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1. Amag & Purpose

Bu talimatin amaci; IQM Belgelendirme' nin gergeklestirecedi denetimlerde birden fazla subede faaliyet gdsteren firmalarda
denetim ve belgelendirme yapabilmek igin ydntem olusturmaktir. & The purpose of this instruction is; In the audits to be
carried out by IQM Certification, it is to create a method for auditing and certification in companies operating in more than
one branch.

2. Tanimlar & Definition

Tetkikci-Giin & Auditor-Day: Yerel yasalara gore seyahat siiresi veya dgle yemedinde harcanan siire dahil veya harig,
normal sartlarda bir tetkikcinin sahada gecirdigi 8 saatlik stiredir. & According to local law, the duration of travel for an 8-
hour period on the field, under normal circumstances, with or without travel time or lunch.

Tetkik Siiresi & Audit duration: Tim tetkik tiplerinde tetkik stiresi misteri adresinde sahada (on-site) harcanan siire ile
saha disindaki (of-site) planlama, dokiiman gbzden gegirme, musteri firma personeliyle yapilan gériismeler ve rapor yazimi
icin harcanan sureleri kapsar. & In all types of audits, the duration of the audit covers the time spent on the site (on-site)
at the customer address, and the time spent for planning off-site (of-site) planning, document review, interviews with
customer firm staff and writing reports.

Cok Sahali Organizasyon & Multi-Branch Establishment: Belirli faaliyetlerin planlandii, kontrol edildigi veya
yonetildigi tanimlanmis merkezi fonksiyonu olan (kurulus merkezi) ve yirittigu faaliyetlerin tamamen veya kismen
yapildigi yerel subeleri ve dallari olan kurulustur. & An organization with a defined central function (headquarters) where
certain activities are planned, controlled or managed, and local branches and branches where the activities it carries out
are carried out in whole or in part.

Organizasyon & Organization: Organizasyon terimi denetim ve belgelendirmeye tabi olan bir yonetim sistemine sahip
herhangi bir sirketi ya da diger organizasyonu ifade eder. & The term organization refers to any company or other
organization with a management system that is subject to audit and certification.

Kalici Saha & Site: Bir organizasyonun kalici olarak is ya da hizmetlerini yirittligl yer. & The place where an
organization permanently conducts its business or services.

Gegici Saha & Temporary Site: Gegici site belirli bir siire igin bir organizasyonun belirli is ve hizmetlerini yerine getirmek
icin kurdugu ve kalici bir site olmayacak olan sitedir. (6rnedin insaat santiyesi) & A temporary site is a site that an

organization has set up to perform certain jobs and services for a certain period of time and will not be a permanent site.
(eg construction site).

3. Ilgili Dokiimanlar & Related Documents

IAF MD 1

IAF MD 19

ISO/IEC 27006

ISO/IEC 27006-2

ISO/IEC 20000-6

ISO/IEC 22003

ISO/IEC 17021-1, -2, -3, -6, -10

FR.01 Belgelendirme Bagvuru Formu

FR.01.Ek-3 Belgelendirme Bagvuru Formu — Cok Subeli Firmalar
4. Uygulama & Application

4.1. Genel & General

IQM Belgelendirme planlama sorumlusu sozlesmeyi FR.01 Ek-3 Coklu Sube Basvuru Bilgi Formu ekindeki bilgilere
gore kurulusun subeleriyle ilgili numune alma seviyesine ve hangi subelerin numune alma yonetimine tabi olacagina karar
verir. & The IQM Certification planning officer decides the contract according to the information in the FR.01 Annex-3
Multiple Branch Application Information Form, and which branches will be subject to sampling management.

Ayni 6rnekleme kiimesine dahil olmasi igin subelerde ayni faaliyetin gergeklestiriimesi gerekmektedir. Farkl faaliyetlerin
gergeklestirildigi sube kiimelerinin olmasi durumunda her bir kiime kendi iginde dérneklemeye dahil edilir.Bu durumda bu
sahalar igerisinden sadece birbirine biiylk 6lglide benzer faaliyetler érneklenir. & To be included in the same sampling
set, the same activity must be carried out at the branches. In case there are branch clusters where different activities are
carried out, each cluster is included in the sampling. In this case, only activities that are largely similar to each other are
sampled.

Belirli islerin yapilabilmesi icin kurulus tarafindan diizenlenmis gegici saha ve binalar cok subeli isletmelerin bir parcasi
olarak degerlendiriimez. Bu gibi saha ve binalarin denetlenmesi uygulamalarin kontrolii amaciyla yapilir. & Temporary
sites and buildings arranged by the organization to perform certain works are not considered as part of multi-branch
enterprises. Supervision of such fields and buildings is done to control the applications.

Gok subeli kuruluglarin denetimi igin birden fazla denetim ekibinin gdrevlendirildigi durumlarda IQM Belgelendirme sistem
belgelendirme muduri tim tetkik ekibi bulgularini birlestirmek ve sentez rapor olusturmak igin tetkik ekip lideri belirler. &
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In cases where more than one audit team is appointed for the audit of multi-branch organizations, the IQM Certification
system certification manager determines the audit team leader to consolidate all audit team findings and generate a
synthesis report.

