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5.2 The GMP inspectorate should have:
(a) documentation clearly identifying its legal status;

(b) an organizational chart showing clearly the responsibility and
reporting structure of the inspectorate and, in particular, the
relationship between its inspection and authorization (licensing)
functions;

(c) a description of the means by which the inspectorate obtains
financial support;

(d) adescription of the relationship between the GMP inspectorate and
other departments within the drug regulatory authority and other
government agencies, where they operate as separate bodies.

5.3 The GMP inspectorate should have and make available a formal
statement explaining how the results of inspections are taken into
account in granting and maintaining authorizations (licences).

5.4 The senior management of the GMP inspectorate should make a
formal commitment to the recommended principles by ensuring that
the quality policy of the inspectorate is documented, relevant to the
objectives, and implemented.

5.5 The responsibility, authority and reporting structure of the GMP
inspectorate should be clearly defined and documented (see above)
and should be supported by written job descriptions for each member
of staff.

5.6 An appropriately experienced, responsible and qualified person
(2) should be nominated to carry out the quality assurance function,
including implementing and maintaining the quality system. This per-
son should have direct access to senior management. If necessary, this
task may be assigned to more than one person.

5.7 The GMP inspectorate should have sufficient resources at all
levels to enable it to attain its objectives effectively and efficiently.
Senior management should ensure that all personnel are competent
to carry out their assigned duties. They should receive appropriate
training that should be documented and its effectiveness assessed.

5.8 Periodic management reviews of the quality system should be
conducted and documented; records of these reviews should be
retained for a specified period of time.

Recommended procedure

The above-mentioned recommendations are intended to ensure a
reasonable level of transparency, both nationally and internationally.
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The organizational chart, source(s) of finance, legal status of the GMP
inspectorate and its relationship with the drug regulatory authority
and other government agencies should be documented in the quality
manual, together with a description of the quality system.

Inspection personnel

6.1 The personnel of the GMP inspectorate should be competent to
perform the functions that they undertake.

6.2 The GMP inspectorate should maintain information on the
relevant qualifications, training and experience of each inspector.
Records of training and experience should be kept up to date.

6.3 Personnel should have clear, documented instructions specifying
their duties and responsibilities. These instructions should be kept up
to date.

6.4 When work is subcontracted to an external body or use is made of
experts, the inspectorate should ensure that the personnel employed
meet the relevant requirements of the quality system. The liability of
third party inspectors should be clearly defined in the contract or
agreement.

6.5 The GMP inspectorate should possess the required personnel,
expertise and other resources to perform inspections of manufactur-
ers and wholesale distributors to determine whether they comply with
the principles and guidelines of current good practices and with the
relevant legislation.

6.6 The staff responsible for inspections should have appropriate
qualifications, training, experience and knowledge of the inspection
process. They should have the ability to make professional judge-
ments as to the conformity of the inspected party with the require-
ments of good practices and the relevant legislation and be able to
make an appropriate risk assessment. Knowledge of current technol-
ogy is essential, including computerized systems and information
technology.

6.7 The GMP inspectorate should establish a documented system for
recruiting and training its personnel. The training received and the
training needs of each member of staff should be regularly reviewed,
and individual training records should be maintained.

Recommended procedure

The credibility of the GMP inspection process will depend to a large
degree on the technical competence and integrity of the inspectors.
The quality manual should provide up-to-date details of the names,
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qualifications, experience and terms of reference (job description and
duties to be performed) of each member of staff engaged in the GMP
inspection process (see also section 10).

Formal arrangements should exist for personnel training, and details
of these arrangements should be documented. Training undertaken
by each member of staff engaged in GMP inspections should be
documented (see also “Recommended procedure” in section 10).

A documented procedure for selecting the members of an inspection
team and deciding on its size should be available. The inspection team
may include a person or persons with specialist knowledge and/or
experience of a particular area of technology.

If an inspection is carried out on behalf of the GMP inspectorate by
an external body or person, the GMP inspectorate should ensure that
the external personnel satisfy the relevant requirements contained in
these recommendations.

