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About Qdot

Qdot managed by a team of experienced professionals, is committed to promote
quality & excellence culture in GCC (UAE, QATAR, KSA, Oman, Kuwait, Bahrain)by
providing below mentioned services.

Management System Services

e |SO 9001, ISO 14001, ISO 45001, HACCP, ISO 22000, FSSC 22000, BRC GS, Halal,
ISO 22716 (GMP),Organic Certification, ISO 27001, I1SO 41001, I1SO 37001, ISO
50001, ISO 55001, 1SO 17020 & ISO 17025 etc

Training Services
e |IRCA Approved Lead Auditor
* Awareness & Trainings on ISO Standards

Product Registration
e * SABER, SQM, SFDA, CITC, IECEE, ECAS, EQM, RoSH, EESL, SLCP, G-Mark etc

Qdot  ggcial Compliance
 SEDEX-SMETA, SA 8000, amfori BSCI, ISO 26001, WRAP, GRLI, ESG, CTPAT etc

Toll Free: +971 800 QDOT9 info@qdot.ae
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These guidelines are intended to provide gwdance regarding Good
I\/Ianufacturlng Practices for cosmetic produgté \
These g'wdellnes have been prepared for consideration by the ‘..*
cosmetic industry and take into account the specific needs of this

sector AL ) .
“\%« L "h;,“
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These guidelines offer organizational and practical advice on the
management of the, human technical and administrative factors
affecting product quahty
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Documentation is an integral part of Good Manufacturing
Practic%s
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1. Scope
— www.qdot.ae
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ey
“Guidelines for the producthn control,
_\o storage and shlpmentg‘ﬁ*cosmetlc &
QY products” oo
\:':\\ Ty
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Note: These g\uﬁellnes are not applicable to research and development
activities an’hl distribution of finished products \L *
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* These guidelines cover the quality aspects of the product, but as
a whole do not cover safety aspects for the personnel engaged in \
the plant,xné‘r do they cover aspects of nr’b“tectmn of the H‘;g -
environment.

« Safety and environmental aquct‘s are inherent responS|b|I|t|es of
\Mthe company and could be governed by local legislation and\
w‘if"‘ regulation *
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3. Personnel
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\
“Persons involved in the implementation of the activities \k\-‘

deSeribed in these guidelines should have appropriate*
training to produce, control and store products with a
dé‘f”ned quality”
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3.2 Organization

’L

0" C““‘
* Organizational s‘tfucture should be defined
"
. Adeq\tfi\e staffing levels in the different sQQ*pe of activity \;“‘?"
k L
. The'o organization chart should show the mdependence from the other (-
units of the plant .
O
» Adequate number of prop@}Ty trained personnel \o“*
L
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3.3 Key responsibilities

€,

Management respong’bllltles C‘k
‘\%\.
@
* The organization should be supported by the top management
‘-'._# 9

. N, W )
. Rné“‘implementation of GMP should be the responsibility of top }é}-r
(OManagement @'
» Define Access authoriza@n to different areas

Q " \:\} i::;“
Q} Responsibilities of personnel ﬁﬂ?f\'

* know their p@sﬂmn
\“* N
e  Kknow tﬁ‘elr defined responsibilities and aqﬁ’v\‘hes

Qdot X personal hygiene
R"\
C‘-} * have adequate education tra\mﬁlng and skills

.
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3.4 Training
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Existing Staff __ ;;-__‘3‘ P
ey
 Training Need Analysis X
\3\ ":‘ ? \
Py = .
+ _Training Plan O \O"
2y €y
« Training Execution |
1\
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Newly recruited
0\
. BeS|de$:J6‘aS|c training on the theory and K%étice of Good
Manufacturing Practices C‘K’
X
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3.5 Personnel hmiené and health

www.qdot.ae

+ Hygiene programs sbb&UId be established
~O

« Personnel should be instructed to use hand \(‘viashing facilities
e wear a\gﬁ“ropriate clothing and protective{g%\'rments to avoid contamination \‘:}
of ¢cdsmetic products oY
- Eating, drinking, chewing, smq_l*{ing or the storage of food, drink or
smoking materials or persgq*é__a\.r medication in the production, control and
storage areas should be avoided w?f'f' '
-
* Any unhygienic pﬂ(@ctice should be forbidden
 Personnel Health O
@y
Qdot Vis{tors and untrained personnel
\O”
OT‘:}‘ \ 8
Toll Free: +971 800 QDOT9 k:\‘h info@qdot.ae



