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RULES GOVERNING THE NOTIFICATION TO BELAC AND THE 

MANAGEMENT BY BELAC OF SIGNIFICANT CHANGES 

REGARDING STRUCTURE, ORGANIZATION AND RESOURCES 

BY ACCREDITED BODIES 

 OBJECTIVES AND NORMATIVE REFERENCES 

This document aims to: 

- specify the general principles relating to the obligation for accredited bodies to 

notify BELAC of any significant structural, organizational, administrative, legal 

or technical change likely to have an impact on maintaining the status of 

accredited body; 

- specify (without the list being exhaustive) the main situations encountered for 

which the notification obligation applies; 

- specify the actions to be taken by the accredited body; 

- clarify how BELAC intends to manage notifications of changes and the 

consequences for the accredited body. 

This document does not cover requests for modification or extension of the scope of 

accreditation (including to one or more new activity sites), the management of which 

is determined by the provisions of the documents BELAC 3-11 and BELAC 2-002. 

The provisions in this document apply to all accredited bodies. 

This document refers to and complies with the relevant sections of: 

- the standard EN ISO/IEC 17011:2017 in particular point 4.2 i); 

- the Royal Decree of January 31, 2006 amended by the Royal Decree of 

February 7, 2014 establishing BELAC and more particularly Article 9, 4 °; 

- the BELAC 3-06 document and more particularly point 6 indent 8. 

 RECIPIENTS 

- Coordination Commission  
- Accreditation Board  
- Secretariat 
- Assessors  
- Accredited bodies 
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 GENERAL RULES  

3.1 Mandatory notification 

BELAC accredited bodies are required to inform BELAC without delay of any significant 

organizational, structural, administrative, legal or technical change that: 

- may affect their ability to meet the accreditation conditions; 

- requires a change in the databases or on BELAC's website; 

- requires a change in the information included on the certificate or in the 

accreditation scope. 

For future planned changes, this notification should be made as soon as the changes 

are planned and thus before any effective changes take place. Sudden, unplanned 

changes (unexpected event, force majeure) shall be notified without delay. All useful 

information must be provided.  

The following examples of changes should always be notified (please note that this list 

is not exhaustive): 

- Change of contact details;  

- Change of name of the body or head office; 

- Changes of key position holders;  

- Relocation or remodelling activities (of the head office, main operating site 

or ancillary sites where activities are carried out) with or without change of 

address or commissioning of new sites, insofar as they have a potential 

impact on the accredited activities (e.g. relocation of measuring equipment, 

relocation of reference material storage areas, etc.); 

- Unavailability of critical material resources (measuring equipment, 

buildings...) preventing the performance of accredited activities 

- Mergers, acquisitions, demergers, change in ownership structure; 

- Change in corporate form or legal form; 

- Discontinuation (total or partial) of accreditation;  

- Judicial reorganization;  

- Temporary administration;  

- Liquidation, bankruptcy or manifest insolvency.  

Planned changes must be discussed with the file manager in a timely manner. The 

purpose of this concertation is to obtain clarity about the planned changes and the 

proposed schedule, to review what information is important for BELAC, and to discuss 

the further course of the consultation and the actions to be taken for the planned 

changes. This concertation does not exempt the body from official notification. 
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The notice and accompanying information shall be sent to: 

belacdossiers@economie.fgov.be. 

Failure to notify BELAC in a timely manner may result in sanctions or corrective action 

depending on the severity of the findings. 

 CHANGE OF CONTACT DETAILS 

The accredited body shall promptly notify BELAC of changes of contact persons, 

telephone numbers, email and Internet addresses to enable BELAC to maintain 

effective communication and update its databases.  

 CHANGE IN THE NAME OF THE ACCREDITED BODY 

When an existing accredited body wishes to change its name where the accredited 

legal entity remains unaffected and there is no change in the accredited activities or in 

its operation, prior notice must be given no later than 1 month prior to the effective 

name change. 

The notification can be done by email and must include at least the following: 

1/ Details of the new name and a brief explanation of why the change is taking 

place; 

2/ Confirmation that the name change will not affect the legal entity, filling of 

key positions and accredited activities; 

3/ The scheduled date for the effective name change. 

After implementing the name change, within 15 calendar days of its publication, the 

body provides proof of the publication of the name change in the appendix to the 

Belgian Official Gazette or, failing this, of the change in the Crossroads Bank for 

Enterprises (CBE).  

Foreign bodies use the unique identification number and the applicable publication 

requirements. 

