Dear Sir/Ma’am,
 
[bookmark: _Hlk204268139][bookmark: _Hlk204358333][bookmark: _Hlk214028746]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.

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

	[bookmark: RANGE!A2]·         QMS 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
	 

	·        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
	 

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

	·        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
	 

	·        Risk Assessment & Risk Assessment Procedure
	 






















































 





