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[bookmark: _Hlk624955]LETTER OF APPOINTMENT FOR APAC EVALUATION TEAMS

NOTE: This letter is to be completed by the APAC Secretariat and forwarded to the members of the evaluation team after they have been selected by the Team Leader and accepted by the APAC MRAMC.  Each team member is to respond to the APAC Secretariat confirming their availability and freedom from conflict of interest with the accreditation body that is being evaluated.

30 September 2026

Dear <insert names of recipients>

I am pleased to advise you that the APAC MRA Management Committee (APAC MRAMC) has confirmed your appointment to the team for the following evaluation:

	Accreditation body:
	

	Contact details:
	



The scope of the evaluation and your assigned role is provided in the attached APAC FMRA-005 APAC Evaluation Control Record (ECR). The onsite evaluation is planned for <insert date> in <insert location>.  Please note that you would normally be working from the Sunday of a given week (team meeting at the hotel) to the close of business on the following Friday - a total of 6 days, but this will depend on the final evaluation plan agreed between the team and the evaluated accreditation body.

The evaluation is to be conducted in accordance with APAC policies and procedures, including:
· APAC MRA-001 Procedures for Establishing and Maintaining Mutual Recognition Amongst APAC Accreditation Bodies;
· APAC MRA-006 A Guide for the Planning and Conduct of Evaluations; and when relevant
· APAC MRA-009 Performing Remote Evaluations – Requirements and Guidance and FMRA-021 Remote Evaluation Checklist and Risk Assessment;
· APAC FGOV-027 APAC Artificial Intelligence Policy.

All team members and the accreditation body being evaluated shall read these documents, including their annexes that detail the process flow, expected time frames, and responsibilities of the persons involved.  

The requirements for use in evaluations are those specified in APAC FMRA-001 Endorsed Normative Documents. Copies of these documents are to be obtained by relevant team members from their accreditation body or from the Global ACI website (https://global-aci.org/en/documents-categories/).  

During the course of the peer evaluation the Team Leader shall periodically update APAC FMRA-005 APAC Evaluation Control Record (ECR) and send it to the APAC Secretariat to report progress on the peer evaluation.

In accordance with APAC MRA-001 your expenses will be reimbursed by the accreditation body being evaluated.

Please reconfirm in writing by <insert date> your availability and that you have no conflict of interest with the accreditation body that is being evaluated (a return email is sufficient).

This peer evaluation is <insert concurrent/joint/being witnessed by/with ARAC/IAAC/Global ACI>. 

Your Team Leader will contact you in due course to make further arrangements. Please address all questions or comments to the Team Leader in the first instance.

Please note that each evaluation team member is:
a) [bookmark: _Hlk497231774]responsible for arranging their own visas in time to participate in the peer evaluation (if an invitation letter is necessary please contact the evaluated accreditation body immediately for assistance);
b) responsible for arranging any necessary insurance, such as travel and health insurance (APAC is not liable and will not reimburse team members for travel disruptions, missed connections, sickness or medical treatment, etc.); and 
c) not considered in any way to be an employee or contractor of APAC.  APAC bears no liability in relation to your involvement in this peer evaluation.

At the end of the evaluation:
a) the Team Leader will complete and submit an:
i. APAC FMRA-008 Peer Evaluator and Technical Expert Performance Monitoring Form for each team member and return it to the APAC Secretariat (please inform your Team Leader if you wish to be considered for promotion to Lead Evaluator status prior to the evaluation); 
ii. evaluation report using the evaluation report template (Global ACI-FMRA-018 (M) Evaluation Report Template for use in APAC), including the accreditation body’s corrective action and response report (corrective actions and summary evidence of effective implementation to Nonconformities and responses to Comments); 
iii. the previously approved APAC FMRA-021, if remote evaluation took place; and
b) each Team Member will complete and submit an APAC FMRA-007 Evaluation Team Leader Performance Monitoring Form and return it to the APAC Secretariat.

Following the APAC MRA Council ballot on the results of the evaluation, the evaluated accreditation body will complete a APAC FMRA-006 Peer Evaluation Feedback Form and send it to the APAC Secretary.

Congratulations on your appointment and I look forward to hearing from you soon.

Kind regards

Graeme Drake
APAC Secretary

Cc: <insert accreditation body contact>
	


	PO Box 5032 | South Turramurra | NSW 2074 | AUSTRALIA
secretariat@apac-accreditation.org |  https://www.apac-accreditation.org/

	New Zealand Society Number: 1877392 | Australian Business Number (ABN): 32 287 148 894

	[image: ]
	APAC is recognized by the Global Accreditation Cooperation Incorporated (Global ACI) as the accreditation cooperation for the Asia Pacific region.
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