 MODIFICATIONS IN KEY POSITION HOLDERS  

A key function refers to a critical role or responsibility within an organization, process 

or system. It is a function that is essential for achieving certain objectives, performing 

important tasks or for quality assurance of accredited activities. Key functions can vary 

depending on the context, but they are usually associated with positions or tasks that 

have a significant impact on the results or operation of an entity under accreditation. 

mailto:belacdossiers@economie.fgov.be.
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By key position is meant more specifically, taking into account the internal organization 

of the body, the management function(s), technical manager position and quality 

manager, lab manager, etc. 

This enumeration is not exhaustive. 

The body must immediately notify BELAC as soon as it becomes aware of a change in 

a key position due to the removal or replacement of the person holding the position 

(e.g. upon submission of resignation or change of position).  

The following information must be supplied with this notification: 

- an analysis of the potential impact of the removal or replacement on the 

activities covered by the accreditation; 

- the expected departure date of the holder of a key position; 

- the expected start date of filling the key position; 

- the changed contact information as soon as available. 

No later than 1 month after the replacement (temporary or permanent) becomes 

effective, the body must provide BELAC with the following information: 

- the demonstration of the competence of the person with respect to the position 

to be performed; 

- the training plan that led to formalizing the person in the position in question.  

 RELOCATION 

Relocation means any relocation of the head office, main operating site or ancillary 

sites, where activities are performed or where critical materials are stored that may 

have a significant impact on the conformity assessment result.  

An internal move (other space at the same address) must also be reported to BELAC if 

the relocation action or the commissioning of a new space (e.g. because of 

environmental conditions) may have an impact on the performance or on the result of 

the activities under accreditation. Examples include moving equipment to another 

space, moving reference materials to a new storage area, ... 

 MERGER, ACQUISITION, DEMERGER AND OTHER TRANSFERS  

Mergers, acquisitions and demergers are legally tailored and consequently complex by 

their very nature. It is important to properly map out the (legal) organization of these 

transactions. 
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In the event mergers, acquisitions and demergers as provided for in the Code of 

Economic Law, the law provides for a silent transfer of rights and obligations to the 

new entity. Thus, lawyers often view these transactions as a going concern in which 

the old rights and obligations automatically pass to the new entity.  

However, this is not so as far as accreditation is concerned. The impact on accreditation 

must be evaluated on a case-by-case basis.  

8.1 Mergers and acquisitions 

A corporate merger refers to the merger of two or more separate companies into a 

(new) entity. A merger may take the form of an acquisition or the creation of a new 

company. 

8.2 Demerger 

A demerger of a corporation refers to the process by which a company divides or 

separates its assets, liabilities and/or activities into two or more separate entities. 

The demerger is the reverse process of the merger. 

8.3 Other transfers 

8.3.1 The sale of a business activity 

A company can sell a branch of its business. However, this is not an acquisition, merger 

or demerger.  

Unlike mergers or demergers, there is no legally regulated transfer of rights and 

obligations. The buyer cannot assert any rights to the accreditation granted to the 

seller.  

The impact on the accreditation and the possible accreditation of the buyer should be 

evaluated on a case-by-case basis.  

8.3.2 The sale of shares 

The mere sale of shares is not legally an acquisition, merger or demerger. It is, however, 

a change of ownership. Only if the transaction has a potential impact on the ability to 

meet accreditation requirements (e.g. impartiality requirements) should notification be 

made. 
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If the accredited body is part of a group of companies, a change in the group structure 

pursuant to a sale or transfer of shares must be notified to BELAC, as described under 

the heading: "Changes in Group Structure."  

8.4 Deadline for notification 

BELAC must be notified of possible transfers, mergers, acquisitions and demergers as 

early as possible and no later than 9 months before the change takes place.  

8.5 Evaluation  

An accreditation is specifically attached to a legal entity and, in principle, cannot be 

transferred.  

A BELAC accreditation may be transferable in the event of a merger, acquisition or 

demerger. This will have to be examined on a case-by-case basis. 

BELAC evaluates on the basis of the submitted documents (see below) whether and 

under what conditions the transfer can be accepted. 

If the transfer is accepted, the transferee will also be bound by the rights and 

obligations attached to the transferred accreditation as these apply to the transferring 

party. 

If, after examination, BELAC decides that the accreditation cannot be transferred, a 

new accreditation application must be submitted. 

 CHANGES IN GROUP STRUCTURE 

If an accredited body, which is part of a group of companies, is transferred, in whole or 

in part, to other owners, this is considered a change in the group structure. 