N AO

N\

~) &5
‘\..,\;\} -
4. Premises
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4.1 Principle ("
N\

Premises sQouId be located, designed, cons\ttbicted and utilized so as:

\“ :\k

. K\’to ensure protection of the product; @

» to permit efficient cleanuq\g“:\if necessary, sanitizing and malntenance
\:\} C’?'
» to minimize the risk of mix-up of products, raw materia;ts_&a d
packaging materials |

\
« Design dgc\smns should be based on the typaof cosmetic product
produced {\“*
(@
o>
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4. Premises

R matote
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 Types of area (S{(_—;?p\érate Areas) « Cleaning and sanitization
« Space * ~Maintenance
\ O \
o\ *\ o)
. Floﬁf}}k "« Consumables O:\ |
* Floors, Walls, Ceiling , Windqst e Pest control
\O" .

« Washing & Toilet Facility -~ f.\;}‘“

~O

2
« Lighting

\0“&
* Ventilation {‘._.3,: _, C‘:;"‘
A\
* Pipework, Drain & Duct N
Qdot v:\

. S}t"" X,
& QDO

]
Toll Free: +971 800 QDOT9 \:\‘ inffo@qdot.ae



Principle

Premises must be located
to m|n|m|z\g(ﬁsks of cross-
contanidation, e.g. not
located next to a bad
surrounding
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General d
R watze
AL
The layout and design should aim to:
Minimize risks of errors Q>
X A" x
\O" . . @ \O
_-:R@rmlt effective cleaning Q?“\ |
Permit effective malntenane@
Avoid cross- contamméﬂbn build-up of dirt and dust L-O
C.'l 1
Avoid any ad‘%\erse effect on the quality of products
\‘v X
(@ _,\C‘t\‘
\O"
Q- o>
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Design Principles

. X O
Keep in mind: A\O o
o
Mategial flow \O" .
"\'L., *."\; ?
R@bple flow \ Og\x )
Process flow .
O .
Ks) : @'y o
b. Ensure logical flow | ol
ba\ N
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xample of Materials and People Fl_(»)\xzo?“

Arrival of Qiods
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Entrance for visitors ~ Entrance for Workerg\S_T‘H'\'b‘ment of goods
]
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$bmm g Gowwning ©
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800 f f | Corrido? 'PPimg
®ow ™ Corridor I > O
Corridor Yy 1
/| O o
Raw Kﬁg_ C—=e
Mafdowils v v N ‘ v' Mackaging Finished
& . . Filling Products
Packaging Weighing Processing St
orage
Storage X C=t—o¢ E—T¢
o C—_— Q\ © o
Il ackaging | i%sbmg I | Machine 1 | \
g '.J Shop " iy
e ! 11 \O
b— + e E—— * — ﬁ — é ;.-- “':\(SQ}TldOI'
Controlled Utilities and Services Waste Treatment
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Zone. Clean
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Construction -
N N Ry vadotae
Suitable materials\;}\“:‘ | et
. *

Electrical supply

Smtable.Lghtmg (especially for visual on- Ilne%hecks N
Te@grature and relative humidity control C‘;O

Appropriate and effective ventllgtlon
M These may affect products dunng%anufacture or storage as well as functioning

of equipment G :--\i}0
AN
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a®
\._;' =

\C‘\
o o>

.ﬂ-\k.,}
Toll Free: +971 800 QDOT9 L inffo@qdot.ae



X A

° ° \}}
Conditions i
R
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The temperature and relative
humidity'should be controlled,
manitored in accordance with an
SOP, and the results recorded
The limits should be appro nai‘e
according to the matenals‘s ored
and product processed

b
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Premises d
R watze
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Separate receiving and
d|spa@\bays
Materlals and

products protected&o\
from weather -
Area to clean incoming

materials prowde@
oS
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Premises
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Premises
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X,
&;;G“eneral Storage Areas

Appropnate temperature and relative hum|glt§gkcond|t|ons within defined

limits \Q QY \k\?

