1. Updated trade license and details of any changes to the company.
2. Updated organization chart and employee list.
3. Job descriptions and relevant training/competency certificates for key personnel.
4. Updated QHSE policy and objectives and targets.
5. Latest Management Review Meeting minutes and internal audit report, including findings and corrective actions.
6. Previous audit nonconformities and evidence of closure.
7. Updated risk and opportunity register, environmental aspects and impacts register, OH&S risk assessments, and legal requirements register.
8. Applicable legal approvals, including Civil Defence, Chamber of Commerce and relevant insurance documents.
9. Project quality plans, work method statements and project-specific risk assessments.
10. Laboratory equipment list and applicable calibration, verification and inspection certificates.
11. Sample testing records covering sample collection, identification, traceability, testing, review and report approval.
12. Records of subcontracted testing and applicable ISO/IEC 17025 accreditation details of the subcontracted laboratory.
13. Employee induction, QHSE awareness, toolbox talk and job-specific training records.
14. PPE issuance and inspection records, and relevant safety training certificates for drillers and rig operators.
15. HSE statistics, including man-hours, incidents, near misses, injuries and corrective actions.
16. Emergency preparedness records, including fire drills, emergency response team, first-aid and fire warden certificates.
17. Housekeeping and sanitation procedure and completed inspection records.
18. Waste management and hazardous waste disposal procedures and applicable waste collection/disposal records.
19. Approved supplier list and supplier evaluation records.
20. Customer complaints and feedback register, including corrective action records.
21. Quality, environmental and OH&S performance monitoring records, where applicable.
22. Software validation certificate and electronic data backup/security controls, where applicable.