The formal notification is sent to the BELAC Secretariat as soon as the change is 

planned and thus before any effective changes take place and includes at least the 

following information: 

1/ The planned change in the group structure; 

2/ The details of any related bodies or companies;  

3/ The details of any conflicts of interest that arise or may arise as a result; 

4/ Details of any planned changes to the location(s), key functions or operating 

model of the existing accredited body as a result of the change in ownership. 
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 CESSATION OF ACTIVITIES  

The total or partial cessation of activities as well as, if applicable, the effectively 

foreseen date of this cessation shall be communicated to BELAC without delay in order 

to allow the adaptation of the accreditation documents and the closure of the file. 

 GENERAL GUIDELINES FOR NOTIFICATION AND INFORMATION 

11.1 Introduction 

The present document defines various scenarios which must be the subject of a 

notification to BELAC, without this description being exhaustive. 

The information to be provided with the notification must enable BELAC to evaluate 

the planned operation and its consequences. Consequently, the extent of the 

information to be provided will depend on the extent and complexity of the changes. 

11.2 The importance of communication 

Communication and timely consultation with BELAC are crucial to the smooth running 

of the planned operation.  

In the first instance, the file manager is the point of contact par excellence. 

For complex operations or major changes, it is advisable to maintain close contact with 

BELAC at all times regarding the proposed changes and their progress (merger, 

acquisition, demerger, reforms within a group structure, etc.). 

11.3 Communication address 

All notifications and accompanying information shall be sent to 

belacdossiers@economie.fgov.be.  

11.4 Notification and information of changes with limited impact 

If the proposed operation has only a limited impact on the accredited activities, a simple 

basic notification including the following information is sufficient:  

- the identity of the accredited body involved; 

- explanation of the intended change; 

- the foreseen date; 

- impact and measures to ensure compliance. 

mailto:belacdossiers@economie.fgov.be
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11.5 Notification and information provision of complex changes or changes with 
significant impact 

Some (non-exhaustive) examples of possible complex changes or changes with 

significant impact are:  

- An acquisition, merger or demerger (depending on the complexity of the 

proposed reorganization); 

- A relocation operation (depending on the material subject to the relocation 

activity). 

In such situations, it is important for BELAC to have a clear view of the course of the 

entire process whereby the implications for the accredited activities must be clear.  

For these reasons, the accredited body is asked to provide BELAC with a well-prepared 

file, which provides clarity on the identified potential risks (concerning the fulfilment 

of the accreditation requirements) associated with the changes, their possible impact 

on the fulfilment of the accreditation requirements and the plan of action to address 

these risks and their impact. Relevant supporting documents shall also be added to this 

file. 

11.5.1 Creation of a dossier for notification of complex changes or changes with 
significant impact 

The accredited body shall prepare a file containing the following components: 

1/ general information; 

2/ a timeline; 

3/ a risk analysis, impact analysis and accompanying plan of action;  

4/ supporting documents. 

This file must allow BELAC to correctly evaluate: 

- the impact on accreditation; 

- the most appropriate approach to follow up the foreseen changes. 

11.5.1.1 General information 

This section includes at least the following information: 

- The identification of all company(ies) involved (name, address, CBE number, file 

number BELAC, mail address); 

- The central contact person for the proposed operation with designation of a 

deputy (name, office address, phone number, cell phone, mail address); 

- If the company or body is part of a group - as far as useful for the evaluation - 

the name and identification details of the companies within the group as well as 
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the group structure indicating the specific relationship between the companies 

(parent, subsidiary, holding company, sister, etc.);  

- The proposed change as well as its reason and background; 

- The time when the operation will take place or be completed; 

- The accreditation scope(s) affected by the change. 

11.5.1.2 The timeline 

The timeline provides an overview of the main operational steps to reach the final 

outcome of the intended operation, as well as the intended date of final completion. 

With regard to mergers, acquisitions and demergers, due attention should be paid to 

the legal steps in this timeline as they form the basis of the administrative change, 

within which ultimately the operational part takes its place.  

11.5.1.3 The risk analysis , impact analysis and associated plan of action 

The proposed changes may entail risks in terms of maintaining the quality of the 

activities under accreditation and (continuing) compliance with the accreditation 

requirements. For this reason, the preparation of a risk analysis is important.  

A risk analysis is a systematic approach to identify potential hazards or risks that may 

affect an organization, project, process or system, which then allows them to be 

evaluated and managed. 

Along with this risk analysis, an assessment is also made of the impact of the proposed 

operation on the quality of the activities under accreditation and the (continued) 

fulfillment of the accreditation requirements. 

Finally, based on the risk and impact analysis, a plan of action should be drawn up, 

which demonstrates how the quality of the accredited activities and the fulfilment of 

the accreditation conditions remains guaranteed. 

