Internal auditor’s Competency certificate
	 

	· Medical & Health Insurance details 
	 

	· Internal training records - attendance, Training materials, photos
	 

	· 3rd party training certificates, Attendance (ISO awareness/First aid/firefighting/ IOSH/ NEBOSH etc)
	 

	· Management review meeting record
	 

	· Customer feedback and complaint handling procedure Customer feedback/customer survey report  
	 

	· Approved Supplier List 
	 

	· Supplier evaluation procedure and records, Supplier Selection Procedure and Records
	

	· Internal SOPs/ Methods of Statements/ Safety Inductions for the Internal operational process
	

	· Fire extinguisher picture, First aid box pictures, Office pictures of departments & Head of Departments, and all company photos
	 

	· HR policies, procedures, and records, WPS system records
	 

	· Tools, Equipment, and machinery list and their calibration certificate, Inspection records, Infrastructure details, Manual, and maintenance records for machinery – some photos of tools, equipment and machinery.
	 

	· List of ongoing and completed projects/ list of clients, and photos of a few projects
	 

	· Safety Procedures & Work Instructions
	 

	· Strength of the Company
	 

	· SWOT analysis report and records
	 

	· Internal Server details
	 

	· Condition of the server room and maintenance records (ventilation, security of cables, wires)
	 

	· Last External Audit NC and their corrective actions (from QRS)
	 

	· Import & Export Details and Certificates& Product Data Sheet (if there)
	 

	· Purchasing Orders (5 Samples) and Invoices (5 Samples)
	

	· Photos of using the QRS logo on the company profile/website/, letterheads
	 

	· IT handling if in-house personnel -Competency level, JD /if outsource - company details (Contract, details)
	 

	· Networking system details (WIFI or LAN) – service provider details
	 

	· IT Inventory list (list of software and list of hardware)
	 

	· Software license or proofs (Interface screenshot) of software, Firewall, and antivirus
	 

	· Branch details
	 

	· Partnership details
	 

	· Data backup and restoration policy, or any IT-related policies and procedures
	 

	· Needs and expectations of interested parties
	 

	· Applicable law as per Scope (Local Legal Requirements) & Products and Services & Labor Law Applicable Laws & Legal Registry
	 

	· Risk Assessment & Risk Assessment Procedure
	 

	· Tool Box Meetings records & Photos, Emergency Drills & Photos, Assembly Point Photos, emergency scape plan
	

	· AMC for Inspection & Maintenance of the Safety Equipment
	 

	· Procedure for environmental impact and aspects 
	 

	· First Aid Kits & Expiration Dates
	 

	· History of Accident records & Corrective Actions for the last 3 years & Prevention Measures and Current Year Status of Safety Performance
	 

	· Previous Management System History: if it has been certified previously
	 

	· Technical audit details from the government or 3rd party
	 

	· Environmental monitoring records, reports, and certificates
	 

	· Waste Management Report, Waste Management Collector Contract & List of Waste Collected/ Waste Manifest
	 

	· Environmental monitoring systems and records
	 

	· PPE issuance and usage procedures and records, PPE usage photos
	 

	· Emergency response team details and their Certificates
	 

	· First aiders
	 

	· Hazard analysis, reporting, and hazard control system procedures and records
	 


[bookmark: _Hlk203148214][bookmark: _Hlk196142740]

IMS with DESIGN SCOPE

It was a pleasure having you!
As we discussed in the meeting, please refer to the document below. Please send whatever document is available. 
Also, if there is anything I could help you with, please do not hesitate to let me know.

