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[bookmark: _Toc467676587][bookmark: _Toc473201988][bookmark: _Toc473736732]

[bookmark: _Toc71546036]A. Introduction
The purpose of this report is to document conformance with the requirements of the HAWA due diligence requirements by ORGANISATION NAME hereafter referred to as “Organisation”. The report presents findings of auditors, who have evaluated the Organisation’s systems and performance against the applicable requirements. The sections below provide the audit conclusions and follow-up actions required by the Organisation.
Dispute resolution: If stakeholders have concerns or comments about the standard or the auditing body, they are encouraged to contact HAWA. Formal concerns and complaints should be sent in writing.
[bookmark: _Toc467676588][bookmark: _Toc473201989][bookmark: _Toc473736733][bookmark: _Toc71546037]B. Scope
The audit, report and certificate covers the following scope:


	Evaluation Process

	Audit team:
	Auditor name
Auditor Qualifications
Auditor name
Auditor Qualifications

	Description of Audit Process:
	

	Actions taken by Organisation prior to report finalisation:
	

	Notes for the next audit:
	



[bookmark: _Toc467676589][bookmark: _Toc473201990][bookmark: _Toc473736734][bookmark: _Toc71546038]C. Audit Findings
	Audit Conclusion:

	Organisation approved: Choose an item.
	þ
	Organisation not approved: Choose an item.
	☐
	Additional comments: [Add as applicable]




	Non-Conformances


Non-conformance reports (NCRs) describe the non-conformances identified during audits. NCRs include defined timelines for the Organisation to demonstrate conformance. suspension. Where applicable, all non-conformances against standard requirements are shown below:

	Non-Conformance #: 
	XXXXX

	Non-Conformance Grading:
	MAJOR þ
	Minor ☐

	Requirement:
	Reference the requirement number

	Description of Non-conformance:

	Provide complete details of detected non-conformance as it relates specifically to the requirement(s) referenced above. Include reference to specific evidence and cite any supporting exhibits. If there are multiple points of evidence, use bullets to delineate these. It is important to have clear details, but concise language.

	Corrective action request:
	ENTER CORRECTIVE ACTIONS

	Timeline for Conformance:
	12 months from report finalisation date, OR
X months from report finalisation date (dd/mm/yy)

	Evidence Provided by Organisation:
	PENDING

	Findings for Evaluation of Evidence:
	PENDING

	NCR Status:
	OPEN

	Comments (optional):
	


Non-C
	Observations


Observations are issued for the early stages of a problem which does not in and of itself constitute a non-conformance, but which the auditor considers may lead to a future non-conformance if not addressed by the Organisation or where general improvements may be made. Where applicable, all observations are shown below:
	Observation #:
	XXXX

	Requirement:
	Reference the requirement number

	Description of Observation:

	Provide details of observation.







	 


[bookmark: _Toc467676591][bookmark: _Toc473201992][bookmark: _Toc473736736]
[bookmark: _Toc71546039]D. Supplier Checklist (CONFIDENTIAL)
This section provides a summary of the Organisation’s conformance against a set of requirements aimed at evaluating the ability of the organisation to access and manage information about the origin and legality of materials. The requirements in this checklist are based on the Preferred by Nature LegalSource standard, but is a reduced set of indicators relevant to situation where the organisation acts only as a supplier to a Buyer, and only takes a limited responsibility in the overall due diligence system.
	Requirement
	Audit Findings
	Conformance Assessment

	Quality Management Requirements
	
	

	[bookmark: _Toc456005542]1. Legal sourcing commitment

	1.1	The Organisation shall have a written, publicly available policy, endorsed at executive level stating an organisational commitment to producing and/or sourcing responsibly by avoiding the production and/or trade of forest products that have been harvested, traded or processed in violation of applicable national legislation and ratified international treaties.
	ENTER FINDINGS HERE
	Yes |_| No |_|

	1.2	The Organisation shall ensure the policy is implemented.
	

	Yes |_| No |_|

	[bookmark: _Toc314560995][bookmark: _Toc320257474][bookmark: _Toc456005544]2. Documented procedures

	2.1      The Organisation shall have written procedures covering all applicable elements of this Checklist.
	


	Yes |_| No |_|

	2.2	The Organisation shall ensure that records demonstrating conformance with this Checklist are maintained and available to auditors.
	