Depending on the intended operation, this analysis and plan of action should address: 

- the management system, amalgamation or integration of management systems; 

- risks to impartiality; 

- risks to independence in particular for inspection activities; 

- risks arising from the (changed) group structure to which the body belongs; 

- equipment, ownership, maintenance; 

- specifically for relocation activities:  

- the persons responsible for relocation activities;  

- planning and monitoring of relocation activities; 
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- methods of moving equipment and handling of samples/objects (e.g. 

transport, release of equipment, etc.); 

- handling of samples and objects during the move and any outsourcing; 

- changed environmental factors; 

- quality assurance before, during and after the move;  

- integration or modification of work processes; 

- change in personnel and qualifications; 

- change in management; 

- changed training needs; 

- integration of ICT systems; 

- modification of documents; 

- informing customers, suppliers, subcontractors; 

- general quality assurance;  

- the modifications to document management and management systems; 

- the position, availability and functioning of key personnel; 

- the responsibilities of management and staff; 

- and so on... 

An important part of the impact analysis includes the description of the impact of 

proposed operation on the conformity with the clauses of the accreditation standard.  

As a possible non-binding aid and component to the above, one can start from the 

checklist made available for some accreditation standards on the BELAC website under 

the series BELAC 6-1xx: Checklist for evaluation of conformity with application 

requirements.  

This checklist presents in column form the clause of the accreditation standard, the 

remaining columns can be adapted into a column for reporting the degree of impact of 

the operation (e.g.: none, minimal, moderate, major) and a column with a text field in 

which the clarification is given about the identified risk, impact as well as how and when 

conformity will be achieved. 

It is important for the assessment to show for each of these items the impact and if 

applicable, the planned actions, the status at the date of the report, the date of 

completion of planned actions and the status after the operation, if applicable with a 

date of final completion of the planned action. 

11.5.2 Relevant supporting documents 

The action plan should be accompanied by the necessary supporting documents.  

Depending on the intended operation, the following documents may be submitted: 
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- The draft deed of incorporation, draft articles of association, draft name change, 

draft deed of merger, acquisition or demerger, etc; 

- The relevant notarial deeds; 

- If applicable, evidence that all or part of the personnel, management system, 

policies, methods and procedures are transferring from the accredited body to 

the acquiring body; 

- Information on the management and personnel transferring; 

- Proof that equipment, facilities and supplies are transferring to the acquiring 

body; 

- The communication plan informing all relevant parties of the changes and 

consequences; 

- If the transferring body remains, proof that it has agreed to the transfer of 

accreditation (signed document). 

A file that is not sufficiently substantiated will not be able to be reviewed, which may 

cause delays in evaluating the impact on accreditation status or any transfer of an 

accreditation. 

11.6  REQUEST FOR INFORMATION 

BELAC reserves the right to request any form of information necessary or useful for 

the assessment of a proposed change or of a change already completed, whether or 

not it has been notified. 

The request for information will be made in writing or electronically, specifying the 

nature of the information requested and giving a reasonable time for its submission. 

Provision of incorrect, incomplete or inaccurate information as well as failure to 

respond or late responses may result in the suspension or loss of accreditation or 

discontinuation of the pending application.   

 EVALUATION 

The objective of the change notification and related information requirement is to 

analyze risks and take appropriate measures that provide confidence that accreditation 

requirements will be met on a continuing basis. 

The BELAC Secretariat, on the basis of the notification, the information transmitted or 

on the basis of the findings made ex officio, judges what measures will be imposed on 

the body to ensure confidence in the results of the accredited activities. 
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The BELAC Secretariat may decide, among other things, for the evaluation and the 

evaluation post hoc, on an additional reporting obligation, the performance of 

additional evaluations, documentary or on-site, this before, during or after the 

operation. 

Based on the plan of action, BELAC may also decide to temporarily suspend 

accreditation or the body may be asked to request a temporary voluntary suspension. 

The accredited body itself is free to request a voluntary suspension of its accreditation. 

 FAILURE TO PROVIDE TIMELY NOTIFICATION 

If an accredited body fails to make a notification or makes it late, the BELAC Secretariat 

may also decide, based on the information available, to impose an additional reporting 

obligation, to carry out additional evaluations, documentary or on-site and this before, 

during or after the operation. 

Depending on the seriousness of the findings, BELAC may decide to temporarily 

suspend or withdraw the accreditation.  

In the event of liquidation or bankruptcy, the accreditation may be withdrawn 

immediately. 

 

 

 