	Required Doc
	Status

	· IMS (QHSE) Manual, Policy, Procedures 
	 

	· Objectives and planning actions/ targets
	 

	· Company profile (vision, Mission, organizational chart)
	 

	· ISO responsible personnel details – name and designation (Competency certificates also)
	 

	· Key personnel name and designation
	 

	· Employee list (MOL) with a list of technical personnel (Names and Designations)
	 

	· Government approvals (Civil defense, chamber of commerce certificate, classification certificate, ICV, VAT, Waste Management & Disposal Permits)
	 

	· Job descriptions of employees and competency certificates related to their job role (from All Departments) 
	 

	· Employer evaluation procedure and evaluation records
	 

	· Inventory list for raw materials (If there)
	 

	· ISO Internal Audit Report & ISO Internal auditor’s Competency certificate
	 

	· Medical & Health Insurance details 
	 

	· Internal training records - attendance, Training materials, photos
	 

	· 3rd party training certificates, Attendance (ISO awareness/First aid/firefighting/ IOSH/ NEBOSH etc)
	 

	· Management review meeting record
	 

	· Customer feedback and complaint handling procedure Customer feedback/customer survey report  
	 

	· Approved Supplier List 
	 

	· Supplier evaluation procedure and records, Supplier Selection Procedure and Records
	

	· Internal SOPs/ Methods of Statements/ Safety Inductions for the Internal operational process
	

	· Fire extinguisher picture, First aid box pictures, Office pictures of departments & Head of Departments, and all company photos
	 

	· HR policies, procedures, and records, WPS system records
	 

	· Tools, Equipment, and machinery list and their calibration certificate, Inspection records, Infrastructure details, Manual, and maintenance records for machinery – some photos of tools, equipment and machinery.
	 

	· List of ongoing and completed projects/ list of clients, and photos of a few projects
	 

	· Safety Procedures & Work Instructions
	 

	· Strength of the Company
	 

	· SWOT analysis report and records
	 

	· Internal Server details
	 

	· Condition of the server room and maintenance records (ventilation, security of cables, wires)
	 

	· Last External Audit NC and their corrective actions (from QRS)
	 

	· Import & Export Details and Certificates& Product Data Sheet (if there)
	 

	· Purchasing Orders (5 Samples) and Invoices (5 Samples)
	

	· Photos of using the QRS logo on the company profile/website/, letterheads
	 

	· IT handling if in-house personnel -Competency level, JD /if outsource - company details (Contract, details)
	 

	· Networking system details (WIFI or LAN) – service provider details
	 

	· IT Inventory list (list of software and list of hardware)
	 

	· Software license or proofs (Interface screenshot) of software, Firewall, and antivirus
	 

	· Branch details
	 

	· Partnership details
	 

	· Data backup and restoration policy, or any IT-related policies and procedures
	 

	· Needs and expectations of interested parties
	 

	· Applicable law as per Scope (Local Legal Requirements) & Products and Services & Labor Law Applicable Laws & Legal Registry
	 

	· Risk Assessment & Risk Assessment Procedure
	 

	· Tool Box Meetings records & Photos, Emergency Drills & Photos, Assembly Point Photos, emergency scape plan
	

	· AMC for Inspection & Maintenance of the Safety Equipment
	 

	· Procedure for environmental impact and aspects 
	 

	· First Aid Kits & Expiration Dates
	 

	· History of Accident records & Corrective Actions for the last 3 years & Prevention Measures and Current Year Status of Safety Performance
	 

	· Previous Management System History: if it has been certified previously
	 

	· Technical audit details from the government or 3rd party
	 

	· Environmental monitoring records, reports, and certificates
	 

	· Waste Management Report, Waste Management Collector Contract & List of Waste Collected/ Waste Manifest
	 

	· Environmental monitoring systems and records
	 

	· PPE issuance and usage procedures and records, PPE usage photos
	 

	· Emergency response team details and their Certificates
	 

	· First aiders
	 

	· Hazard analysis, reporting, and hazard control system procedures and records
	 

	Design and Development

	· Design & Development Procedure / SOP
	

	· Design Plan / Project Execution Plan (PEP)
	

	· Project Quality Plan (PQP)
	

	· Risk Assessment for Design Activities
	

	· Client Contract / LOA / Scope of Work
	

	· Client Technical Specifications & Applicable Codes / Standards
	

	· Approved Design Drawings (Concept / IFC / Shop Drawings)
	

	· Design Calculations
	

	· Technical Specifications & BOQ
	

	· Design Review & Verification Records
	

	· Client & Authority Approval Records
	

	· Design Change Request Forms & Revision Register
	

	
	

	
	

	
	



