	Yes |_| No |_|

	2.3	All relevant records shall be retained for a minimum of five (5) years.
	


	Yes |_| No |_|

	3. Responsibilities and competence

	3.1	The Organisation shall appoint a person or position as having overall responsibility for conformance with all applicable requirements of this Checklist.
	



	Yes |_| No |_|

	3.2	The appointed person/position shall have sufficient authority and resources to ensure that requirements are met.
	




	Yes |_| No |_|

	3.3	The Organisation shall designate individual responsibilities for all applicable elements of this standard.
	




	Yes |_| No |_|

	3.4	All relevant staff shall demonstrate awareness of, and competence in implementing, the Organisation’s procedures relevant to fulfilling this Checklist.
	




	Yes |_| No |_|

	[bookmark: _Toc456005545][bookmark: _Toc314560996][bookmark: _Toc320257475]4. Quality control and performance monitoring 

	4.1	The organisation shall develop and implement procedures for addressing non-conformances identified by auditors.
	


	Yes |_| No |_|

	4.2	The organisation shall inform Buyer of changes to supply chains prior to these changes being made.
	


	Yes |_| No |_|

	5. Scope 

	5.1	The Organisation shall define and document the scope of its Chain of Custody System in terms of products and claim categories covered, including the date of entry and exit of products.
	




	Yes |_| No |_|

	5.2	If the Organisation is handling forest products that are not used as inputs to Buyer products, it shall ensure that material within the scope is not mixed with such material. 
	




	Yes |_| No |_|

	Chain of Custody requirements
	
	

	6. 	Purchasing and receiving

	6.1	The Organisation shall have and maintain the following up-to-date claim category information for all products included within the scope of the Chain of Custody system:
(a) name and address of supplier from which the Organisation has purchased material;
(b) the type of product;
(c) quantity of material purchased and sold (expressed in volume, weight or number of units)
(d) date of purchase/receipt and sale/delivery
(e) the certification/verification status claim of the material (if applicable)
(f) the supplier’s certificate code, certificate or other document confirming the supplier’s certified status (if applicable)
(g) the scientific name of all tree species included in the product
(h) the country of origin and, where necessary, the sub-national region of harvest or the concession of harvest for all timber sources contained within the product.
	
	Yes |_| No |_|

	6.2	Organisation shall verify that material purchased and received is consistent with the claim category specified.
	
	Yes |_| No |_|

	6.3	The organisation shall store material, that is tracked as separate claim categories, as physically separate, secure units.
	
	Yes |_| No |_|

	6.4	The organisation shall use a distinguishing mark to identify material for each claim category (as applicable).
	
	Yes |_| No |_|

	[bookmark: _Toc347371985][bookmark: _Toc348076200]7	Processing

	7.1	The organisation shall keep material physically separated for each claim category during all stages of processing and handling.
	
	Yes |_| No |_|

	7.2	The organisation shall use a tracking system or production records to document production of material for each claim category.
	
	Yes |_| No |_|

	7.3	The organisation shall ensure that any off-site processing that takes place at a sub-contracted facility follows the same CoC procedures and is covered by a signed outsourcing agreement requiring compliance with the requirements of this Checklist.
	
	Yes |_| No |_|

	7.4	All material that cannot be identified as belonging into one of the claim categories defined in 5.1 above shall be kept physically separate from all other material until documented evidence of the claim category is obtained.
	
	Yes |_| No |_|

	[bookmark: _Toc347371986][bookmark: _Toc348076201]8	Shipping and sales

	8.1	The organisation shall store final products for each claim category as physically separate, secure units.

	
	Yes |_| No |_|

	8.2	The organisation shall use a distinguishing mark to identify final products for each claim category.
	
	Yes |_| No |_|

	8.3	The organisation shall include claim information on sales invoices and shipping documents, including the following:
(a) A description of the product according to the claim category;
(b) The quantity/volume for each product; and
(d) The scientific name of tree species included in the product.
(e) The country of origin for all input materials included in the product. 
	









