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1.0
PURPOSE

To define the system for updating the data base of the customers and other data as felt necessary.

2.0
SCOPE

Applies to the registration of FCI Clients.

3.0
RESPONSIBILITY

The Designated Person is responsible for compiling and updating the listing of registered Clients.

4.0
PROCEDURE
4.1
FCI shall maintain and make available a Directory of Registered Clients (DRC).  This directory shall include a list of registered Clients, their scope of registration, their locations, and management system standard the company is registered to. 

a)  The publication is distributed upon request and can be obtained through FCI. 

b)  The publication is updated continuously via the database. 

c)  FCI shall also make this listing available to Interested Party.

d)  Status of certificates position per scheme is also displayed on the website.
e)  Validity of a given certificate is provided upon request.

4.2 
FCI shall produce, update and make available whenever requested

a) Procedures and documents describing FCI's registration system. 


b) Rights and responsibilities of Clients


c) Information regarding complaints, appeals and disputes.


The above information is included in the terms of the contract, the Welcome Pack and/or the Registration Packet. The above information is also available upon request.

4.3
FCI also makes information available upon request concerning FCI's accreditation and fee structure.

4.4
FCI registration program policies document Quality Manual, Issue-2, Dt:1st Aug 2008  is publicly available upon request.

4.5 
All information provided to clients or the market place including advertising shall be accurate and not mis-leading.
4.6
In case of Ayush Product Certification Scheme, FCI shall make publicly available in FCI website about applications registered, certificates granted, suspended or withdrawal and updates it on ongoing basis.

4.7 
On request from any party, FCI shall provide the means to confirm the validity of given certificates.

4.8 
FCI Shall provide certification documents to the certified client via email/post/through personnel delivery.
4.9
FCI Shall publish its fees structure in its website.
5.0
RECORDS

Directory of Registered Clients (DRC)

· Customer Files
6.0 REVISIONS
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