GMP inspectors working with or advising the GMP inspectorate
should:

(a) be academically qualified in a recognized scientific/technological
discipline related to pharmaceuticals (normally pharmacy, chemi-
stry or microbiology); direct personal experience of pharmaceuti-
cal manufacture or control is not a requirement but would be
considered as a valuable asset for an inspector;

(b) have satisfactorily completed a recognized training course on
auditing quality management systems;

(c) undergo at least 10 days of training per year (e.g. courses, sympo-
sia, conferences, etc.);

(d) have a competent working knowledge of the WHO guidelines on
GMP for pharmaceutical products (2) and/or the GMP inspection
procedures of the relevant national regulatory authority;

(e) have undergone appropriate training in the current procedures
and techniques of GMP inspections before conducting an inspec-
tion alone;

(f) have the necessary personal qualities of integrity, tact and charac-
ter to perform the duties of a GMP inspector.

Documentation

7.1 The GMP inspectorate should maintain a system for the control
of all documentation relating to GMP inspections of manufacturers
and recommendations relating to authorization holders, and should
ensure that:
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(a) the current versions of the appropriate documentation are avail-
able at all relevant locations;

(b) all revised documents or amendments to documents are correctly
authorized and processed in a manner which ensures that they are
introduced without delay;

(c) superseded documents are removed from use throughout the
GMP inspectorate and elsewhere in the organization and its
agencies, but are retained for a defined period of time.

7.2 The GMP inspectorate should ensure that all of its activities
are described in SOPs that clearly describe the responsibilities, policy
and actions. These should include, but not be limited to, training
(introduction, GMP and task-related), inspections, reporting after
inspections, handling of complaints, licensing (issue, suspension, re-
vocation), certification, documentation control, planning and han-
dling of appeals.

7.3 Proper and accessible records should be maintained of the activ-
ities carried out, including training, as well as the assessment of
inspectors after training, the preparation of inspection reports, the
handling of complaints, and the drawing-up of authorized checklists
(where in use) and other related documents.

7.4 Reports should be prepared on all inspections performed. They
should be prepared in the approved format, and signed and dated by
the relevant inspector.

7.5 The documentation system should ensure that any changes to
documents are made in a controlled manner and are properly author-
ized. There should be a means of identifying changes in individual
documents.

Recommended procedure

The following information should be included or referred to in the
quality manual:

(a) alist of all the documents used;

(b) for each document, the name(s) or position(s) of the person(s)
responsible for authorizing its issue and any subsequent amend-
ments or changes;

(c) a description of the system whereby relevant documents and
subsequent amendments are made available at the appropriate
location from the point of view of the functioning of the inspec-
tion process;
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(d) the method by which amendments and changes are made, so that
documents are speedily updated, changes recorded and super-
seded documents promptly withdrawn and archived.

Records

8.1 The GMP inspectorate should maintain a system of records to
suit its particular method of operation and circumstances. It must
comply with the relevant obligations under national legislation and
demonstrate that the quality system is operating satisfactorily.

8.2 Records should be available which demonstrate that all the
relevant procedures have been followed in the performance of each
GMP inspection, including the initial inspection, the recommendation
for issue of a marketing authorization, routine inspections and correc-
tive action.

8.3 All records should be safely stored for an adequate period, and
held under conditions that guarantee their security and confidential-
ity, unless otherwise required by the national legislation.

Recommended procedure

The quality manual should describe or refer to separate SOPs which
describe the system adopted by the GMP inspectorate for maintain-
ing its records. The manual should include blank specimen copies of
the various checklists, certificates and reports used during the inspec-
tion process and describe the way in which these are processed, stored
and archived, and/or disposed of.

The procedures for recommending to the authorization holder the

issue, suspension or revocation of marketing authorizations should be
described.

Documented staff instructions on security and on the use and
handling of inspection reports should be identified and described in
accordance with the confidentiality requirements specified in national
legislation. Information as to who should have access to confidential
information should be given and such access should be controlled.

Records associated with inspection activities should be retained for a
minimum period of three full inspection cycles or for 6 years, which-
ever is the longer.

Inspection procedures

9.1 The GMP inspectorate should have the required resources
(financial, human, facilities and others) and documented procedures
to enable the inspection of manufacturing operations to be carried out
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in accordance with the requirements of the WHO guidelines on GMP
(2) and/or the national GMP guidelines.