	Yes |_| No |_|

	9	Volume Accounting

	9.1	The Organisation shall maintain data on the volumes of tracked material and ensure that it is available for auditors. 
           The volume information shall be maintained at minimum for; 
      Inputs
(a) input materials purchased/received, 
(b) material used in production, 
(c) input material in stock
Outputs
(d) products sold to Buyer
(e) Buyer products in stock
Conversion
(f) conversion factors 
	











	Yes |_| No |_|






[bookmark: _Toc467676592][bookmark: _Toc473201993][bookmark: _Toc473736737]
[bookmark: _Toc71546040][bookmark: _Toc463871018]E. Legal Compliance at the Forest Level (CONFIDENTIAL)
[GUIDANCE: This checklist shall be used to verify legal conformance when the Organisation under certification is a Forest Management Enterprise (FME).] 
	Forest Management Enterprise (FME) Information

	FME jurisdiction: 
	

	Forest zone classification
	

	Area under forest type
	X hectares

	· Natural
	X hectares

	· Plantation
	X hectares

	· Semi-natural, mixed plantation and mixed forest 
	X hectares

	Total area of production forest (area where timber may be harvested, all forest types)
	X hectares

	Total area of FME
	X hectares



	Scope of the Evaluation
	

	Type of Evaluation: 
	

	All forest land owned or managed by the FME is included in the scope of this verification (see full list below).
	|_|

	Some FMUs under the management of the FME are excluded from the verification (see full list below).
	|_|

	FMU name
	Location
	Owner
	Area (ha)
	Total Area (ha)

	FMUs Included in Verification
	

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	FMUs Excluded from Verification
	
	

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	Explanation for exclusion (if applicable):
	



	Species Included in the Scope

	Scientific Name
	Common/ Trade Name

	
	

	
	

	
	

	
	

	
	

	
	



	List of Approved Contractors (logging, haulage, transport, etc.)

	Contractor Legal Name
	Contractor Address

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[bookmark: _Toc463871019][bookmark: _Toc473201994][bookmark: _Toc473736738]
[bookmark: _Toc71546041]Standard Checklist
The following section summarises the Organisation’s compliance with HAWA due diligence platform requirements.
	Standard Requirement
	Conformance Assessment

	1. Legal rights to harvest
General requirement: The legal status of the FME shall be clearly defined and its boundaries delineated. The legal right to operate has been legally obtained and includes legal right to operate and to harvest timber from within the defined FMU.

	1.1 Land tenure and management rights 
|_| Check if not applicable (no risks has been identified in this sub-section)

	1.1.1. The Land registry shall confirm ownership and validity of property deed.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.1.2. Tax authorities shall confirm valid tax registration.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.1.3. The business register shall confirm valid business licenses to operate within the jurisdiction. 
	Yes |_| No |_|
N/A |_|

	Findings:

	1.1.4. In areas with land ownership conflicts, consultation with neighbours, local communities and others shall confirm that land tenure rights are clear.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.1.5. Stakeholder consultation shall confirm that registration of FME has been granted following legally prescribed processes.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.1.6. Stakeholder consultation shall confirm that legal status of the operation or rights for conducting the established activities are not subject to court orders or other legally established decisions to cease operations.
	Yes |_| No |_|
N/A |_|

	Findings:

	1.1.7. The management contract or other agreements with the owner shall indicate clear management rights.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.1.8. Valid business registration documents shall exist. 
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.1.9. The issuance of legal rights and registration shall have been subject to public disclosure prior to commencement of any activities within FMUs
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.1.10. Inspections of harvesting sites shall confirm that harvesting takes place within property limits (including felling, transport and log landings)
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.2 Concession licenses
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
1.1. 
1.2. 
1.2.1. Evidence that proper legal procedures shall be followed to obtain concession licenses.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.2.2. A valid concession license agreement shall exist.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.2.3. The process of obtaining concessions shall follow an open and transparent process based on clear criteria and be confined to eligible Organisations.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.2.4. Independent stakeholder consultation shall confirm that legal procedures have been followed to obtaining concession licenses.
	Yes |_| No |_|
N/A |_|