Denetim sirasinda herhangi bir subede bulunan uygunsuzlugun diger subeler ya da merkezde de var olup olmadidi ya da
diger subeleri de etkileyip etkilemedigi tetkik ekip lideri tarafindan inceleme yapilir. IQM Belgelendirme bulunan
uygunsuzlugun diger subeleri de etkiledigi kanaatine varirsa uygunsuzlugun giderilmesi icin diger subelerden de diizeltici
faaliyet uygulamalarini gergeklestirmesini ister. Diizeltici faaliyet uygulamalar kurulus tarafindan bazi subelerle sinirh
tutulursa gerekgesi IQM Belgelendirme e bildirilmek durumundadir. & Whether the non-conformance in any branch exists
in other branches or headquarters during the audit or whether it affects other branches is also examined by the audit
team leader. If IQM Certification considers that the nonconformity found affects other branches, it requests the other
branches to carry out corrective action practices in order to eliminate the nonconformity. If the corrective action practices
are limited to some branches by the organization, its rationale must be reported to IQM Certification.

flave Sahalar eklendiginde tetkik edilip edilmeyecegini Belgelendirme Miidiirii tarafindan belirlenmektedir. & It is
determined by the Certification Manager whether it will be inspected when additional Fields are added.

IQM Belgelendirme kontrollin yeterli olduguna kanaat getirinceye kadar numune sikigini artirabilir. & IQM Certification
may increase the frequency of samples until it finds that control is sufficient.

IQM Belgelendirme kurulusun merkezi ve subelerinde bulunan uygunsuzluklar giderilene kadar belgelendirme tescili
vermez. & IQM Certification does not give certification registration until the nonconformities in the headquarters and
branches of the organization are eliminated.

Uygunsuzluk bulunan subenin tescile engel teskil etmemesi igin kapsamdan gikariimasi IQM Belgelendirme tarafindan
kabul edilmez. & It is not accepted by the IQM Certification to exclude the branch with nonconformity from the scope in
order not to prevent registration.

IQM Belgelendirme gok subeli bir kurulus igin sertifika veya belge diizenlerken kurulus merkezinin adi ve adresi bulunan
yalnizca bir tane sertifika yayinlar. Diger subelerin bir listesi bu sertifikanin ekinde ya da agik ve farkl bir bigimde atifta
bulunarak sertifika (izerinde belirtilir. Belgelendirme kapsami veya belgedeki bu atif, belgelendirme kapsaminin listede
belirtilen subelerde yapildidini agikga belirtir. & When issuing a certificate or document for a multi-branch organization,
IQM Certification issues only one certificate with the hame and address of the headquarters. A list of other branches is
indicated in the annex of this certificate or on the certificate with reference to it in a clear and different way. The scope
of certification or this reference in the document clearly states that the scope of certification is made at the branches
listed in the list.

IQM Belgelendirme her bir sube igin istenildiginde belgelendirme kapsaminin tamamini ya da bir kismini iceren ve ana
sertifikaya atifta bulunan alt belgeler diizenleyebilir. & IQM Certification can issue sub-documents that include all or part
of the certification scope and refer to the main certificate, if desired, for each branch.

Eder kurulus merkezi ya da subelerden birisi belgelendirmenin siirdiiriilmesi icin gerekli olan kriterlerden birini
karsilayamaz ise belge tiimiyle geri gekilir. & If one of the headquarters or branches fails to meet one of the criteria
required for maintaining certification, the document will be withdrawn completely.

Kurulus belgelendirme kapsaminda yer alan subelerinden birisini ya da birkagini kapatirsa bunu IQM Belgelendirme’ ye
bildirmekle yukimludur. & If the organization closes one or more of its branches within the scope of certification, it is
obliged to report it to IQM Certification.

Belgelendirme kapsamina eklenmesi istenilen ek subeler varsa bunlar IQM Belgelendirme tarafindan denetim sirecine
dahil edilerek belgeye eklenebilir. & If there are additional branches to be included in the scope of certification, they can
be included in the audit process by IQM Certification and added to the document.

Planlanan o6rnekleme sayisi ve tercihleri Asama 1 de Bas tetkikci tarafindan dodrulanir ve rapor edilir. Bas tetkikgi
tarafindan gelen &neri ve dedisiklik talepleri planlama sorumlusu tarafindan degerlendirilir, gerekirse planlamada dedisiklik
yapilir. Cok subeli kuruluglarda tespit edilen uygunsuzluklar igin gergeklestirilen takip tetkiklerinde, merkez biiro veya
isletmelerin en azindan birinde, ilgili yonetim sisteminde ve/veya uygulamasinda devam eden uygunsuzluklar tespit
edilmesi durumunda, belgelendirme yapilmaz veya mevcut belge iptal edilir. & The planned number of samples and their
preferences are verified and reported by the Chief auditor at Stage 1. Suggestions and requests for changes received by
the chief auditor are evaluated by the planning officer, if necessary, changes are made to the planning. Multi-branch
organizations identified non-conformities follow audit performed for the central office or at least one of the businesses in
the relevant management system and/or application in ongoing non-conformities detected, the certification is not made, or
the current document will be cancelled.

