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This Operational Document is ONLY to be completed when 

changes occur within the Member Body, NCB or CBTL 
organisations.  

Only the sections related to the organisation in which there 
is a change shall be completed, for example only the NCB 

section is completed to notify a change in the NCB . 
 

The following information is provided under the responsibility of: 
Name:       
Signature:      
Date:       

 
MEMBER BODY 

 
ORGANISATION 
COMPLETE FORMAL NAME and ADDRESS of the IECEE MEMBER BODY 
 

Contact Person Located at the Member Body:   

Name and Title:                

Alternate  

Name and Title:                

Tel.:                

Mobile:               

Fax:               

E-mail:               

Website:               
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MEMBER BODY 
 

SIGNIFICANT CHANGES FROM THE PREVIOUS RECORDED INFORMATION 
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NCB 
 

ORGANISATION 
COMPLETE FORMAL NAME and ADDRESS of the NATIONAL CERTIFICATION BODY - NCB 
 

Contact Person Located at the NCB  NCB Representative Present at Assessment 

Name and Title:                

Tel.:                

Mobile:               

Fax:               

E-mail:               

Website:               

EMPLOYEES 
 
Number of overall people employed by the Certification Body:       
 
Number of people working in the overall certification area of the Certification Body:       
 
Number of people involved with the product certification activity within the IECEE scope:       
 
 

 
Name of 
RESPONSIBLE EXECUTIVES 

Position (Title) Years of 
Relevant 
Experience 
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Name of 
RESPONSIBLE MANAGERS FOR CERTIFICATION. 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  

 
Name of 
PRINCIPAL STAFF INVOLVED IN CERTIFICATION 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  

 
 

QUALITY SYSTEM OF THE CERTIFICATION BODY 
(Briefly describe the structure of the quality system, its documentation and degree of implementation, and how it is checked for 
compliance with ISO/IEC Guide 65. Also indicate if rules and procedures of the relevant IECEE Scheme are duly reflected in 
the quality system. 

      

 

 
Name of 
STAFF INVOLVED IN THE QUALITY SYSTEM OF THE 
CERTIFICATION BODY 

Position (Title) 
(Include reporting 
relationships.) 

Years of 
Relevant 
Experience 

      Quality Manager           
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NCB 
 
 

SIGNIFICANT CHANGES FROM THE PREVIOUS RECORDED INFORMATION 
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CBTL 
 

COMPLETE CORPORATE NAME and COMPLETE ADDRESS of the TESTING LABORATORY 
(ies) – CBTL(s) 

      

Contact Person:        

Tel.:        

Mobile:       

Fax:       

E-mail:       

Website:       
 

Name of 
RESPONSIBLE EXECUTIVES OF THE CB TESTING 
LABORATORY 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  
Name of 
RESPONSIBLE MANAGERS FOR THE CB TESTING 
LABORATORY. 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  
Name of 
PRINCIPAL STAFF INVOLVED IN THE CB TESTING 
LABORATORY 

Position (Title) Years of 
Relevant 
Experience 
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QUALITY SYSTEM OF THE CB TESTING LABORATORY 
(Briefly describe the structure of the quality system, its documentation and degree of implementation, and how it is checked for 
compliance with ISO/IEC 17025. Also indicate if rules and procedures of the relevant IECEE Scheme are duly reflected in the 
quality system. 

      

 

 
Name of 
STAFF INVOLVED IN THE QUALITY SYSTEM OF THE CB 
TESTING LABORATORY 

Position (Title) 
(Include reporting 
relationships.) 