	Findings: 


	1.3   Management and harvesting planning
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
1.1. 
1.2. 
1.3. 
1.3.1. Approved forest management plans shall exist for the FMU where the harvesting is taking place.
	Yes |_| No |_|
N/A |_|

	Findings: 


	1.3.2. Forest management plans shall contain all legally required information and procedures.
	Yes |_| No |_|
N/A |_|

	Findings: 


	1.3.3. Annual operating or harvesting plans shall be in place and approved by legally competent authorities.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3.4. Annual operating or harvesting plans shall contain information and procedures, according to all legal requirements.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3.5. The contents of the operating and harvesting plans shall be consistent with approved forest management plans.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3.6. If legally required, plans for carrying out harvesting operations shall be subject to public disclosure and objections prior to commencement.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3.7. If legally required, harvesting restrictions shall be identified in management plans and maps. 
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3.8. Harvesting inventories shall have been conducted according to legal requirements.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3.9. Field verifications shall indicate that the requirements described in the management/harvesting plans are adhered to in the field.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3.10. Stakeholder consultation shall indicate that the forest management plan has been approved according to legally prescribed process.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3.11. The contents of the management plan shall be technically sound and consistent in meeting legal requirements.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.4   Harvesting permits
|_| Check if not applicable (no risks has been identified in this sub-section)

	1.3 
1.4 
1.4.1 Harvesting permits (license or similar legal document governing the harvesting of forest resources) shall exist.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.4.2 Harvesting limits shall be clearly defined based on maps and quantities.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.4.3 Authorities shall confirm the validity of harvesting permit.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.4.4 Stakeholder consultation shall confirm that harvesting permit has been issued according to the relevant laws and regulations - by the legally designated Competent Authority.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.4.5 Field inspection shall confirm that harvesting takes place within limits given in the harvesting permit.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.4.6 Field inspection shall confirm that information regarding area, species, volumes and other details provided in the harvesting permit are correct and within limits prescribed in the legislation.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.4.7 Field inspection shall confirm that all harvesting restrictions given in the harvesting permit are observed such as buffer zones, protected trees, placement of logging trails etc.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.    Taxes and Fees
General requirement: The FME shall fulfil requirements in relation to all obligatory taxes, fees and/or royalty payments associated with maintaining the legal right to harvest and permitted harvesting volumes.

	2.1   Payment of taxes, royalties and harvesting fees
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
2. 
2.1. 
2.1.1. Evidence shall exist for payments of harvesting-related royalties, taxes, harvesting fees, area taxes and other charges.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.1.2. Volumes, species and qualities given in sales and transport documents shall match the fees and royalties paid.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.1.3.     Organisation shall be current with all applicable taxes and fees related to the maintenance of the right to harvest/manage the forest.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.1.4     Authorities shall confirm that operation has paid all applicable fees.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2   Value added taxes and other sales taxes
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
2. 
2.1. 
2.2. 
2.2.1. Sales documents shall include applicable sales taxes.

	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.2. Evidence for payment sales taxes shall exist.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.3. Volumes, species and qualities given in sales and transport documents shall match the fees paid.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.4. Sales prices shall be in line with market prices.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.5. Harvested species, volume and qualities shall match the sales documents.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.6. Authorities shall confirm that operation is up-to-date in payment of applicable sales taxes.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.    Timber harvesting activities
General requirement: The FME shall operate in conformance with legal requirements relating to the harvesting and in-forest processing of forest products. Management plans and annual operating plans – as required by law – shall exist, contain accurate information and be adequately implemented.