9.2 The GMP inspectorate should require the manufacturer to have
documented procedures in accordance with a quality management
system, and complying with the WHO guidelines on GMP (2) and/or
the national GMP guidelines.

9.3 The GMP inspectorate should perform regular inspections of the
manufacturing premises, procedures and quality systems of authori-
zation holders at least once every 2 years in accordance with a written
inspection programme. Written inspection reports should be pre-
pared and sent to the national regulatory authority to keep it in-
formed of the outcome of such inspections.

9.4 The planning of inspections of manufacturers and the assessment
of compliance with the planning regarding the performance of the
different types of inspections should be documented. The types of
inspections should include as a minimum routine inspections, specific
inspections, follow-up inspections and concise inspections.

9.5 The activity of the GMP inspectorate should be described, indi-
cating how it relates to the system(s) for granting manufacturers’ and
product authorizations.

9.6 The activities relating to post-marketing surveillance and product
testing should be described. The description should also cover the
process of handling non-conforming products (e.g. substandard or
counterfeit products).

9.7 The procedure for operations in support of a surveillance sam-
pling programme should be documented.

9.8 The GMP inspectorate should have the documented procedures
and resources to enable the inspection of manufacturing and wholesale
distribution operations to be carried out in accordance with the official
guidelines and national legislation. A formal inspection plan should be
followed. All instructions, standards or written procedures, work-
sheets, checklists and reference data relevant to the work of the GMP
inspectorate should be kept up to date and be readily available to staff.

9.9 A chief inspector should be appointed to coordinate inspection
activities if more than one inspector is involved in an inspection. The
lead inspector, who should be selected by all the participating inspec-
tors, should normally prepare the inspection report.

9.10 Observations and/or data obtained in the course of inspections
should be recorded in a timely manner to prevent loss of relevant
information.
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9.11 Completed inspections should be reviewed to ensure that the
requirements have been met.

Recommended procedure

The procedures covering initial inspections of new applicants for
marketing authorizations and ongoing inspections of authorization
holders should be documented.

Manufacturers should be inspected at least every 1 or 2 years, al-
though new authorization holders should be inspected more fre-
quently until inspectors are confident that the manufacturers are
complying with the WHO guidelines on GMP and/or the national
GMP guidelines. The frequency of inspection should not normally fall
below once every 2 years as lack of continuity may give rise to a
reduced awareness of current GMP or allow significant deficiencies to
develop.

The time available for undertaking inspections should be adequate to
enable sufficient investigations and enquiries to be made to give
confidence in the findings of the inspection.

The report to the authorization holders following GMP inspections
should include as a minimum:

(a) the name and location of the manufacturing site(s);
(b) the date(s) of the inspection(s);

(c) the reason for the inspection and the product categories and
manufacturing areas inspected;

(d) the suitability of key personnel, including the authorized person;

(e) observations, failures to comply with the WHO guidelines on
GMP and/or the national GMP guidelines, and the recommended
frequency of reinspection;

(f) arecommendation on the issue/continuation, suspension or revo-
cation of the marketing authorization.

The GMP inspectorate should have the power, under the national or
regional legislation or other arrangements, to require reinspection of
a manufacturer’s premises if there are changes in personnel, facilities,
internal organization or scope of activity, or if analysis of a complaint
or any other information indicates that the manufacturer is failing to
comply with the requirements of the WHO guidelines on GMP and/
or the national GMP guidelines, or with the conditions imposed by
the marketing authorization.
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Inspection facilities required

10.1 The inspection service should have the required facilities in
terms of staff, expertise, equipment and other resources to perform
inspections of manufacturers to determine compliance with the re-
quirements of the WHO guidelines on GMP and/or the national GMP
guidelines. This does not preclude the use of external resources, when
necessary, provided that the requirements as described for “subcon-
tracting” are met (see section 3.3).

10.2 If inspections are carried out on behalf of the GMP inspectorate
by an external body or person, the GMP inspectorate should ensure
that this body or person satisfies the requirements specified in section
3.3. A properly documented agreement covering these arrangements,
including confidentiality aspects and the declaration of any conflict of
interests, should be drawn up.