Basvuru gézden gegirme sirasinda 3 yillik tetkik gevrimi igerisinde hangi subelerin tetkik edilecedi belirlenerek “FR.02.Ek-2
Subeli Firma Planlama Formu” (zerinde isaretlenir. Yil icinde gergeklesen degisiklikler dogrultusunda gdzetim
tetkiklerinde gerekli olmasi durumunda “FR.02.Ek-4 Subeli Firma Gozetim Planlama Formu” ile tekrar subelerin
tetkik edilme sirasi ve sayisi glincellenir. & During the review of the application, which branches will be audited within the
3-year inspection cycle is determined and marked on the "FR.02.Annex-2 Firm Planning Form". In line with the
changes that took place during the year, the order and number of inspections of the branches are updated with the
"FR.02.Annex-4 Branched Firm Surveillance Planning Form", if necessary.
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Kurulus Merkezi belgelendirme sirasinda ve gézetim denetimi sirasinda mutlaka denetime tabii tutulur. Diger subelerle
ilgili numune alma yontemleri asadida her bir standart igin belirtilen sekillerde yapilir. & The Organization Center is
subject to inspection during certification and surveillance audits. Sampling methods for other branches are made in the
ways specified for each standard below.

Numuneler miimkiin oldugunca rastgele segilmelidir. & Samples should be chosen as randomly as possible.
Orneklemeye Uygunlugun Degerlendirilmesi & Evaluation of Suitability for Sampling

Cok subeli olarak dederlendirilemeyecek firmalar; (Bu firmalarda érnekleme yapilmadan tiim sahalar tetkike tabi tutulur) &
Companies that cannot be considered multi-branch; (in these companies, all sites are subject to inspection without
sampling)
< YS'nin kapsamiyla baglantili olarak, tiim sahalarda birbirinden gok farkli siireglerin/faaliyetlerin gergeklestirildigi
durumlar & In connection with the scope of the Management System, situations in which very different
processes/activities are carried out at all sites

Misteri kurulusun tiim sahalarin tetkik edilmesini istemesi, & The client organization requests that all sites be
inspected,

Sektére 6zgli Programda veya yasal mevzuatta tiim sahalarin tetkik edilmesi sartinin bulunmasi. & There is a
requirement to inspect all sites in the sector-specific Program or legal legislation.

“Sahalarin 6rneklenebilecedi” ve “6rneklenemeyecedi” iki durumun disinda; codu cok sahali kurulus, bu sahalardan
bazilarinda birbirine blylk Olglide benzer slregler/faaliyetler yiirltirken, bazilarinda ise birbirinde ok farkl suregler
yuritebilmektedir. Bu durumda; bu sahalar igerisinden sadece birbirine blylk olclide benzer siireglerin/faaliyetlerin
yuritlldiga sahalar orneklenebilir. & Apart from the two situations where "sites can be sampled" and “cannot be
sampled"; most multi-site organizations carry out processes/activities that are largely similar to each other in some of
these fields, and in others they can carry out very different processes in each other. In this case, only the sites where
processes / activities that are very similar to each other are carried out can be sampled from these sites.

Gegici sahalar da cok subeli tanimina dahil edilerek ayni ydntem ile tetkike tabi tutulmaktadir. Ayni faaliyetlerin
gergeklestiriimesi sarti ile her 5 gecici sahadan 1 tanesi tetkike tabi tutulur. & Temporary sites are also included in the
definition of multi-branch and are subject to inspection by the same method. Provided that the same activities are carried
out, 1 out of every 5 temporary sites is subject to an audit.

4.2, ISO 9001, ISO 14001 ve ISO 45001 Uygulamalari & ISO 9001, ISO 14001 and ISO 45001
Applications

Belgelendirme basvurusunda bulunan bir firmanin éncelikli olarak gok sahall firma kategorisi icin uygunlugu dederlendirilir.
Cok sahali firma kategorisine dahil oldugu tespit edildikten sonar ise 6rnekleme yontemi ile tetkike uygun olup olmadidi
dederlendirilir. Dederlendirme icin gerekli bilgiler firmadan “"FR.01.Ek-3 Basvuru Formu - Cok Subeli Firmalar” ile
alinir. & The suitability of a company applying for certification is primarily evaluated for the multi-site company category.
After it is determined that it is included in the category of multi-site firm, it is evaluated whether it is suitable for the audit
by sampling method. The necessary information for the evaluation is obtained from the company with the “FR.01.Annex-3
Application Form - Multi-Branch Firms”.