	3.1   Timber harvesting regulations
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
2. 
3. 
3.1. 
3.1.1. Harvesting shall be conducted within the authorised boundaries of the FMU.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.1.2. Harvesting shall not take place in areas where harvesting is legally prohibited.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.1.3. Tree species or selected trees found within the FMU for which felling is prohibited shall be listed in operational plans.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.1.4. Harvesting restrictions shall be observed in the field.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.1.5. Tree species or selected trees found within the FMU for which felling is prohibited shall be marked in the field.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.1.6. Volumes harvested shall comply with legally approved levels.
	Yes |_| No |_|
N/A |_|

	Findings: 

	Forest management verifiers (relevant only to evaluation of FMEs)

3.1.7. Forest management activities shall be conducted in accordance with approved plans and legislation.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2   Protected sites and species
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
2. 
3. 
3.1. 
3.2. 
3.2.1. If required by the legislation, all legally protected areas (including species habitats) shall be included in the management plan or related documentation.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2.2. Legally established procedures for surveying, managing and protecting endangered or threatened species within the management unit shall be followed.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2.3. Regulations relating to protected areas, set-aside areas, protected species and hunting shall be observed.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.3   Environmental requirements
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
2. 
3. 
3.1. 
3.2. 
3.3. 
3.3.1. If legally required, Environmental and/or Social Impact Assessments shall be in place and approved by the legally Competent Authority. 
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.3.2. Requirements for environmental monitoring shall be observed.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.3.3. Environmental restrictions shall be followed in the field, such as requirements related to soil damage, buffer zones, slope gradient limitations, retained trees, seasonal restrictions etc.
	Yes |_| No |_|
N/A |_|

	Findings: 

	Forest management verifiers (relevant only to evaluation of FMEs)
3.3.4.    Environmental requirements related to forest management and plantation establishment such as legal requirements for road construction, management of watercourses, use of fire, use of chemicals, fuel use and storage, limitations of conversion etc. shall be adhered to.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.4   Health and safety
|_| Check if not applicable (no risks has been identified in this sub-section)

	3.4. 
1. 
2. 
3. 
3.1. 
3.2. 
3.3. 
3.4. 
3.4.1. Occupational health and safety requirements shall be observed by all personal involved in forest management/harvesting activities.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.4.2. Interviews with staff and contractors shall confirm that legally required protection equipment is required/provided by the Organisation.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.4.3. Evidence of legally required training and certifications.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.5   Legal employment
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
2. 
3. 
3.1. 
3.2. 
3.3. 
3.4. 
3.5. 
3.5.1. If legally required, persons involved in forest management/harvesting activities shall be employed under a formal contract.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.5.2. Persons involved in forest management/harvesting activities shall be covered by obligatory insurances.
	Yes |_| No |_|
N/A |_|

	Findings:

	3.5.3. Persons involved in forest management/harvesting activities shall hold required certificates of competency for the function(s) they carry out.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.5.4. At least the legally established minimum salaries shall be paid for personnel involved in forest management/harvesting activities.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.5.5. Salaries shall be paid officially and declared by the employer according to requirements for personnel involved in forest management/harvesting activities.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.5.6.   Minimum age shall be observed for all personnel involved in forest management/harvesting activities. 
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.5.7.    Minimum age shall be observed for all personnel involved in hazardous work.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.5.8.     Stakeholders shall confirm that forced or compulsory labour is not occurring in forest management/harvesting activities.
	Yes |_| No |_|
N/A |_|

	Findings: 

	4.     Third parties’ rights
General requirement: Legally recognised customary rights shall be taken into account in the management of forest resources.

	4.1    Customary rights
|_| Check if not applicable (no risks has been identified in this sub-section)

	4.1.1.    Stakeholder consultation shall confirm that customary rights are observed during forest management/harvesting activities.
	Yes |_| No |_|
N/A |_|

	Findings: 

	4.2   Free Prior and Informed Consent (FPIC)
|_| Check if not applicable (no risks has been identified in this sub-section)

	4.2.1.     Stakeholder consultation shall confirm that legal requirements related to Free, Prior and Informed Consent were observed where third-parties’ rights have been relinquished to a third party.
	Yes |_| No |_|
N/A |_|

	Findings: 

	4.3   Indigenous and traditional people’s rights
|_| Check if not applicable (no risks has been identified in this sub-section)

	4.3.1   Stakeholder consultation shall confirm that indigenous/ traditional people’s established rights are not violated in relation to forest management/harvesting activities.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.     Trade and Transport
General requirement: The FME shall adhere to applicable transport, trade, import or export regulations, procedures and restrictions.