Recommended procedure

A sufficient number of competent personnel should support the GMP
inspectorate, whether employed or contracted for the functions that
they undertake.

The quality manual should describe the procedures for the manage-
ment of the GMP inspectors and of the necessary records. A record
should be kept for each individual employed to carry out GMP in-
spections (whether an employee or under contract), which should
include the following information:

(a) the name;

(b) the designated area of responsibility within the declared scope of
the GMP inspectorate;

(c) the educational qualifications;

d) the professional qualifications, where relevant to the activities of
p q
the GMP inspectorate;

(e) the work experience;

(f) details of the GMP inspector training received, supported by
documentary evidence of course attendance and assessment
results.

Where an external body or person carries out a GMP inspection, the
quality manual should describe the process adopted by the GMP
inspectorate to comply with the above-mentioned requirements.

Whenever an external body or person is used to carry out any func-
tion on behalf of a GMP inspectorate, the GMP inspectorate should
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have documented evidence to demonstrate that the external body or
person concerned is competent to do so.

Staff members authorized to carry out audits of external bodies or
persons should be identified.

Documented agreements with all external bodies or persons should
be available for scrutiny.

A register of all external bodies or persons employed by the GMP
inspectorate should be maintained. The register should include:

(a) the name of the external body or person;

(b) the legal status of the external body and details of any relation-
ship with a parent company, group of companies or any other
organization of which the external body or person is part, with
specific reference to possible conflicts of interest;

(c) the names and qualifications of all personnel engaged in GMP
inspection work for the GMP inspectorate.

Quality manual

11.1 The GMP inspectorate should define and document its policy
and objectives for, and commitment to, quality in a quality manual. It
should ensure that this policy is understood, implemented and main-
tained at all levels in the organization.

11.2 The information contained in the quality manual and proce-
dures should include at least:

(a) a quality policy statement;

(b) a brief description of the legal status of the GMP inspectorate
(see section 4.1(a));

(c) a code of ethics and conduct relating to GMP inspection
activities;

(d) a description of the organization of the GMP inspectorate,

including details of any governing board, its constitution, terms
of reference and rules of procedure (see section 5.2(b));

(e) the names, qualifications, experience and terms of reference
of the senior staff and other GMP inspection personnel, both
internal and external (see sections 6 and 10);

(f) details of training arrangements for inspection personnel (see
sections 6 and 10);

(g) an organizational chart showing the responsibility and reporting
structure of the inspectorate and the allocation of functions
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stemming from the person in charge of the GMP inspectorate
(see section 5.2(b));

(h) details of the documented procedures for inspecting manufac-
turers under the WHO guidelines on GMP and/or the national
GMP guidelines (see section 8);

(i) details of the documented procedures for recommendations to
the authorization holder for the issue, suspension or revocation
of marketing authorizations (see sections 7.2 and 8.1);

(j) alist of any subcontractors used for GMP inspections and details
of the documented procedures for assessing and monitoring their
competence (see section 6);

(k) details of appeals procedures (see section 14);

() a procedure for ensuring that complaints made to the GMP
inspectorate are investigated so that any shortcomings of the
authorization holders are revealed (see section 16);

(m) a list of those staff members responsible for investigating com-
plaints and those with the authority to take remedial action (see
section 16);

(n) details of internal quality audits (see section 15);
(o) details of testing of samples (see sections 9.6-9.8);

(p) the control of non-conforming products (see section 9.6).

Recommended procedure

In order to keep the quality manual brief, reference may be made to
other documents and/or procedures contained in other manuals.

Confidentiality

12.1 The GMP inspectorate should have adequate arrangements
to ensure confidentiality of the information obtained in the course
of its inspection activities at all levels of its organization, including
committees.

12.2 The exchange of inspection reports between countries should be
described. The format and content of reports should be specified.

Recommended procedure

The quality manual should describe how the GMP inspectorate
discharges its responsibility for ensuring that all communications
between itself and the companies inspected are kept confidential. The
following are necessary:
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(a) instructions to personnel on confidentiality;

(b) a written undertaking by all personnel not to divulge to third
parties any information gained about any business affairs of
clients;

(c) the inclusion of provisions in all subcontracts to maintain
confidentiality;

(d) provisions to ensure the physical security of all documents and
records relating to inspection activities.