Bagvuru sahibi firmanin gok sahall firma olarak dederlendirilebilmesi igin asadidaki sartlari karsilamalidir; & In order for the
applicant company to be considered a multi-site company, it must meet the following requirements;

< T0m sahalar hukuki s6zlesme ile kurulusun merkezi ile baglantili ve siirekli gdzetime tabii olan ortak yonetim
sistemine sahip olmasi gerekmektedir. Kurulusun ydnetim sistemi, merkezi olarak kontrol edilmeli ve ortak bir
plana gére merkezi olarak yonetilmelidir. (Cok subeli bir kurulusun tek bir tizel kisilik olmasi gerekmemekle
birlikte tek bir yasal biitiin olmalidir. & All fields should have a joint management system, which is linked to the
headquarters of the organization and subject to continuous supervision with a legal contract. The organization's
management system should be centrally controlled and centrally managed according to a common plan. (A
multi-branch organization does not need to be a single legal entity, but a single legal whole.)

Merkez fonksiyon; YS' nin tanimlanmasi, olusturulmasi ve siirekliliginin saglanmasina iliskin organizasyonel
yetkiye sahip olmaldir. & The central function should have organizational authority to define, create and ensure
the continuity of the Management System.

Kurulusun yonetim sistemi, merkezin YGG' sine tabi olmalidir. & The management system of an organization must
be subordinated to the MRM of the center.

Tim sahalar, kurulusun ig tetkik programinda yer almalidir. & All sites must be included in the organization's
internal audit program.

Merkez fonksiyon; sahalarin tamamindan verilerin toplanmasi ve analiz edilmesinin saglanmasindan sorumlu
olmali ve asadida verilen hususlar géz 6niinde bulundurarak gerektigi dogrultuda organizasyonel degisiklik yapma
yetkisine ve kabiliyetine sahip oldugunu ispat edebilmelidir: & The central function should be responsible for
ensuring the collection and analysis of data from all sites and should be able to prove that it has the authority
and ability to make organizational changes as needed, taking into account the following considerations:
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Sistem dokiimantasyonu ve sistemle ilgili dedisiklikler, & System documentation and system-related
changes,

YGG, & MRM
Sikayetler, & Complaints
Diizeltici faaliyetlerin dederlendirilmesi, & Evaluation of corrective actions,

ic tetkiklerin planlanmasi ve sonuglarin degerlendirilmesi, & Planning of internal audits and evaluation of
results,

Uygulanabilir standartlar ile ilgili yasal ve dizenleyici kuruluslardan gelen sartlar. & Requirements from
legal and regulatory bodies regarding applicable standards.

Cok subeli kurulus drnekleri asadidaki sekillerde olabilir. & Examples of multi-branch organizations can be in the following
ways.

< Bayileriyle birlikte faaliyet gosteren organizasyonlar & Organizations operating with their dealers
% Satis ofisleri bulunan imalat firmalarn & Manufacturing companies with sales offices

< Birden fazla subesi olan kuruluslar & Organizations with more than one branch,

% Franchises kuruluglar & Franchises organizations

< Bir veya daha fazla Uretim tesisi ve satis ofisleri agi bulunan bir Uretim kurulusu & A production organization
with a network of one or more production facilities and sales offices

% Servis kuruluglarn & Service organizations

Cok Subeli Kuruluglarin tamami igin numune alma yaklagimi uygulanmaz. Numune alma yaklasiminin uygulanip
uygulanmayacadi firmanin faaliyet kapsami ve proseslerinin karmasikligina, c¢ok subeli kurulusun tetkik sahasinin
blylkliglne, yonetim sistemi uygulamalarinda farkli s6zlesme ve mevzuat sartlar gibi faktorler sebebiyle subeler
arasinda farkliliklar olmasina, ayni ydnetim sistemi altinda faaliyet gdsteren gegici sahalarin bulunmasina tiim sahalarda
birbirinden farkl sireglerin olmasi, Misterinin tiim sahalarinin tetkik edilmesini istemesine baglidir. Bu durum Asama 1
denetimi sirasinda kurulus merkezi incelenirken, firmanin farkli subelerinde farkl faaliyetlerin yapilmasi s6z konusu ise her
bir farkl faaliyet yerinin asama 1 denetimi sirasinda denetlenmesi gerekir. Asama 2 denetiminde numune alma
yaklagimiyla kurulus merkezi ile birlikte subelerinde denetimleri gergeklestirilir. & Sampling approach is not applied for all
Multi-Branch Institutions. Whether the sampling approach will be applied or not, there are different processes in all fields
due to the scope of the firm's scope of activity and complexity, the size of the multi-branch institution's audit area,
differences in the branches due to factors such as different contract and legislative conditions in management system
applications, and temporary sites operating under the same management system. It depends on the customer requesting
that all their sites be inspected. While this situation is being examined during the Stage 1 audit, if different activities are
carried out in different branches of the company, each different place of activity should be audited during the stage 1
audit. In the phase 2 audit, audits are carried out in the branches of the establishment with the sampling approach.

4.2.1. Ornekleme Yontemi Kullanilarak Gok Sahali Bir Kurulusun Tetkik Edilmesine iliskin Metodoloji
& Methodology for Conducting an Audit of a Multi-Site Organization Using the Sampling
Method

Biylk Olglide benzer siireglerin/faaliyetlerin yiritiildigl sahalar 6rneklenerek tetkik edilir. & The sites where similar
processes/activities are carried out to a large extent are sampled and examined.