Years of 
Relevant 
Experience 

      Quality Manager           
                  
                  

 

CBTL 
 
 

SIGNIFICANT CHANGES FROM THE PREVIOUS RECORDED INFORMATION 
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CBTL 
 

COMPLETE CORPORATE NAME and COMPLETE ADDRESS of the TESTING LABORATORY 
(ies) – CBTL(s) 

      

Contact Person:        

Tel.:        

Mobile:       

Fax:       

E-mail:       

Website:       
 

Name of 
RESPONSIBLE EXECUTIVES OF THE CB TESTING 
LABORATORY 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  
Name of 
RESPONSIBLE MANAGERS FOR THE CB TESTING 
LABORATORY. 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  
Name of 
PRINCIPAL STAFF INVOLVED IN THE CB TESTING 
LABORATORY 

Position (Title) Years of 
Relevant 
Experience 
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QUALITY SYSTEM OF THE CB TESTING LABORATORY 
(Briefly describe the structure of the quality system, its documentation and degree of implementation, and how it is checked for 
compliance with ISO/IEC 17025. Also indicate if rules and procedures of the relevant IECEE Scheme are duly reflected in the 
quality system. 

      

 

 
Name of 
STAFF INVOLVED IN THE QUALITY SYSTEM OF THE CB 
TESTING LABORATORY 

Position (Title) 
(Include reporting 
relationships.) 

Years of 
Relevant 
Experience 

      Quality Manager           
                  
                  

 
 
 

CBTL 
 
 

SIGNIFICANT CHANGES FROM THE PREVIOUS RECORDED INFORMATION 
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CBTL 
 

COMPLETE CORPORATE NAME and COMPLETE ADDRESS of the TESTING LABORATORY 
(ies) – CBTL(s) 

      

Contact Person:        

Tel.:        

Mobile:       

Fax:       

E-mail:       

Website:       
 

Name of 
RESPONSIBLE EXECUTIVES OF THE CB TESTING 
LABORATORY 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  
Name of 
RESPONSIBLE MANAGERS FOR THE CB TESTING 
LABORATORY. 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  
Name of 
PRINCIPAL STAFF INVOLVED IN THE CB TESTING 
LABORATORY 

Position (Title) Years of 
Relevant 
Experience 
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QUALITY SYSTEM OF THE CB TESTING LABORATORY 
(Briefly describe the structure of the quality system, its documentation and degree of implementation, and how it is checked for 
compliance with ISO/IEC 17025. Also indicate if rules and procedures of the relevant IECEE Scheme are duly reflected in the 
quality system. 

      

 

 
Name of 
STAFF INVOLVED IN THE QUALITY SYSTEM OF THE CB 
TESTING LABORATORY 

Position (Title) 
(Include reporting 
relationships.) 

Years of 
Relevant 
Experience 

      Quality Manager           
                  
                  

 
 
 

CBTL 
 
 

SIGNIFICANT CHANGES FROM THE PREVIOUS RECORDED INFORMATION 
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CBTL 
 

COMPLETE CORPORATE NAME and COMPLETE ADDRESS of the TESTING LABORATORY 
(ies) – CBTL(s) 

      

Contact Person:        

Tel.:        

Mobile:       

Fax:       

E-mail:       

Website:       
 

Name of 
RESPONSIBLE EXECUTIVES OF THE CB TESTING 
LABORATORY 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  
Name of 
RESPONSIBLE MANAGERS FOR THE CB TESTING 
LABORATORY. 

Position (Title) Years of 
Relevant 
Experience 

                  
                  
                  
                  
Name of 
PRINCIPAL STAFF INVOLVED IN THE CB TESTING 
LABORATORY 

Position (Title) Years of 
Relevant 
Experience 
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QUALITY SYSTEM OF THE CB TESTING LABORATORY 
(Briefly describe the structure of the quality system, its documentation and degree of implementation, and how it is checked for 
compliance with ISO/IEC 17025. Also indicate if rules and procedures of the relevant IECEE Scheme are duly reflected in the 
quality system. 

      

 

 
Name of 
STAFF INVOLVED IN THE QUALITY SYSTEM OF THE CB 
TESTING LABORATORY 

Position (Title) 
(Include reporting 
relationships.) 

Years of 
Relevant 
Experience 

      Quality Manager           
                  
                  

 
 

CBTL 
 
 

SIGNIFICANT CHANGES FROM THE PREVIOUS RECORDED INFORMATION 
 

 

 

 

 

 

 

 

 
 