Design & Development Procedure / SOP
Design Plan / Project Execution Plan (PEP)
Project Quality Plan (PQP)
Risk Assessment for Design Activities
Client Contract / LOA / Scope of Work
Client Technical Specifications & Applicable Codes / Standards
Approved Design Drawings (Concept / IFC / Shop Drawings)
Design Calculations
Technical Specifications & BOQ
Design Review & Verification Records
Client & Authority Approval Records
Design Change Request Forms & Revision Register
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[bookmark: _Hlk219285132]It was a pleasure having you!
As we discussed in the meeting, please refer to the document below. Please send whatever document is available. 
Also, if there is anything I could help you with, please do not hesitate to let me know.
    
	NO
	Required Doc
	Status

	1. Governance & Management Documentation
 
	 

	•
	Updated Company Policy
	 

	•
	ISMS Scope Document
	 

	•
	Information Security Policy
	 

	•
	Statement of Applicability (SoA)
	 

	•
	Documented Information Required by the ISMS (Clauses 4–10)
	 

	•
	Evidence of Leadership Commitment
	 

	•
	Roles and Responsibilities for Information Security
	 

	•
	List of Interested Parties and Their Information Security Requirements
	 

	•
	Approval History
	 

	•
	Context analysis (internal & external issues)
	 

	•
	ISMS process interaction / ISMS framework
	 

	•
	Information security objectives
	 

	2. Risk Management & Business Continuity
 
	 

	•
	Risk Assessment Methodology
	 

	•
	Risk Assessment and Risk Treatment Plan
	 

	•
	Risk Management Plan
	 

	•
	Business Impact Analysis
	 

	•
	Business Continuity and Incident Response Plans
	 

	3. Operational & Security Controls
 
	 

	•
	Operational Planning and Control Procedures
	 

	•
	Access Control and Asset Management Records
	 

	•
	Backup Strategy
	 

	•
	User Access Management Policy
	 

	•
	List of Approved Software
	 

	•
	Network Access Request Forms
	 

	•
	Confidentiality Agreements
	 

	•
	Evidence of Control Implementation (Annex A: Controls 5.1–5.36)
	 

	4. Human Resources & Competency
 
	 

	•
	Employee List
	 

	•
	List of Key Personnel
	 

	•
	Job Descriptions (Few Samples)
	 

	•
	Competence and Awareness Records
	 

	•
	IT Personnel Competency Certificates
	 

	•
	Training Records (Internal & External)
	 

	5. Information Technology & Asset Management
 
	 

	•
	IT Inventory (Hardware, Software, Licenses)
	 

	•
	List of Assets
	 

	•
	List of Projects
	 

	6. Incident Management & Monitoring
 
	 

	•
	Event Logs
	 

	•
	Incident Reporting Forms
	 

	•
	Incident Management RACI Matrix
	 

	•
	Corrective Actions and Nonconformity Reports
	 

	•
	Non-Conformity Reports and Closure Evidence
	 

	7. Audit & Review
 
	 

	•
	Internal Audit Plan, Checklist, and Audit Reports
	 

	•
	Minutes of Management Review Meetings
	 

	•
	Auditor Certificates (if any)
	 

	8. External & Regulatory Compliance
 
	 

	•
	Industrial License and Government Approvals (e.g., Civil Defense Certificate, VAT Certificate)
	 

	•
	Insurance Policy
	 

	•
	Supplier and Third-party Agreements (if applicable)
	 

	9. Communication & Documentation Control
	 

	•
	Communication Procedures (Internal and External)
	 

	•
	Monitoring, Measurement, Analysis, and Evaluation Records
	 

	10. Visual and Organizational Structure
	 

	•
	Organizational Chart
	 

	•
	Company Photos
	 

	Commonly Required Policies & Procedures (Annex A Controls)

