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What To Expect During Your Certification 
Welcome to PRI Registrar! As a new client to PRI, it is helpful to understand what to expect during the 
certification audit process, so you are prepared for a successful certification audit. This information will 
help you understand the process, activities and roles involved as you prepare for your audit. 

A certification audit is an interactive event which involves many people and processes of your operation. 
The auditor will utilize skills in observation, interviewing and document review to determine conformity 
to the standard and system requirements. This is done in a friendly, professional and timely manner. 

Here are some of the key roles, processes and terms related to your certification with PRI Registrar: 

Account Specialist (AS): You will be assigned to a dedicated Account Specialist to manage your account. 
The AS will act as the point of contact with PRI Registrar by assisting with coordination of audit, 
scheduling support, auditor communications, audit documentation, nonconformance management, 
certificate issuance and other activities. Your AS will be your primary contact at PRI and will contact you 
after your account has been assigned to them. Feel free to contact the AS at any time during, or 
between, scheduled audits should you have questions or need assistance. 

Scheduling: Our Scheduler will contact you to confirm dates for your audit. The Scheduler will identify 
the availability of potential auditor(s) with your industry scope. We also take into consideration the 
location of the auditor to minimize travel expense. We recommend that the audit be conducted 90 days 
prior to the certificate expiration date to avoid any potential lapse in certification. Your Scheduler will 
contact you well in advance of the audit to reserve the dates and best available auditor for your audit. 

Business Development Specialist (BDS): Your Business Development Specialist is your contact point for 
contract related details such as the amount of audit time, terms and conditions, recertification 
process, and fees. 

Auditor(s): Your auditor will be assigned based on their auditor credentials in the standard(s) being 
audited against, industry experience that matches your company scope, and their geography related to 
your location. Your auditor will contact you prior to your audit to discuss your upcoming audit so they 
can plan it accordingly. Typically, if your audit is more than 3 days long, we will assign two auditors to 
reduce the amount of on-site time we spend. For example, if the audit requires 4 audit days, we will 
suggest 2 auditors for 2 days. We will discuss this with you during the scheduling process if applicable. 

Document Review: To begin the process, the auditor will request your management system 
documentation for review to verify that your system has been properly documented. They also use this 
information for planning your audit. 

Agenda: The audit agenda will be prepared by your auditor and provided at least 30 days ahead of the 
audit, so you are aware of what is being audited and who might be needed from your team to be part of 
the process. You may be asked to provide certain information prior to the audit. This information is 
critical for audit preparation. Please contact your auditor immediately if you anticipate any delays in 
providing any requested information. 
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Stage 1 Audit: This is essentially a readiness audit conducted on-site and is usually 1 day. The auditor 
will review your documentation, walk through the facility, and interact with just a few relevant staff to 
determine if your system has been implemented sufficiently to conduct the Stage 2 audit. If any 
nonconformances are noted, they will be communicated and documented so there is clear 
understanding of the finding. 

Stage 2 Audit: This audit is typically conducted within 90 days (maximum of 6 months) of Stage 1 audit 
and is an audit of the full implementation of the standard, so it involves documents, people, processes, 
and performance. If any nonconformances are noted, they will be communicated and documented, so 
there is clear understanding of the finding. If there are nonconformances, your corrective action must 
be accepted/closed prior to issuing the certificate. The auditor will review the NCR response timeliness 
requirements with you during the closing meeting. 

Certificate: Your certificate will be issued after any nonconformances have been satisfactorily addressed 
and the audit package has been subjected to a final review. The certificate is issued within 7 days of the 
approved final review and is valid for 3 years. 

Surveillance Audits 1 & 2: As required by accreditation bodies, we must conduct surveillance audits on 
an annual basis over the 3-year certification period. The surveillance audit is a sample of about 33% of 
your system to determine that the system is still implemented and effective. The audit process is much 
like the Stage 2 audit, an auditor will be scheduled in advance with you and an audit agenda will be sent 
at least 30 days before the audit. If any nonconformances are noted, they will be communicated and 
documented, so there is clear understanding of the finding. The auditor will review the NCR response 
timeliness requirements with you during the closing meeting. Please abide by the outlined due dates to 
avoid any potential adverse actions that may negatively impact the certificate. 

Recertification Audit: Toward the end of the 3-year certification cycle, we will contact you to plan a 
renewal of your certification. The amount of days for the Renewal Audit is a bit more than the normal 
Surveillance Audit time but less than the Initial Certification Audit. We will prepare a new quotation and 
submit it to you at least six months in advance of the end of your current certification period. 

RMS: Our operational platform is called RMS (Registrar Management System). This custom designed 
system is helpful to clients and staff from the beginning to the end of the process to optimize the 
efficiency and communications through the certification process. Training guidance is provided to 
clients, so they are able to utilize RMS. 

Keys to a successful audit: 

• Must have one cycle of internal audits completed so we know the system has been checked. 
• Must have one management review completed so we know they system has been reviewed. 
• Share the audit agenda to prepare staff so they know when the auditor will be auditing their 

area. If changes are needed, please notify auditor. 
• Be aware of key due dates such as information exchange or NCR response. If you are unsure of 

anything, please ask. 
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