Provided, controlled, monitored and recorded o
Good storage conditions: cleig,wry and appropriate lights
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Premises
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Packagmg Material Storage Areas
N,
Printed packaging materials \"* X

CrL@ to ensure compliance with correct Iabelllng of products C\&

Special attention to sampling _
Special attention to safe an\d\éecure storage X
Ensure compliance with speC|f|cat|ons prevent mix-ups ﬁ?\k
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Premises d
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Design of areas fo‘rwe|gh|ng of

materials

Prop\e;ﬁ\alr supply

Du\ét control measures (including
extraction of dust and air) ;x

Easily cleanable surfaces\u
No areas for dust accumulatlon

Protection of material, product and

operator OQ\‘C‘
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Premises d
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Production Areas
N
AO \
Mlnlmlz\e\}lsk of cross-contamination: (O >
Dedicated and self-contained facilities for sensitive products Qv
X,
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O |
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Premises
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Finishing of floors, waIIQQ
and celllngs;\?

Muchcpetter

o

o
C@}
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5. Equipment
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5.1 Principle o
X ._ C\C‘\ "
“Eq_uie@bht should be suitable for the intended purpose and capable of A\O”
Qo being cleaned and, if necessary, QY
sanitized and maintained”
,ﬁ\k
D .
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Equipment
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Equipment deS|gn

* [nstallation
\Rt \7+

. C%Ilbratlon

X
- Cleaning and sanltlzatlorr\ﬁ .
PR
Q- \O
« Maintenance o
. Consumables

\
. Authorizaﬁons {:\p,

Qdot

BQck up systems
\*5‘ ‘
\O
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6. Raw Materials and Packaging Materials by
~°
"“a‘}"‘ \
6.1 Principle N
a>
“Raw matgmf%’ls and packaging materials that are purchased should meet 3‘%‘;;; !
defined acceptance criteria relevant to the quality of finished products” o
S
e . :"'-k' X
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6. Raw Materials and*ﬁackaging Materials @
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« Purchasing.
« Receipt wii-
O QY W
A, . . NALY
- ~ldentification and status O
'\3-.. W, _\1‘-
* Release X
O .
"a%« ~ k.
« Storage o A0
¢y
* Re-evaluation
,,_:x.
.
. , - iy
* Qualityof water used in O
A
production |
X
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RN N
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7. Production
— www.qdot.ae
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7.1 Principle QY
3 x“:‘\
o) A | X
“At each stage of manufacturing operations and packaging \O

be)erations, measures should be taken to produce a finished
product that meets .,t@e defined characteristics”

{"r y L{'I-:
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7.2 Manufacturing operations

R iz
\J

N *w\\.. }
D L

Availability of relevant documents N
N ~0 X
Start_-u@é“hecks & \O
Assignment of a batch number‘k
\O"
Identification of in-process operations A

In-process control

X,

®)

Bulk product_.sgéi‘“age
\s"

e- Re-stocking raw materials .
dot

Q N

% "\‘\..-
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7.3 Packaging operations

« Availability of relevant documents

. Stagg':‘;}io checks Qv \Q\
: \;%J '\\L-_:
> O
« Assignment of a batch number
X

O
« Packaging line identifiggt_\ton X
* In-process control
X
. Re-stocklggp? packaging materials X

DO
. Identification and handling of work-in-process

Qdot

'gg}” .
~ R
@ _\G

Toll Free: +971 800 QDOT9 \:\‘ info@qdot.ae



@) Q-

AO
(@N
8 Finished products - -
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8.1 Principle ‘"
. C:}.{\“
. _@i\hished products should meet the defined acceptance \o\
O)\eriteria. S

« Storage, shipment and réturns should be managed in a
manner so as to manq in the quality of finished produgt&
*\\.
o

A
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8. Finished products

R, ot |
X O
4 N
Ne) @
o

 Release ,L
X "
- \Storage
» Shipment

e Returns @)