	•
	Acceptable Use Policy
	 

	•
	Access Control Policy
	 

	•
	Asset Inventory and Classification
	 

	•
	Business Continuity Plan
	 

	•
	Change Management Procedure
	 

	•
	Clear Desk and Clear Screen Policy
	 

	•
	Cryptographic Controls Policy
	 

	•
	Data Retention and Disposal Policy
	 

	•
	Incident Management Procedure
	 

	•
	Mobile Device and Teleworking Policy
	 

	•
	Network Security Policy
	 

	•
	Password Policy
	 

	•
	Physical Security Policy
	 

	•
	Supplier Security Policy
	 

	•
	Vulnerability Management Procedure
	 

	•
	Supporting Evidence 
	 

	•
	Organization charts
	 

	•
	Network diagrams
	 

	•
	Asset registers
	 

	•
	Vendor/supplier agreements
	 

	•
	Previous audit reports (if any)
	 

	•
	Existing security policies and procedures
	 

	•
	Training records
	 

	•
	Incident logs
	 












































1. IMS (QHSE) Manual, Policy, Procedures 
1. Objectives and planning actions/ targets
1. Company profile (vision, Mission, organizational chart)
1. ISO responsible personnel details – name and designation (Competency certificates also)
1. Key personnel name and designation
1. Employer list with a list of technical personnel
1. Government approvals (Civil defense, chamber of commerce certificate, classification certificate, ICV, VAT, Waste Management & Disposal Permits)
1. Job description of employees 
1. Employer evaluation procedure and evaluation records
1. Inventory list for raw materials
1. ISO Internal Audit Report & ISO Internal auditor’s Competency certificate
1. Medical & Health Insurance details 
1. 3rd party training certificates (First aid/firefighting/ IOSH/ NEBOSH etc)
1. Management review meeting record
1. Customer feedback/customer survey report  
1. Customer feedback and complaint handling procedure
1. Approved Supplier List & Supplier evaluation, Supplier selection procedure
1. Fire extinguisher picture, First aid box pictures, Office pictures of departments & Head of Departments, and company photos
1. HR policies, procedures, and records, WPS system record
1. Tools, Equipment, and machinery list and their calibration certificate, Inspection records, Infrastructure details, Manual, and maintenance records for machinery – some photos of tools, equipment and machinery.
1. List of ongoing and completed projects/ list of clients, and photos of a few projects
1. Safety Procedures & Work Instructions
1. Strength of the Company
1. SWOT analysis report and records
1. Needs and expectations of interested parties
1. Applicable law as per Scope (Local Legal Requirements) & Products and Services & Labor Law Applicable Laws & Legal Registry
1. Risk Assessment & Tool Box Meetings records & Photos, Emergency Drills & Photos, Assembly Point Photos, emergency scape plan
1. AMC for Inspection & Maintenance of the Safety Equipment
1. Procedure for environmental impact and aspects 
1. First Aid Kits & Expiration Dates
1. History of Accident records & Corrective Actions for the last 3 years & Prevention Measures And Current Year Status of Safety Performance
1. Previous Management System History: if it has been certified previously
1. Technical audit details from the government or 3rd party
1. Internal Server details
1. Condition of the server room and maintenance records (ventilation, security of cables, wires)
1. Last External Audit NC and their corrective actions (from QRS)
1. Environmental monitoring records, reports, and certificates
1. Waste Management Report, Waste Management Collector Contract & List of Waste Collected
1. Import & Export Details and Certificates& Product Data Sheet (if there)
1. Photos of using QRS logo on company profile/website/, letterheads
1. IT handling if in-house personnel -Competency level, CV /if outsource - company details (Contract, details)
1. Networking system details (WIFI or LAN) – service provider details
1. IT Inventory list (list of software and list of hardware)
1. Software license or proofs (Interface screenshot) of software, Firewall, and antivirus
1. Branch details
1. Partnership details
1. Data backup and restoration policy, or any IT-related policies and procedures
1. IT policies and procedures
1. Environmental monitoring systems and records
1. PPE issuance and usage procedures and records
1. PPE usage photos
1. Emergency response team details
1. First aiders
1. Hazard analysis, reporting, and hazard control system procedures and records









QMS, OHSMS


Dear Sir/Ma’am,
 
It was a pleasure having you!
As we discussed in the meeting, kindly see the below for your reference. Please send whatever document is available.
Also, if there is anything that I could help you with, please do not hesitate to contact us.