Ornekleme ile tetkike tabi tutulacak sahalarin secim kriterleri; & Selection criteria of the sites to be
examined by sampling;

Belgelendirme kapsamina giren tiim siireglerin tetkik edilmesini saglayacak sekilde, sahalarin en az %25 i rastgele ve %75
i asadidaki hususlar degerlendirilerek belirlenir. & In order to ensure that all processes covered by the certification are
audited, at least 25% of the sites are determined randomly and 75% by evaluating the following considerations.

ic tetkik veya diger tetkiklerde uygunsuzluk sayisi & Number of nonconformities in the internal audit or other
audits

Sikayetler ve diizeltici faaliyetler & Legal Complaints and corrective actions
Sahalarin boyutlari arasinda belirgin farklar & Significant differences between the sizes of decking sites

Kiltlir, dil ve yasal sartlarda belirgin farkliliklar & Significant differences in culture, language and legal
requirements

Sahalarin codrafi dagilimlar & Geographical distributions of these sites

Vardiyall galisiimasi ve is prosedurlerindeki (uygulamalarindaki) farklliklar & Differences in shift work and work
procedures (practices)

Sahalarda ydritilen sireglerin ve YS'nin karmasiklikgi & The complexity of the processes and MS carried out at
these Sites

En son gergeklestirilen belgelendirme tetkikinden bu yana yapilan yenilikler & Innovations made since the last
certification audit

Basili dokiimanlar kontrolsiiz kopyadir. Giincel dokiimanlara Server ve Web sayfasindan erisilebilir. & Printed Sayfa4/8
documents are uncontrolled copies. Current documents can be accessed from the Server and Web page.




lo ‘M Cok Subeli Tetkikler Talimati
Q Multi-Branch Audit Instruction
’“te‘;‘::i:;:" ein:ality IQM Uluslararasi Belgelendirme Egitim ve Gozetim Hizmetleri Ltd. Sti.

YS'nin gelismisligi (olgunlugu) ve kurulusun bilgi diizeyi, & The development (maturity) of the Management
System and the level of knowledge of the organization,

CYS icin cevresel hususlar ve gevre boyutu ile gevresel etkilerinin durumu & Environmental considerations and
environmental dimension for EMS, as well as the state of their environmental impact

Sahalarin; kalici, gegici veya sanal saha olup olmadidi & Whether these Fields are permanent, temporary or virtual
fields

Ornekleme yontemi ile tetkike tabi tutulan firmalarda tetkik gerceklestirilecek saha sayisi tespiti; &
Determination of the number of sites where the audit will be carried out in the companies subjected to the
audit by the sampling method;

Merkez ofis her tetkikde tetkike tabi tutulur. & The head office is audited at every audit.

Belgelendirme Tetkikinde & In the Certification Audit: Numune sayisi merkez digindaki subelerin sayisinin karekdkindin
yukaridaki tam sayiya yuvarlatiimis halidir. & The number of samples is the rounded version of the square root of the
number of branches outside the center to the above integer.

Gozetim Tetkiki & Surveillance Audit: Her yil alinacak numune sayisi merkez disindaki sube sayisinin karekdkintn 0,6
katinin yukaridaki tam sayiya yuvarlatilmis tam sayi dederidir. & The number of samples to be taken each year is the
rounded integer value of 0.6 times the square root of the number of branches outside the center to the integer above.

Yeniden Belgelendirme & Recertification: Numune blyikliga ilk tetkikteki kadar olmalidir. Bununla birlikte, kalite yonetim
sisteminin (g yillik bir donem iginde etkinligini kanitlamis olmasi durumunda, numune sayisi, numune biytkliginin 0,8 ile
carpiminin yukaridaki tam saylya yuvarlatiimis tamsay dederine indirilir. & The sample size should be the same as in the
first examination. However, if the quality management system has proved its effectiveness over a three-year period, the
number of samples is reduced to the integer value of the product of the sample size by 0.8, rounded to the above integer.

Kurulus hiyerarsik branslar sistemine sahipse, (6rnedin, merkez biiro / ulusal biirolar / bélgesel biirolar / yerel subeler),
yukarida tanimlandidi gibi ilk tetkik igin numune alma modeli her seviyeye uygulanir. & If the organization has a system
of hierarchical branches (for example, central office / national offices / regional offices / local branches), the sampling
model for the first audit as described above is applied to all levels.

Ornek & Example:

1 Kurulug merkezi: Her tetkikte bir ziyaret (ilk / gbzetim / tekrar tetkik)
4 Ulusal biiro: Ornek = 2: en az 1 tanesi rastgele

27 Bolgesel blro: 6rnek = 6: en az 2 tanesi rastgele

1700 yerel sube: 6rnek = 42: en az 11 tanesi rastgele.

Yeni sahalarin halihazirda belgelendiriimis gok sahali kurulusun belgelendirme kapsamina dahil edilmesinden 6ncE; yeni
sahalarin tetkik edilip edilmeyecedini de g6z dniinde bulundurularak, gercgeklestiriimesi gereken faaliyetler belirlenir. Yeni
sahalarin sertifikaya dahil edilmesinden sonra gelecekteki gdzetim ve yeniden belgelendirme tetkikleri igin drnek sayisi
tekrar hesaplanir. & Before the new sites are included in the scope of certification of a multi-site organization that has
already been certified; The activities that need to be carried out are determined taking into account whether the new sites
will be inspected. After the inclusion of new sites in the certificate, the number of samples is calculated again for future
surveillance and recertification inspections.

