Insert Company Name Here
FSC Chain-of-Custody Documented Control System


Location:



Primary Responsible Person:  





I. Purchasing and Receiving

A. Purchasing FSC-certified Material
1. Specifying FSC-certified
When ordering FSC products, it will be specified; in writing that FSC-Pure/Mixed/Recycled is being ordered.
2. Verifying Validity of Supplier’s FSC Certificate
All first-time suppliers will be verified by using either www.fsc-info.org or www.certifiedwood.org 
3. Verifying FSC-certified Status of Material Received
All invoices and shipping documents will be verified and cross-referenced for materials received.  The FSC certificate code and product description according to FSC category will be verified.
B. Purchasing Reclaimed Material

1. Specifying Reclaimed Material

If FSC reclaimed wood products are purchased, we will make sure that the products have a clear description to be either “post-consumer reclaimed” or “other reclaimed”.
2. Ensuring Material is Post-consumer Reclaimed

If products use FSC reclaimed, they will be either independently verified as post-consumer reclaimed or they will include procedures for demonstrating that the material is post-consumer reclaimed according to FSC’s definition.
3. Verifying Post-consumer Reclaimed Status of Material Received
There will be verification of the supplier’s invoice and shipping documents for certificate or verification code, or equivalent proof of independent verification.
C. Handling of Materials upon Receipt
All FSC certified products will have on-product markings/labels or by unique storage procedures. 
D. Recording Quantities of Materials Received
Quantities/volumes of materials received for FSC product groups are recorded and available in summary format.  Materials for FSC product groups are tracked as unique products within company records.
E. Responsible Personnel for Purchasing and Receiving
F. Forms/records used for Purchasing and Receiving
{Required elements:  summary of documents used and recordkeeping.}

II. Finished Product Handling and Sales

A. Identification of Finished FSC-certified Products
All finished certified products are identifiable from non-certified by use by on-product identification, markings, or labels.  
B. Recording Quantities of Finished FSC-certified Products
Quantities/volumes of finished certified products are recorded and available in summary format.  FSC product groups are tracked as unique products within company records.
C. Invoices
Invoices will include FSC certificate code, FSC description according to applicable category, quantity of each item, date of invoice, information to cross-reference actual product and shipping documents to invoice.
D. Shipping Documents

FSC description according to applicable category, quantity of each item, information to cross-reference actual product to shipping documents to invoice.  When copy of invoice is sent separate from product shipment, shipping documents also include FSC certificate code and date of invoice.
E. Responsible personnel for finished product handling and sales
F. Forms/records used for finished product handling and sales
{Required elements:  summary of documents used and recordkeeping.}
III. Other 
In the event that outsourcing of materials or product is necessary, a signed outsourcing agreement will be required.  This document will be kept with other documents for each job.

IV. Labeling and Marketing
A. Submittal of all Trademark Use 
We will submit all off-product/promotional trademark use for approval prior to use, including labels, tags, brochures, websites, etc.
B. Review and Approval Correspondence

All logo use approval correspondence is kept on file for auditor review.
C. FSC Label Category

We will use the applicable FSC label that come with the products we purchase for resale.
D. Other Forest Certification Labeling

The labels and/or marks of other forest certification schemes will not be used on FSC-labeled products.
E. Responsible Personnel for Trademark Use
V. Recordkeeping

A. Volume Summary Data
All FSC products will be tracked through invoices, purchase orders, sales receipts, etc.
B. List of Buyers


A current list of all FSC buyers will be available upon request.
C. FSC Product Group Schedule

An FSC Product Group Schedule is updated as needed and is available to the public upon request.  Include reference to actual product group schedule.
D. Recordkeeping
FSC records are readily available to auditors and are kept for 5 years, including production, public information, etc.
VII.
Training

A. Training Procedures
All employees will be trained in the proper handling, tracking, labeling, etc. of all FSC materials and products, including updates and changes in procedures as they occur.
B. Training Records

Details of training plan (frequency, format, and attendees) will be kept.
.
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