1. QHS (QMS & OHSMS) Manual, Policy, Procedures 
1. Objectives and planning actions/ targets
1. Company profile (vision, Mission, organizational chart)/Pre-qualification Doc
1. Website link
1. ISO responsible personnel details – name and designation (Competency certificates also)
1. Key personnel name and designation
1. Employer list with a list of technical personnel
1. Government approvals (Civil defense, chamber of commerce certificate, classification certificate, ICV, VAT, Waste Management & Disposal Permits)
1. Job description of employees 
1. Awareness training certificates of employees (ISO awareness, Firstaid, Firefighting, Work at height, IOSH/ NEBOSH etc or any other External or internal training)
1. Employer evaluation procedure and evaluation records
1. Inventory list for raw materials
1. ISO Internal Audit Report & ISO Internal auditor’s Competency certificate
1. license or proofs (Interface screenshot) of software, Firewall, and antivirus
1. Medical & Health Insurance details 
1. Management review meeting record
1. Internal SOPs
1. Customer feedback/customer survey report  
1. Customer feedback and complaint handling procedure
1. Approved Supplier List & Supplier evaluation, Supplier selection procedure
1. Office pictures of departments & Head of Departments, and a picture of the policy display
1. HR policies, procedures, and records, WPS system records
1. Tools, Equipment, and machinery list and their calibration certificate/Plan, Inspection records/Plan, Infrastructure details, Manual, and maintenance records for machinery – some photos of tools, equipment, and machinery.
1. List of ongoing and completed projects/ list of clients, and photos of a few projects
1. Strength of the Company
1. SWOT analysis report and records
1. Needs and expectations of interested parties
1. Previous Management System History: if it has been certified previously
1. Technical audit details from the government or 3rd party
1. Internal Server details
1. Condition of the server room and maintenance records (ventilation, security of cables, wires)
1. Last External Audit NC and their corrective actions (from QRS)
1. Import & Export Details and Certificates& Product Data Sheet (if there)
1. Photos of using the QRS logo on company profile/website/letterheads
1. IT personnel Competency certificates, JD (if outsourced- Contract or agreement)
1. IT handling if in-house personnel -Competency level, CV /if outsource - company details (Contract, details)
1. Networking system details (WIFI or LAN) – service provider details/Invoice /bill
1. IT-related assets (desktops, Laptops)/IT inventory list
1. List of software, licenses s and internal screenshots
1. Branch details
1. Partnership details
1. Data backup and restoration policy, or any IT-related policies and procedures
1. Contract or agreement with an outsourced service/Material provider
1. Health and medical insurance proofs
1. Fire extinguisher picture,/ First aid box pictures, Materials list, and expiry dates
1. Safety Procedures & Work Instructions
1. Applicable law as per Scope (Local Legal Requirements) & Products and Services & Labor Law Applicable Laws & Legal Registry
1. Risk Assessment & Tool Box Meetings records & Photos, Assembly Point Photos, emergency escape plan
1. AMC for Inspection & Maintenance of the Safety Equipment
1. Procedure for environmental impact and aspects, Environmental Impact and aspects register
1. History of Incident and Accident Records & Corrective Actions for the last 3 years & Prevention Measures, and Current Year Status of Safety Performance
1. PPE issuance and usage procedures and records
1. PPE usage photos
1. Emergency response team details
1. Emergency Drills & Photos, records, and attendance
1. Mock drill reports, attendance and photos
1. First aiders
1. Hazard analysis, reporting, and hazard control system procedures and records
1. Safety signs
1. Site photos, training photos