	5.1   Classification of species, quantities, qualities
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
2. 
3. 
4. 
5. 
5.1. 
5.1.1. Products shall be correctly classified (species, quantities, qualities etc.) on sales documents, Custom declarations and other legally required documents.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.2   Trade and transport
|_| Check if not applicable (no risks has been identified in this sub-section)

	5.2. 
5.3. 
1. 
2. 
3. 
4. 
5. 
5.1. 
5.2. 
5.2.1. Species and product types shall be legally traded. 

	Yes |_| No |_|
N/A |_|

	Findings: 

	5.2.2. Required trade permits shall exist and be documented.

	Yes |_| No |_|
N/A |_|

	Findings: 

	5.2.3. All required transport documents shall exist and be documented.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.2.4. Volume, species and qualities shall be classified according to legal requirements.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.2.5. Documents related to transportation, trade or export shall be clearly linked to the specific material in question.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.3   Offshore trading and transfer pricing
Note: When products are sold out of the country for prices significant lower than market value, and then sold at market prices to the next entity in the supply chain, it is usually a clear indicator of money laundering or tax evasion. Commonly, the products are not physically transferred to the trading company.
|_| Check if not applicable (no risks has been identified in this sub-section)

	5.3.1. If illegal in the country of the supplier or sub-supplier, the products shall not have been traded through countries known as “tax havens”.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.3.2. There shall be no illegal manipulation in relation to transfer pricing.

	Yes |_| No |_|
N/A |_|

	Findings: 

	5.4   Custom regulations
|_| Check if not applicable (no risks has been identified in this sub-section)

	1. 
2. 
3. 
4. 
5. 
5.1. 
5.2. 
5.3. 
5.4. 
5.4.1. Products shall be correctly classified (type, Customs code, species, quantities, qualities, etc.)
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.4.2. All required import and exports permits shall be in place.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.4.3        Evidence of payment of custom fees/charges.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5.5   CITES
|_| Check if not applicable (no risks has been identified in this sub-section)

	5.5.1 All cross border-trade of CITES-listed species shall be documented and accompanied by required export, import and re-export certificates issued by Competent Authorities (CITES Management Authorities)
	Yes |_| No |_|
N/A |_|

	Findings: 



[bookmark: _Toc467676593][bookmark: _Toc473201995][bookmark: _Toc473736739]
[bookmark: _Toc71546042]F. Legal compliance in the supply chain (CONFIDENTIAL)
[GUIDANCE: This checklist shall be used to verify legal conformance of processing and trade entities included in the scope of the Organisation’s own due diligence system]
[bookmark: _Toc463871021][bookmark: _Toc473201996][bookmark: _Toc473736740][bookmark: _Toc71546043]Standard Checklist
	Standard Requirement
	Conformance Assessment

	1.    Legal Registration
General requirement: The Organisation shall be legally registered and licensed as a business and approved by the relevant authorities to conduct the defined business activities as required by law.

	1.1 Legal registration shall be in place

	1.1.1      The Organisation shall have in place valid and appropriate business licenses and registrations.

	Yes |_| No |_|
N/A |_|

	Findings: 

	1.1.2    The Organisation shall be legally allowed to carry out commercial activity as relevant to the processing or transport of forest products.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.    Taxes and fees
General requirement: The Organisation shall fulfil requirements in relation to all obligatory taxes, fees and/or royalty payments associated with maintaining the legal right to operate.

