1. Updated trade license, industrial license and details of any changes to the company (if there’s any).
2. Updated employee list and organization chart, where applicable.
3. Updated quality objectives and targets, including target dates.
4. Latest Management Review Meeting minutes.
5. Internal audit report with reference number, audit findings, and corrective action records.
6. Previous audit nonconformities and evidence of corrective action closure.
7. Updated risk and opportunity assessment, including actions taken to address supplier delays, delivery delays, and changes affecting customer requirements.
8. Updated legal register and applicable permits, including environmental clearance and valid Civil Defence approval for the warehouse, as applicable.
9. Valid waste collection and transportation agreement with an appropriately authorized waste contractor, and applicable waste disposal records.
10. Updated equipment list and valid calibration, testing, and inspection certificates for applicable equipment, including the air compressor and forklift.
11. Latest warehouse inspection records and equipment preventive maintenance records.
12. Competency and training records for quality personnel, production workers and forklift operators, as applicable.
13. Records of product quality inspections and checks during wooden box, container, and pallet manufacturing.
14. Sample customer purchase orders (LPOs) and recent supplier invoices or delivery notes.
15. Recent delivery notes or dispatch records for products supplied to customers.
16. Records of communication with customers regarding delivery delays, price changes and other changes affecting agreed requirements, including actions taken.
17. Updated customer feedback records, including feedback from new customers, where applicable.
18. Approved supplier list and supplier evaluation records, where applicable.
19. Latest customer complaint register and corrective action records, where applicable.
