
 

REFCOM AUDIT SYSTEM: QUICK GUIDE

The purpose of this quick guide is to give you an 
overview of how to use the REFCOM audit portal. 

You will then receive a confirmation email, and a further email to let you know the 
outcome of your audit. If we need more information, our auditor will be in touch.

1 From your dashboard, select Refcom F-Gas Self-Assessment 
to begin. You'll see a series of sections to complete.

2 Read and answer each question by 
entering your comments and uploading 
your supporting documents as 
evidence where required.

3 When you have finished completing the 
form, and pressed SAVE AND VALIDATE, a green 
VALIDATION FINISHED! message will confirm if 
all questions are complete.

4 To complete the self-assessment, select END SELF-ASSESSMENT, 
and SUBMIT the declaration that all questions have been 
answered truthfully.

For more information, you can view a short video at www.refcom.org.uk/audit.

One of the legal requirements of 
REFCOM’s operating agreement with 
DEFRA is to annually audit a 
percentage of scheme members. In 
the past, this has been paper based, 
but we’ve introduced an online web 
service to help automate the audit 
process. It’s user friendly, and will save 
you time, money and e�ort. 

If you are randomly selected for audit 
you will receive a notification by 
email. For this reason, it’s important to 
let us know if your contact details 
change. 

To login and start the assessment you 
will need your REFCOM registration 
number and email address. 

Where do I find my REFCOM 
registration number?
This is printed on your REFCOM 
company F gas certificate. If you need 
any help, please contact the helpdesk 
on 01768 860 409. 

The audit process itself is simple.

The REFCOM team is just a phone call away 
on 01768 860 409 
or refcom.info@thebesa.com

WELCOME TO THE REFCOMF GAS ONLINE AUDIT SYSTEM

HOW DOES THE SYSTEM WORK?

With our online system, completing your company F gas audit is easy and straightforward, saving y
audit process. Simply answer a series of questions and upload your evidence..

1. To start your audit, click the 'Your Assessment' tab and click on the link to open
2. Click into the fields to complete the relevant questions
3. Answer all the relevant questions and attach your supporting document
4. Don’t worry if you don’t have time to answer all the questions in a section.  You can save your responses as you go, then
    go back at any time
5. Always remember to save your audit at the end of each section before progressing, the 'Save' button is at the end of each
    section
6. You will see which sections have been answered as the progress bar turns 'green'
Once you’ve completed the audit submit your responses for evaluation by Refcom.

There are just five sections to complete. If you have your evidence to hand, the audit should tak
finish.

We recommend uploading all your current supporting documents into the ‘Your Documents’ area before y
This makes it easier to complete certain sections and keeps all your documents in one place for future use. 
Please click here to find out how to do this.

UPLOAD
DOCUMENTS

ANSWER AUDIT
QUESTIONS SUBMIT

If you need any help, our Refcom support team are just a phone call away on 01768 860 409 

Send Password

Register Now

Provide your email here to
retrieve it.

Not registered for online 
audits?

If you know your Refcom 
membership number and the
contact email address associated
with your membership, you can
sign up online for immediate
access to your audit. If you need a
reminder of your membership
number, you can call the Refcom
team on 01768 860 409.

YOUR DOCUMENTS

You can use this page to upload and manage your document library, making them easier to access when you're completing 
your audit. This contains copies of all documents and other files that you have submitted as part of your audit.

PLEASE NOTE: THE AUDITOR IS UNABLE TO ACCESS YOUR DOCUMENT LIBRARY. YOU MUST ATTACH THE SAVED
DOCUMENT TO THE RELEVANT AREA OF YOUR AUDIT FOR THE DOCUMENT TO BE VISIBLE.

Always remember to click the 'Save Changes' button at the bottom of the page after uploading documents.

If you need any help using the audit system the Refcom support team are on hand to help on 01768 860409 
or audit.refcom@thebesa.com.
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