Ana Faaliyetin Dogrulanmasi Icin Ziyaret Edilen Gegici Saha Orneklem Sayisi Tespiti; & Determination of the
Number of Temporary Field Samples Visited for Verification of the Main Activity;

Birden fazla ana faaliyet bulunmasi durumunda her faaliyet kiimesi kendi iginde gruplandinimalidir. & If there are more
than one main activity, each set of activities should be grouped into its own.

Belgelendirme tetkikinde gecici saha sayisinin 1/3" i & 1/3 of the number of temporary sites in the certification audit
Gozetim tetkiklerinde gegici saha sayisinin 1/5'T & 1/5 of the number of temporary sites for surveillance inspections

Yeniden belgelendirme tetkikinde ise gegcici saha sayisinin %2 U tetkik edilmelidir. & 2 of the number of temporary sites
should be inspected during the recertification inspection.

Cok Alanh Firmalarda Tetkik Siiresi Hesaplamasi & Calculation of the Audit Period in Multi-Domain
Companies

Her saha ve merkez igin calisan sayisina gére IAF MD 5 te belirtildigi sekilde tetkik siiresi hesaplanir. Azaltma arttirma
faktorleri de MD 5 e uygun olarak belirlenir. Ancak merkez fonksiyonun subelere ait idari siirecleri de ytriitmesinden dolayi
toplam azaltma orani %20 den fazla olamaz. Ayni gerekge ile subelerin de bazi idari fonksiyonlari ylriitmediginden dolayi
azaltma orani %50 ye kadar uygulanabilir. & The duration of the audit is calculated according to the number of employees
for each site and center as specified in IAF MD 5. The reduction and enhancement factors are also determined in
accordance with Art. 5. However, due to the fact that the central function also carries out the administrative processes
belonging to the branches, the total reduction rate cannot be more than 20%. Due to the fact that branches also do not
perform certain administrative functions on the same grounds, the reduction rate can be applied up to 50%.

Merkez ofis igin genel azaltma orani belirlenir. Her bir sube igin merkez azaltma orani + % 20 azaltma uygulanir. Ardindan
merkez ofis tarafindan yurutilen idari slireglerin sayisi kadar arttirma yapilir. Bu arttirma her bir idari slireg igin %5 olacak

Basili dokiimanlar kontrolsiiz kopyadir. Giincel dokiimanlara Server ve Web sayfasindan erisilebilir. & Printed Sayfa5/8
documents are uncontrolled copies. Current documents can be accessed from the Server and Web page.




lo ‘M Cok Subeli Tetkikler Talimati
Q Multi-Branch Audit Instruction
l“te‘;‘:;i:;:" g::ality IQM Uluslararasi Belgelendirme Egitim ve G6zetim Hizmetleri Ltd. Sti.

sekilde belirlenir. Ancak bu oran merkezden daha fazla olamaz. Idari fonksiyon olarak; insan kaynaklari, satinalma,
yonetim, kalite, satis gibi prosesler sayilabilir. Hesaplama 0Ornedi asagidaki gibidir. & The general reduction rate is
determined for the head office. For each branch, the central reduction rate + 20% reduction is applied. Then an increase
is made to the number of administrative processes carried out by the central office. This increase is determined to be 5%
for each administrative process. But this ratio cannot be more than the center. As an administrative function, processes
such as human resources, purchasing, management, quality, sales can be included. The calculation example is as follows.

Ilgili sahanin toplam tetkik
IAF MD 5 e gore tetkik | Sube tarafindan yiritiilen | siiresine uygulanacak
siresi degisiklik orani & The | idari fonksiyon sayisi & | dedisiklik orani & The rate
Saha Adi & Field Name rate of change in the | Number of administrative | of change that will be
duration of the audit | functions performed by the | applied to the total
according to IAF MD 5 branch inspection period of the
relevant site

Merkez (-%20) - -%20

A Subesi (-%20) + (-%20) 2 %30

B subesi (-%20) + (-%20) 1 %35

C subesi (-%20) + (-%20) 3 %25

4.2.2. Ornekleme Yonteminin Kullaniimasinin Uygun Olmadigi Durumlarda Cok Sahali Bir Kurulusun
Tetkik Edilmesine Iliskin Metodoloji & Methodology for Conducting an Audit of a Multi-Site
Organization in Cases Where It is Inappropriate to Use the Sampling Method

Merkez fonksiyon her tetkikte ziyaret edilir. & The head office is audited at every audit.
ilk belgelendirme tetkikinde: Sahalarin tamami & In the first certification audit: All of the sites
Belge yenileme tetkikinde: Sahalarin tamami, & In the document renewal audit: All of the sites,

Gozetim tetkiklerinde: Sahalarin % 30°u (kiisurat Uste yuvarlanir) (normalde her bir gézetim tetkikinde birbirinden farkli
sahalar segilir) tetkik edilir. & In surveillance audits: 30% of the sites (rounded to the top) (normally different sites are
selected from each other in each surveillance audit) are examined.