	2.1   Payment of taxes, royalties and fees

	2.1.1.  Evidence shall exist for payments of harvesting- related royalties, taxes, fees and other charges.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.1.2.    Volumes, species and qualities given in sales and transport documents shall match the fees and royalties paid.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.1.3.    Organisation shall be current with all applicable taxes and fees related to the maintenance of the right to operate.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.1.4.    Authorities shall confirm that the Organisation has paid all applicable fees.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2   Value-added taxes and other sales taxes

	2.2.1.     Sales documents shall include applicable sales taxes.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.2.     Evidence for payment of sales taxes shall exist.

	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.3.    Volumes, species and qualities given in sales and transport documents shall match the fees paid.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.4.     Sales prices shall be in line with market prices.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.5.     Harvested species, volume and qualities shall match the sales documents.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2.2.6.     Authorities shall confirm that the Organisation is up-to-date in payment of applicable sales taxes.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.    Trade and Transport
General requirement: The Organisation shall adhere to applicable regulations, procedures and restrictions relating to transport, trade, import or export.

	3.1   Classification of species, quantities and qualities 

	3.1.1.  Products shall be correctly classified (species, quantities, qualities etc.) on sales documents, custom declarations and other legally required documents.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2   Trade and transport

	1.1. 
1.2. 
1. 
1.1. 
3.2.1.     Species and product types shall be legally traded. 

	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2.2.     Required trade permits shall exist and be documented.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2.3.   All required transport documents shall exist and be documented.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2.4.    Volume, species and qualities shall be classified according to legal requirements.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2.5.    Documents related to transportation, trade or export shall be clearly linked to the specific material in question.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.3   Offshore trading and transfer pricing
Note: When products are sold out of the country for prices that are significantly lower than market value and then sold to next link in the supply chain for market prices, it is usually a clear indicator of tax laundry. Commonly, the products are not physically transferred to the trading company.

	3.3.1.   If illegal in the country of the supplier or sub-supplier, the products shall not have been traded through countries known as “tax havens”.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.3.2    There shall be no illegal manipulation in relation to transfer pricing.

	Yes |_| No |_|
N/A |_|

	Findings: 

	3.4   Customs regulations

	6. 
7. 
8. 
9. 
10. 
10.1. 
10.2. 
10.3. 
10.4. 
3.4.1.   Products shall be correctly classified (type, Customs code, species, quantities, qualities, etc.)
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.4.2.     All required import and exports permits shall be in place.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.5   CITES

	2.4 
3.5.1.  All cross border-trade of CITES-listed species shall be documented and accompanied by required export, import and re-export certificates issued by competent authorities (CITES Management Authorities)
	Yes |_| No |_|
N/A |_|

	Findings: 



[bookmark: _Toc467676594][bookmark: _Toc473201997][bookmark: _Toc473736741]
[bookmark: _Toc71546044]I. Chain of Custody (CoC) (CONFIDENTIAL)
[Guidance: This checklist shall be used where the organisation needs to implement a COC system to separate or control different material categories].
This section contains an evaluation of the Chain of Custody system for entities included in the scope of the Organisation’s due diligence system. This allows for assessment of the risk of mixing in the supply chain at the Organisation’s facilities or at Suppliers’ facilities. 
[bookmark: _Toc463871023][bookmark: _Toc473201998][bookmark: _Toc473736742][bookmark: _Toc71546045]Standard Checklist
The following section summarises the Organisation’s compliance with this Generic CoC Standard. 
	Standard Requirement
	Conformance Assessment

	1	General CoC requirements

	1.1	The Organisation shall define one person with overall responsibility for the CoC control system and individual persons responsible for each part of the CoC control system (purchasing, processing, storage, marking, record-keeping etc.).
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.2	The Organisation shall develop and maintain documented procedures to ensure compliance with all applicable CoC requirements.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.3	The Organisation shall develop and implement procedures for addressing non-conformances identified by auditors.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.4	The Organisation shall demonstrate awareness of, and competence in, implementing, the Organisation’s procedures relevant to fulfilling the requirements of this Standard.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.5	The Organisation shall maintain records applicable to demonstrate compliance with this standard.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.6	The Organisation shall define and document the different products and claim categories that will be tracked within the CoC control system.
	Yes |_| No |_|
N/A |_|

	Findings: 