“\\.,
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9. Quality control laboratory
: — T
X ot
9.1 Principle "
X Co)e
o X
Q‘\C‘E @ O

A

“Th&duality control laboratory is responsible for ensuring that the.!
necessary and relevant contrq\{s, within its activity, are carried out for
sampling and testing so ggfét“materials are released for use and
products are released fo}:Shipment, only if their quality,\tﬁﬁ’ils the

: . . \
required acceptance criteria ¢
X,
O
o o
" AL
oY
G-
X
@) .
e W, W )
o &

]
Toll Free: +971 800 QDOT9 \:\‘ info@qdot.ae



~ O
\}"“F\ O

9. Quality control Iaboratory

R iz
\J

i._:\
« Test methods
C:‘i“
 Acceptance criteria N \
E\gﬂ o \{;\
O
. Re§ults O
» Out-of-specification results\{‘}‘ .
\:‘\ : C‘%

- Reagents, solutions, reference standards, culture media:~

- Sampling \0\ N
R
* Retain sample O\. -
o>
‘:\k: -_\C}“
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10. Treatment of product that is out of
specification —

X O
2O @
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» Rejected finished products, bulk productS\r:éw materials and packaging

mateﬁ\a‘ts o O~
o f\\:\
» Reprocessed finished products and bulk products
\© "
'\..\"k _;..\O‘”
@
| Q\C‘:i“ "
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11. Wastes d
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11.1 Principle G
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“‘Wastes should be disposed of in a timely and sanitary manner.”
\O\ .
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11. Wastes

_t\{‘\-?\" Q\h

* Types of waste
. .\:\7 2 \r’ g \‘

« Containers X

: N
* Disposal 2 2O

“\\.,
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12. Subcontracting
) 5-.,

12.1 Principle "
o
‘A wrltte\n%ontract or agreement should bé‘éstabllshed mutually confirmed \*
a[_\‘d?controlled between the contract giver and the contract acceptor K_“\"'-
covering subcontracted activities..’
\L

Q X
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13. Deviations
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» Deviations from the specified reqwrements;should be authorized with
sufﬁc@nt data to support the decision. .\C\ " N
\k @ :\{‘ |
. CBrrectlve action should be made to prevent recurrence of the \7
deviation X
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14. Complaints and recalls
L www.qdot.ae
- N e
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- All complaints that fall within the scope of these guidelines and are

communicated to the plant should be rewewed investigated and
foIIowedwp on, as appropriate. \“* X

O° G O~

L W
. When a product recall decision is made, appropriate steps should be G

taken to complete the recall WII{]IH the scope of these guidelines and

to implement corrective actlo{ﬁ
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15. Change control
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\‘“ N
. Changés that could affect the quality oi@roduct should be approved and 0"
pe‘ﬁf}srmed by authorized personnel on the basis of sufficient data {:\\“
\f‘\ .
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16. Internal audit
R matote
. AN
ey
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\“ X
S({bﬁ internal audit is a tool which |sﬁd¥3|gned to monitor the \;{‘a ’

|mpﬂle\inentat|on and the status of these cosmetic Good Manufacturing Q-
Practices and, if necessarx to propose corrective actions.”
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17. Documentation
\O

o™
 Type of Document
x
. W{Qt_»ﬁ’g, approval and distribution

« Revision

X
\O
* Archiving Q>
; Q\&\
&
A %
¢ o
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Contact us:

www.qdot.ae, info@qdot.ae
Toll Free: +971 800 QDOT9
Call / Whatsapp: +971 800 QDOT9, +971 50 133 5432

Dubai Office:

Office 16, 6th Floor, Business
Village-B, Clocktower
Roundabout, Deira, Dubai, UAE

www.qdot.ae, inffo@qdot.ae

Call / Whatsapp: +971 800 QDOT9
+971 50 133 5432

Qatar Office:

Street 14, 65 industrial Area,
Salwa Road, Doha, Qatar

www.qdot.ae, gatar@qdot.ae
Call / Whatsapp: +971 800 QDOT9

KSA Office:

Fatima Zahra Street, District
Jarir, Riyadh, KSA

www.qdot.ae, ksa@qdot.ae
Call / Whatsapp: +971 800 QDOT9
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