1. QMS, OHSMS Manual, Policy, Procedures & Objectives
1. Branch details
1. Partnership details
1. Key decision maker name and designation
1. Company profile (vision, Mission, organizational chart)
1. Government approvals (Civil defense, chamber of commerce certificate, classification certificate, ICV etc, Waste Management & Disposal Permits
1. Employee list, list of technical personnel  Job description of employees and performance evaluation records
1. Inventory list for raw materials
1. ISO Internal audit report & ISO Internal auditor certificate
1. license of software’s use in company, Firewall and antivirus ( screenshot from interface and license)
1. Internet Firewall details, Server details, data restoration and backup procedure
1. Medical & Insurance details
1. 3rd party training certificates (First aid / firefighting/ IOSH/ NEBOSH etc)
1. Internal audit records
1. Management review meeting record
1. Customer feedback / customer survey report  
1. Approved Supplier List & Supplier evaluation procedure
1. Fire extinguisher picture, First aid box pictures, Office pictures department wise & Head of Departments and company photos
1. HR policies ,procedures and records, WPS system record
1. Equipment list and their calibration certificate, Inspection records, Infrastructure details, Manual and maintenance records for machinery.
1. Planning actions to achieve QMS objectives
1. List of ongoing and completed projects
1. Safety Procedures & Work Instructions
1. Strength of the Company
1. SWOT analysis report and records
1. Applicable law as per Scope (Local Legal Requirements) & Products and Services & Labor Law Applicable Laws & Legal Registry
1. Risk Assessment & Tool Box Meetings & Photos, Emergency Drills & Photos, Assembly Point Photos
1. AMC for Inspection & Maintenance of the Safety Equipment
1. Procedure for impact and aspects & Hazard Analysis and Hazard Control Procedure
1. First Aid Kits & Expiration Dates
1. History of Accidents records & Corrective Actions for the last 3 years & Prevention Measures And Current Year Status of Safety Performance
1. Previous Management System History if has been certified previously
1. Last External Audit NC and their corrective actions
1. Waste Management Report, Waste Management Collector Contract & List of Waste Collected
1. Import & Export Details and Certificates& Product Data Sheet (if there)
1. Photos of using QRS logo on company profile / website
1. ISO responsible personnel details (Competency certificates also)
1. IT handling personnel (Competency level, CV) /company details (Contract, details)\
1. Networking system details
1. IT related assists’ (desktops, Laptops)
1. Branch details
1. Partnership details
1. Outsource it service provider details
1. Networking system service provider details (wifi or LAN)
1. It assets (Laptops, desktops) 






QMS, EMS

Dear Sir/Ma’am,
 
It was a pleasure having you!
As we discussed in the meeting, kindly see the below for your reference. Please send whatever document is available.
Also, if there is anything that I could help you with, please do not hesitate to contact me.
 

1. QMS, EMS Manual, Policy, Procedures 
1. Objectives and planning actions to achieve those objectives
1. Branch details
1. Partnership details
1. Key decision maker name and designation
1. Company profile (vision, Mission, organizational chart)
1. Government approvals (Civil defense, chamber of commerce certificate, classification certificate, ICV etc, Waste Management & Disposal Permits
1. Employee list, list of technical personnel  Job description of employees and evaluation records
1. Inventory list for raw materials
1. ISO Internal audit report & ISO Internal auditor certificate
1. license of software’s use in company, Firewall and antivirus ( screenshot from interface and license)
1. Internet Firewall details, Server details, data restoration and backup procedure
1. Medical & Insurance details
1. 3rd party training certificates (First aid / firefighting/ IOSH/ NEBOSH etc)
1. Internal audit records
1. Management review meeting record
1. Customer feedback / customer survey report  
1. Approved Supplier List & Supplier evaluation procedure
1. Fire extinguisher picture, First aid box pictures, Office pictures department wise & Head of Departments and company photos
1. HR policies ,procedures and records, WPS system record
1. Equipment list and their calibration certificate, Inspection records, Infrastructure details, Manual and maintenance records for machinery.
1. Planning actions to achieve QMS objectives
1. List of ongoing and completed projects
1. Safety Procedures & Work Instructions
1. Strength of the Company
1. SWOT analysis report and records
1. Applicable law as per Scope (Local Legal Requirements) & Products and Services & Labor Law Applicable Laws & Legal Registry
1. Risk Assessment & Tool Box Meetings & Photos, Emergency Drills & Photos, Assembly Point Photos
1. AMC for Inspection & Maintenance of the Safety Equipment
1. Procedure for impact and aspects & Hazard Analysis and Hazard Control Procedure
1. First Aid Kits & Expiration Dates
1. History of Accidents records & Corrective Actions for the last 3 years & Prevention Measures And Current Year Status of Safety Performance
1. Previous Management System History if has been certified previously
1. Last External Audit NC and their corrective actions
1. Waste Management Report, Waste Management Collector Contract & List of Waste Collected
1. Import & Export Details and Certificates& Product Data Sheet (if there)
1. Photos of using QRS logo on company profile / website
1. ISO responsible personnel details (Competency certificates also)
1. IT handling personnel (Competency level, CV) /company details (Contract, details)\
1. Networking system details
1. IT related assists’ (desktops, Laptops)
1. Branch details
1. Partnership details
1. Outsource it service provider details
1. Networking system service provider details (wifi or LAN)    
1. It assets (Laptops, desktops) 
1. Maximum number of office photos