Publications

13.1 The GMP inspectorate should produce and update, as neces-
sary, a list of authorization holders, together with an outline of the
scope of the marketing authorization issued to each manufacturer.
The extent to which this list will be distributed should be specified.

13.2 An outline of the inspection and marketing authorization system
should be available in published form.

13.3 Other publications, such as GMP guidelines and other guide-
lines and information brochures, should be available to industry and
other interested parties, as appropriate.

Recommended procedure

The quality manual should list the publications issued by the authori-
zation holder and GMP inspectorate. The following information
should also be provided:

(a) the name of the person responsible for compiling and updating
each publication;

(b) the frequency with which each publication is updated,;
(c) how the publications are distributed and to whom;
(d) the procedure for issuing amendments.

Appeals

14.1 The GMP inspectorate should have procedures for the con-
sideration of appeals against its decisions.

Recommended procedure

Appeals procedures should be established by the GMP inspectorate
and should include:

(a) the method by which an appeal may be lodged,;

(b) the method by which an impartial appeals panel, independent of
the activity under review, is selected;
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(¢) the names and positions of the members of the GMP inspectorate
to whom appeals are referred, and the procedure for handling
them;

(d) a register of all appeals and their outcome.

Internal audit and periodic review

15.1 The GMP inspectorate should implement a system of planned
and documented internal audits and periodic reviews of its compli-
ance with the criteria of these guidelines.

15.2 There should be procedures for corrective and preventive action
whenever faults are detected in the quality system, or in the perfor-
mance of inspections and the general performance of the inspection
service.

15.3 The management of the inspectorate should periodically review
the quality system for its continuing suitability and effectiveness.

15.4 Inspectors should be evaluated before being allowed to perform
inspections. Periodic reviews should also be undertaken to examine
the performance of individual inspectors in order to ensure consist-
ency among them, and in the operations and procedures of the GMP
inspectorate.

15.5 A record of all audits and reviews should be kept and should
include the findings, conclusions, recommendations and follow-up
action. These records should be retained for a specified period of
time.

Recommended procedure

Internal periodic review procedures should be documented. The
review procedure should include internal audits by staff competent
to ensure that all formulated procedures are adhered to. Based on
the results of these audits, management must ensure that the GMP
inspection system remains effective and that inspections conducted
by different inspectors arrive at similar conclusions when the same
operation is inspected under the same conditions.

Internal audit procedures should state:

(a) the names or positions of staff members authorized to conduct
internal audits;

(b) what is to be examined and how often (a schedule for the exami-
nation of the whole organization over a given period should be
drawn up);
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(c) how the audit will be conducted,
(d) to whom the results will be reported;
(e) who will initiate any corrective action.

Management reviews should take account of the results of internal
audits and should include:

(a) consideration of the overall operation of the GMP inspectorate,

(b) uncovering defects or irregularities in the operation of the GMP
inspection system;

(c) ensuring that action has been taken to effectively correct defects
revealed in previous reviews and audits.

Periodic audit by an experienced person or persons from another
national regulatory authority is a useful means of providing an
independent review of the GMP inspectorate’s operations and
procedures.

Complaints

16.1 The GMP inspectorate should have documented procedures for
dealing with complaints arising from its activities.

16.2 A record should be maintained of all complaints received and
the actions taken by the GMP inspectorate. These records should be
retained for a specified period of time.

Recommended procedure

The GMP inspectorate should require each authorization holder to
keep a record of all complaints received, as well as remedial actions
relating to the manufacturing activities and products covered by the
marketing authorization.

The GMP inspectorate should have a procedure for recording and
investigating complaints received about its inspection activities. The
procedure should include a list of those staff members responsible for
investigating complaints and those with the authority to take remedial
action.

Recalls

17.1 The GMP inspectorate should have a documented procedure for
dealing with recalls and withdrawals of products from the market.

17.2 Records should be maintained of all recalls and withdrawals
registered and dealt with by the inspectorate.
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