Tetkik programi, belgelendirme kapsamindaki tiim sireclerin her bir dongiide denetlenmesini saglayacak sekilde
olusturulur. & The audit program is created in such a way as to ensure that all processes within the scope of certification
are audited in each cycle.

Yeni sahalarin belgelendirme kapsamina dahil edilmesi talebi olmasi durumunda, s6z konusu sahalar sertifikaya dahil
edilmeden ©6nce mutlaka tetkik edilir. Yeni sahalarin sertifikaya dahil edilmesinden sonraki siirecte gergeklestirilecek
tetkiklerde alinacak 6rnek sayisi, yeni sahalarin dahil edilmesinden sonra ortaya gikan toplam sayi Gizerinden belirlenir. & In
case of a request to include new sites in the scope of certification, these sites are necessarily inspected before they are
included in the certificate. The number of samples to be taken during the inspections to be carried out in the process after
the inclusion of new sites in the certificate is determined based on the total number that occurs after the inclusion of new
sites.

4.2.3. Bazi Sahalar icin Ornekleme Yénteminin Kullanilmasinin Uygun Oldugu, Bazilarinda ise Uygun
Olmadigi Durumlarda Gok Sahah Bir Kurulusun Tetkik Edilmesine Iliskin Metodoloji &
Methodology for Conducting an Audit of a Multi-Site Organization in Cases Where It is
Appropriate to Use the Sampling Method For Some Sites, and In Others It Is Not Appropriate

Her iki yéntemin de uygulanabilecedi bu firmalarda gruplandirma yapilarak; her bir grup igin yukarida tanimlanan
yontemlerin kombinasyonu kullanilir. & By grouping in these companies, where both methods can be applied, a
combination of the methods described above is used for each group.

4.3. ISO 22000 Uygulamalar & ISO 22000 Application

Cok sahali kuruluslarin, etkin bir GGYS ilk belgelendirme tetkiki icin, asadidaki durumlar dikkate alinmalidir: & For an
effective GMS initial certification audit of multi-site organizations, the following situations should be taken into account:

< Orneklenen sahalarin i¢ tetkik bulgularinin degerlendirilmesi kurulusun tiim sahalarinin i¢ tetkik bulgularina esit
sayilabilir. & The evaluation of the internal audit findings of the sampled sites can be considered equal to the
internal audit findings of all the sites of the organization.
Yilda en az 1 kez merkez, GGYS' nin tetkikini gergeklestirmelidir. & At least 1 time a year, the center must
conduct an audit of FSMS.
Yilda en az 1 kez 6rneklenen sahalarda gozetim tetkiki gergeklestirilmelidir. & At least 1 time a year, an inspection
should be carried out at the sampled sites.

Orneklenen her sahanin tetkik bulgulari mevcut sistemin gdstergesi olarak dederlendiriimeli ve buna istinaden
yapilacak faaliyetler ve durumlar yazili hale getirilmelidir. & The audit findings of each field sampled should be
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evaluated as an indicator of the current system, and the activities and situations to be carried out in accordance
with this should be put in writing.

Tim sahalar ayni faaliyette ve ayni llkede olmalidir. & All sites must be in the same activity and in the same
country.

Tim sahalar bir merkez tarafindan kontrol altinda tutulmakta ve ISO 22000 standardina gére yonetilmelidir. & All
required sites are controlled by a center and must be managed according to the ISO 22000 standard.

Her sahada belgelendirmeden 6nce 3 yil igerisinde i¢ tetkik gergeklesmis olmali & An internal audit must have
taken place within 3 years before certification at each site

Belgelendirme sonrasinda, belgelendirme periyodunda her saha igin i¢ tetkik gergeklestiriimelidir. & After
certification, an internal audit should be conducted for each site during the certification period.

ic tetkikler ISO 22000 standardina gére yapilmaldir. & Internal audits should be carried out according to the 1SO
22000 standard.

Secilmis sahalardaki tetkik bulgulari tiim sistemin tamamlayicisi olarak degerlendirilmeli ve diizeltme buna gére
uygulanmalidir. & The audit findings at the selected sites should be considered as a complement to the entire
system and the correction should be applied accordingly.

Her tetkik icin rapor yazilmalidir. Bu raporlar, kurulusun kullandigi 6n gereksinim programlarini, referanslarini,
kullanilan HACCP kriterlerini, HACCP takimi hakkinda yorumlari ve GGYS ile ilgili diger konular icermelidir. & A
report should be written for each examination. These reports should include the pre-requisite programs used by
the organization, references, HACCP criteria used, comments about the HACCP team, and other issues related to
ISMS.