QMS

Dear Sir/Ma’am,
 
It was a pleasure having you!
As we discussed in the meeting, kindly see the below for your reference. Please send whatever document is available.
Also, if there is anything that I could help you with, please do not hesitate to contact me.
 


1. QMS Manual, Policy, Procedures 
1. Objectives and planning actions to achieve those objectives
1. Branch details
1. Partnership details
1. Key decision maker name and designation
1. Company profile (vision, Mission, organizational chart)
1. Government approvals (Civil defense, chamber of commerce certificate, classification certificate, ICV etc, Waste Management & Disposal Permits
1. Employee list, list of technical personnel  Job description of employees and evaluation records
1. Inventory list for raw materials
1. ISO Internal audit report & ISO Internal auditor certificate
1. license of software’s use in company, Firewall and antivirus ( screenshot from interface and license)
1. Internet Firewall details, Server details, data restoration and backup procedure
1. Medical & Insurance details
1. 3rd party training certificates (First aid / firefighting/ IOSH/ NEBOSH etc)
1. Internal audit records
1. Management review meeting record
1. Customer feedback / customer survey report  
1. Approved Supplier List & Supplier evaluation procedure
1. Fire extinguisher picture, First aid box pictures, Office pictures department wise & Head of Departments and company photos
1. HR policies ,procedures and records, WPS system record
1. Equipment list and their calibration certificate, Inspection records, Infrastructure details, Manual and maintenance records for machinery.
1. Planning actions to achieve QMS objectives
1. List of ongoing and completed projects
1. Safety Procedures & Work Instructions
1. Strength of the Company
1. SWOT analysis report and records
1. Applicable law as per Scope (Local Legal Requirements) & Products and Services & Labor Law Applicable Laws & Legal Registry
1. Procedure for impact and aspects & Hazard Analysis and Hazard Control Procedure
1. First Aid Kits & Expiration Dates
1. Previous Management System History if has been certified previously
1. Last External Audit NC and their corrective actions
1. Waste Management Report, Waste Management Collector Contract & List of Waste Collected
1. Import & Export Details and Certificates& Product Data Sheet (if there)
1. Photos of using QRS logo on company profile / website
1. ISO responsible personnel details (Competency certificates also)
1. IT handling personnel (Competency level, CV) /company details (Contract, details)\
1. Networking system details
1. IT related asserts (desktops, Laptops)
1. Branch details
1. Partnership details
1. Outsource it service provider details
1. Networking system service provider details (wifi or LAN)    
1. It assets (Laptops, desktops) 
1. Maximum number of office photos










HSE

Dear Sir/Ma’am,
 
It was a pleasure having you!
As we discussed in the meeting, kindly see the below for your reference. Please send whatever document is available.
Also, if there is anything that I could help you with, please do not hesitate to contact me.
 