	1.7	The Organisation shall maintain data on the quantity of tracked product and ensure that it is available for auditors. The quantity information shall be maintained at minimum for each reporting period:
· purchased product, 
· product used in manufacture, 
· conversion factors, 
· sold product, 
· inputs and final products held in stock.
	Yes |_| No |_|
N/A |_|

	Findings: 

	2         Segregation

	2.1	The Organisation shall track and segregate products with separate claim categories throughout all processes, including purchasing and receiving, processing, storage and shipping, delivery and sale.
	Yes |_| No |_|
N/A |_|

	Findings: 

	3        Purchasing and receiving

	3.1	For each purchase/receipt of products tracked within the CoC control system, the Organisation shall identify and record at least the following information: 
(a) supplier(s) identification, 
(b) product(s) identification, 
(c) quantity of delivery, 
(d) date of delivery, 
(e) claim category; 
(f) the supplier’s Certification Code, as applicable
	Yes |_| No |_|
N/A |_|

	Findings: 

	3.2	The Organisation shall verify that product purchased and received is consistent with the claim category.
	Yes |_| No |_|
N/A |_|

	Findings: 

	4	Processing

	4.1	The Organisation shall use a tracking system or production records to document the manufacture of product for each claim category.
	Yes |_| No |_|
N/A |_|

	Findings: 

	4.2	The Organisation shall ensure that any off-site processing or handling that takes place at a contracted facility follows the same CoC procedures and is covered by a signed outsourcing agreement requiring compliance with the applicable requirements of this standard.
	Yes |_| No |_|
N/A |_|

	Findings: 

	4.3	All product that cannot be identified as belonging into one of the claim categories defined in 1.6 above, shall be kept separate from all other products until documented evidence of the claim category is obtained.
	Yes |_| No |_|
N/A |_|

	Findings: 

	5	Shipping and sales

	5.1	Organisation shall ensure claim information is provided on sales invoices and shipping documents, including the following:
5.2.1 Description of the product and the claim category;
5.2.2 Quantity of each product/claim category; 
5.2.3 Generic Chan of Custody Certification Code, if applicable.
	Yes |_| No |_|
N/A |_|

	Findings: 




[bookmark: _Toc473202001][bookmark: _Toc473736745]
[bookmark: _Toc71546046]Appendix 1: Overview of Products/ Supply Chains Evaluated (CONFIDENTIAL)
Where applicable, this section summarises the products/ supply chains reviewed by the auditor during the evaluation. 
	Supply Chain Number
	Product Code/ Description
	Comments

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	




[bookmark: _Toc467676598][bookmark: _Toc473202002][bookmark: _Toc473736746]


[bookmark: _Toc464559771][bookmark: _Toc71546047]Appendix 2: Evaluation of Non-Conformances from Previous Audit 
This section indicates the Organisation’s actions to comply with non-conformances that have been issued at or since the last audit. Where non-conformances have been adequately addressed they evidence is cited and the non-conformance shows as CLOSED below. Where an Organisation has not adequately addressed a non-conformance, it remains OPEN and appears in Section C of the main body of this report (it does not appear below). 

	Non-Conformance #: 
	XXXXX

	Non-Conformance Grading:
	MAJOR þ
	Minor ☐

	Standard & Requirement:
	List requirement number 

	Description of Non-conformance:

	Provide complete details of detected non-conformance as it relates specifically to the requirement(s) referenced above. Include reference to specific evidence and cite any supporting exhibits. If there are multiple points of evidence, use bullets to delineate these. It is important to have clear details, but concise language.

	Corrective action request:
	ENTER CORRECTIVE ACTIONS

	Timeline for Conformance:
	By the next annual audit, OR
X months from audit date (dd/mm/yy)

	Evidence Provided by Organisation:
	PENDING

	Findings for Evaluation of Evidence:
	PENDING

	NCR Status:
	OPEN

	Comments (optional):
	



[bookmark: _Toc71546048]Appendix 3: Exhibit List (CONFIDENTIAL)
List only those evidences that have been collected and included in the exhibits file.
	Exhibit
	Item

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
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