Birden fazla lokasyonda hizmet veren misteri kuruluslar icin tetkiklerin planlanmasina iliskin uygulamalar asadida
verilmigtir: & The following are the practices related to the planning of audits for customer organizations serving in more
than one location:

Birden fazla lokasyonda hizmet veren msteri kuruluslar, belirli gida gilivenligi yonetim sistemi faaliyetlerinin planlandidi,
kontrol edildigi veya idare edildigi bir merkezin (bundan bdyle merkez ofis olarak anilacak olmakla birlikte her durumda
misteri kurulusun genel merkezi oldugu anlamina gelmemektedir) yani sira, bahse konu faaliyetlerin kismen veya

tamamen uygulandidi bir lokasyon agi bulunan misteri kuruluglardir. Birden fazla lokasyonda hizmet verebilen mdisteri
kuruluslar su sekilde siralanabilir: & Organizations providing customer service in more than one location, specific food
safety management system activities are planned, controlled or managed a center (hereinafter referred to as the central
office to the customer in each case, although it does not imply that the headquarters of the organization), as well as the
activities in question were fully or partially applied to a location in the network of customer organizations. Customer
organizations that can provide services in more than one location can be listed as follows:

< Franchise ile galisan mugteri kuruluglar; & Customer organizations working with franchisees;

Bir veya birden fazla Uretim sahasi ve satis ofisi bulunan Uretim sirketleri; & Production companies with one or
more production sites and sales offices;

Benzer hizmeti birden fazla lokasyonda sunan hizmet misteri kuruluglan; & Service customer organizations that
offer similar service in more than one location;

Birden cok dali bulunan misteri kuruluslar. & Customer organizations with multiple branches.

IQM, asadidaki kosullarin saglanmasi halinde, birden fazla lokasyonda hizmet veren bir miisteri kurulusu tek bir ydnetim
sistemi kapsaminda belgelendirebilir: & IQM may certify a customer organization serving in more than one location within
the scope of a single management system if the following conditions are met:

< Tum lokasyonlarin, ISO 22000, madde 4 veya buna esdeder baska bir gida givenligi yonetim sisteminde
belirtildigi tzere, merkez tarafindan kontrol ve idare edilen tek bir gida giivenligi ve yonetim sistemi altinda
calismasi, & The operation of all locations under a single food safety and management system controlled and
managed by the center as specified in ISO 22000, article 4 or any other food safety management system
equivalent to this,

Belgelendirme &ncesindeki bir yil icerisinde, her lokasyonda i¢ tetkik yapiimis olmasi, & Within one year prior to
certification, an internal audit has been conducted at each location,

Lokasyonlarda yapilan tetkiklerden elde edilen bulgularin, sistemin genelinin bir gostergesi olarak kabul edilmesi
ve diizeltmelerin buna gore yapilmasi. & Accepting the findings obtained from the inspections conducted at the
locations as an indicator of the overall system and making corrections accordingly.

ISO 22000 bagvurusunda bulunan gok subeli firmalarda 6rnekleme ydntemi sadece yirmiden fazla subesi olan ve sadece
faaliyet kapsami A, B, E, F ve G gruplari igin mimkiindir. & In multi-branch companies applying for ISO 22000, the
sampling method is only possible for groups A, B, E, F and G with more than twenty branches and only the scope of
activity.

GGYS tetkiki saglamak icin asadidaki hususlar dikkate alinir. & The following considerations are taken into account to
ensure an audit of FSMS.
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Bitiin subeler rastlantisal olarak segilir ve tetkikden sonra secilmeyen subeler dogrulanmayabilirler, & All branches
are randomly selected, and branches that are not selected after the audit may not be verified,

Orneklenen subenin tetkik bulgularinin degerlendirilmesi, kurulusun ayni subelerinin ig tetkik bulgularina es sayilir,
& The evaluation of the audit findings of the sampled branch is considered equivalent to the internal audit
findings of the same branches of the organization,

En az yillik olarak bir kez merkez GGYS tetkiki gergeklestirilir, & A central ISMS audit is carried out at least once a
year,

En az yillik olarak, érneklenen subelerde g6zetim tetkikleri yarGtuliir, & At least annually, surveillance inspections
are carried out in the sampled branches,

Orneklenen subenin tetkik bulgulari biitiin sistemi temsilen g6z éniinde tutulur ve diizeltmeler buna uygun olarak
yuritilir. & The audit findings of the sampled branch are taken into account as a representative of the whole
system and corrections are carried out accordingly.

Cizelge 1 - Cok subeli tetkik uygulamalarinda denetlenecek sube sayilarina érnekler & Examples of the number of branches
to be audited in multi-branch audit applications

Toplam Sube Sayisi
X 1ile 20 arasi 21 22 23 24 25 26 27

20'nin Uzerindeki sayida subeler 0 1 2 3 4 5 6 7

Denetlenecek ek sube sayisi 0 1 1 1 1 1 2 2

Denetlenecek sube sayisi X 21 21 21 21 21 22 22

Diger Standartlar ile entegre olarak kurulan ISO 22000 entegre standart tetkiklerinde gok sahali kuruluslarda ISO 22000
Ornekleme yontemi tercih edilir. & ISO 22000 integrated standard audits established in accordance with Other Standards
the ISO 22000 sampling method is preferred in multi-site organizations.
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