1. EMS, OHSMS Manual, Policy, Procedures 
1. Company profile (vision, Mission, organizational chart)
1. Employer list with technical personnel
1. Government approvals (Civil defense, chamber of commerce certificate, classification certificate, ICV, VAT, Waste Management & Disposal Permits)
1. Job description of employees 
1. Employer evaluation procedure and evaluation records
1. Inventory list for raw materials
1. ISO Internal audit report & ISO Internal auditor’s competency certificate
1. license or proofs (Interface screenshot) of software’s, Firewall and antivirus
1. Medical & health Insurance details 
1. 3rd party training certificates (First aid / firefighting/ IOSH/ NEBOSH etc)
1. Management review meeting record
1. Approved Supplier List & Supplier evaluation procedure
1. Fire extinguisher picture, First aid box pictures, Office pictures department wise & Head of Departments and company photos
1. HR policies ,procedures and records, WPS system record
1. Equipment list and their calibration certificate, Inspection records, Infrastructure details, Manual and maintenance records for machinery.
1. Planning actions to achieve QMS objectives
1. List of ongoing and completed projects
1. Safety Procedures & Work Instructions
1. Strength of the Company
1. SWOT analysis report and records
1. Applicable law as per Scope (Local Legal Requirements) & Products and Services & Labor Law Applicable Laws & Legal Registry
1. Risk Assessment & Tool Box Meetings & Photos, Emergency Drills & Photos, Assembly Point Photos
1. AMC for Inspection & Maintenance of the Safety Equipment
1. Procedure for impact and aspects & Hazard Analysis and Hazard Control Procedure
1. First Aid Kits & Expiration Dates
1. History of Accidents records & Corrective Actions for the last 3 years & Prevention Measures And Current Year Status of Safety Performance
1. Previous Management System History if has been certified previously
1. Technical audit details from government or 3rd party
1. Internal Server details
1. Condition of the server room and maintenance records (ventilation, security of cables, wires)
1. Last External Audit NC and their corrective actions
1. Waste Management Report, Waste Management Collector Contract & List of Waste Collected
1. Import & Export Details and Certificates& Product Data Sheet (if there)
1. Photos of using QRS logo on company profile / website/ letter heads
1. ISO responsible personnel details (Competency certificates also)
1. IT handling if in house personnel -Competency level, CV /if outsource - company details (Contract, details)
1. Networking system details (WIFI or LAN) – service provider details
1. IT related asserts’ (desktops, Laptops)
1. Branch details
1. Partnership details
1. Data backup and restoration policy
1. Server details
1. Outsource it service provider details
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Required Doc  Status  

           Q MS   Manual, Policy, Procedures     

           Objectives and planning actions/ targets    

           Company profile (vision, Mission, organizational chart)    

           ISO responsible personnel details  –   name and designation  (Competency certificates also)    

           Key personnel name and designation    

           Employee list (MOL) with a list of technical personnel (Names  and Designations)    

           Government approvals   (Civil defense, chamber of commerce  certificate, classification certificate, ICV, VAT, Waste Management  & Disposal Permits)    

           Job  descriptions   of employees and competency certificates  related to their job role (from All Departments)      

           Employer evaluation procedure and evaluation records    

           Inventory list for raw materials   (If there)    

           ISO Internal Audit Report &  ISO Internal auditor’s Competency  certificate    

           Medical & Health Insurance details     

       Internal training records  -   attendance, Training materials,  photos    

           3rd   party training certificates, Attendance (ISO  awareness/First  aid/firefighting/ IOSH/ NEBOSH etc)    

           Management review meeting record    

           Customer feedback and complaint handling procedure   Customer feedback/customer survey report       

           Approved Supplier List      

         Supplier evaluation procedure and  records, Supplier Selection  Procedure and Records  

        Internal SOPs/ Methods of  Statements / Safety Inductions   for  the Internal operational process   

           Fire extinguisher picture, First aid box pictures, Office pictures  of departments & Head of Departments, and all company photos    

           HR policies, procedures, and records, WPS system  records    

           Tools, Equipment, and machinery list and their calibration  certificate, Inspection records, Infrastructure details, Manual, and  maintenance records for machinery  –   some photos of  tools,  equipment and machinery.    

           List of ongoing and completed projects/ list of clients, and  photos of a few projects    

           Safety Procedures & Work Instructions    

           Strength of the Company    

           SWOT analysis report and  records     

           Internal Server details    

           Condition of the server room and maintenance records  (ventilation, security of cables, wires)    

           Last External Audit NC and their corrective actions (from QRS)    

           Import &  Export Details and Certificates& Product Data Sheet  (if there)    


