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NOTE: This form is to be completed by the i-NAF Secretariat and forwarded to the potential members of a Peer Evaluation Team after they have been selected by the i-NAF MLA-C.  The team cannot be finalised until a response has been received from each of the recipients of this letter, advising availability and freedom from conflict of interest with the applicant.
<insert date>

Dear <insert names of recipients>
I am pleased to advise you that the i-NAF MLA Committee (i-NAF MLA-C) has selected you to be part of the team for the following peer assessment:
	NATURAL ACCREDITATION BODY:
	

	CONTACT DETAILS:
	

	SCOPE OF EVALUATION: <delete those listings that are not applicable>
	INITIAL EVALUATION
	RE-EVALUATION

	PRODUCT CERTIFICATION
	
	

	Product Certification-NSO-NAP 1 Natural Product For Food
	
	

	Product Certification – NSO-NAP 2 Halal Natural Product
	
	

	Product Certification – NSO-NAP 3 NSO-ECOGLOBALLABELS
	
	

	Product Certification-NSO-NAP 7 Vegan Vegetarian
	
	

	SYSTEM CERTIFICATION
	
	

	System Certification-NSO-NAP 10 Hygiene, Health and Safety Management System 
	
	


The peer evaluation team will be comprised of the following persons:

	TITLE
	GIVEN NAMES
	FAMILY NAME
	NAB
	ROLE <delete those listings that are not applicable>
	EVALUATION SCOPE
	CONTACT DETAILS

	
	
	
	
	Team Leader
	
	

	
	
	
	
	Trainee Team Leader
	
	

	
	
	
	
	Team Member
	
	

	
	
	
	
	Trainee Team Member
	
	

	
	
	
	
	Technical Expert
	
	

	
	
	
	
	
	
	


The evaluation shall be conducted in accordance with i-NAF policies and procedures, including i-NAF NML 2 Please read this document, including the Annex that details the process flow and responsibilities of the persons involved.  All other relevant IAF, IHAF and SMIIC mandatory/guidance documents are also to be utilized and can be downloaded from the IAF website (www.iaf.nu), IHAF website (www.ihaf.org.ae) and SMIIC website www.smiic.org.  
The Team Leader will discuss available dates with the applicant/signatory and Team Members to establish dates for the peer evaluation.

A preliminary summary schedule for the peer evaluation is attached at the end of this letter.  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 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 evaluatee.

Your Team Leader will be in contact with you in due course to make further arrangements. 

I would be most grateful if you could all reconfirm in writing (email is acceptable) your availability to be part of the team and that you have no conflict of interest with this applicant/signatory by <insert date>.
In accordance with i-NAF NML 2 your expenses will be reimbursed by the natural accreditation body being evaluated.  The expenses of Trainee Team Member will be borne by the natural accreditation body nominating the Trainee.
Each member of the evaluation team is:

i. responsible for arranging their own visas in time to participate in the peer evaluation (if an invitation letter is necessary please contact the evaluatee immediately for assistance);

ii. responsible for arranging any necessary insurance, such as travel and health insurance; and 

iii. not considered in any way to be an employee or contractor of i-NAF.

At the end of the peer evaluation the Team Leader shall complete a -NAF NMFR 4 i-NAF Peer Evaluators Performance Form for each of the team members, and the natural accreditation body that is the subject of the peer evaluation shall complete a i-NAF NMFR 8 Peer Evaluation Feedback Form.  Both forms are attached and are to be returned to the i-NAF Secretary.

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

Best Regards
Djenk Yilmaz
i-NAF Secretary

Email: secretariat@i-naf.org
Phone: +38970835871
Cc: <insert natural accreditation body contact>
PRELIMINARY SUMMARY PEER EVALUATION SCHEDULE
	ACTIVITY
	PERSON RESPONSIBLE
	DUE DATE
	i-NAF NML 2

	Select evaluation team
	i-NAF MLA-C
	
	- 12 months

	Confirm availability of Team Members and confirm date for onsite evaluation
	Team Leader
	
	- 6 to 9 months

	Issue mandate letter
	i-NAF Secretary
	
	- 6 months

	Reconfirm viability and freedom from conflict of interest to the i-NAF Secretary
	Evaluation Team
	
	- 6 months

	Appoint Ad Hoc Review Group (AH-RG)
	i-NAF MLA-C
	
	- 6 months

	Submit i-NAF NMFR 5 (for ILAC/IAF F1.1 A3/2018 (for ISO/IEC 17011:2017) and OIC/SMIIC 3) to Team Leader
	Natural Accreditation Body
	
	- 3 months

	Complete document review and return updated i-NAF NMFR 5 (for ILAC/IAF F1.1 A3 (for ISO/IEC 17011:2017) and OIC/SMIIC 3)  to natural accreditation body
	Team Leader
	
	- 6 weeks

	Prepare and submit the Evaluation Plan to natural accreditation body
	Team Leader
	
	- 4 weeks

	Undertake onsite evaluation
	Evaluation Team
	
	0

	Submit Summary Report and Findings to natural accreditation body at the closing meeting
	Evaluation Team
	
	0

	Submit the Draft Evaluation Report to the AH-RG
	Team Leader
	
	+ 4 weeks

	Review Draft Evaluation Report
	AH-RG TL
	
	+ 4 weeks



	Agreed Draft Evaluation Report
	AH-RG TL, Team Leader
	
	

	Submit Draft Evaluation Report to natural accreditation body
	Team Leader
	
	

	Provide responses and corrective actions to Team Leader
	Accreditation body
	
	+ 2 months

	Verify corrective actions
	Team Leader
	
	+ 4 weeks

	Submit Final Draft Evaluation Report to AH-RG
	Team Leader
	
	

	Agreed Final Draft Evaluation Report
	AH-RG, Team Leader
	
	+ 4 weeks

	Prepare AH-RG Summary report and submit Final Evaluation Report to Team Leader
	AH-RG Convener
	
	

	Submit Final Evaluation Report to natural accreditation body and Secretary
	Team Leader
	
	

	MLA-C endorse Final Evaluation Report
	MLA-C
	
	+ 1 week

	MLA Group balloting
	MLA Group
	
	+ 4 weeks

	Inform natural accreditation body the result of the ballot and complete NAF NMFR 8 and update i-NAF-NPG 9 accordingly
	i-NAF Secretary
	
	+ 1 week
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