
Insert Company Name Here
FSC Chain-of-Custody Documented Control System for Sawmills
1. Documented Procedures:
A) Quality Management  

√
(Name and position), is the management representative appointed as having overall responsibility and authority for the company’s compliance with all applicable requirements of the standard.
√
(Name and position), is responsible for implementing each procedure and what qualifications and/or training measures are required for each procedure’s implementation.
√
(Company Name) will utilize FSC-STD-40-004 version 2-0: FSC Standard for Chain of Custody Certification as a training document and standard for operational control of all FSC related activities.  Each employee and/or active participant in (Company name) operations will be required to read FSC documentation and demonstrate understanding & proficiency through hands-on walk-through of relevant procedures, precautions and outcomes.
√
(Company Name) employees and active participants will participate in a hands-on orientation and walk-through of all FSC required procedures.  Each person shall be given a copy of FSC-STD-40-004 version 2-0: FSC Standard for Chain of Custody Certification and required to sign a document stating they have read it, understand it, and agree to follow procedures accordingly.  
√ 
Include samples of any forms, records or documents that are used as part of your chain of custody system (examples may include: sample purchase order; list of certified suppliers; sample bill of lading or shipping document from certified supplier). 
√
(Company Name) shall maintain FSC records for a minimum of five years.  (Company name) owner and bookkeeper shall be responsible for document retention.
B) Material Control  

√
(Name and position), shall ensure (Company Name) FSC Product Groups List is up-to-date at all times and which department / staff position will be responsible for this. 

	FSC Material Category*


	FSC Product Classification(s)
*
	FSC Species Terminology
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√
(Company Name) will ensure that only materials matching FSC’s eligible material category definitions for FSC Pure will be used as input material for products being sold with FSC claims by procuring raw materials from FSC certified foresters, loggers & landowners.  (Company Name) will further verify validity of supplier’s FSC certifications by checking with the appropriate certifying bodies.
√
(Company Name) will take appropriate & periodic measures to ensure that the “FSC Suppliers List” is maintained and up-to-date.  (Name and position), will be responsible for maintaining the “FSC Suppliers List.”
	Supplier
	FSC Chain of Custody or Controlled Wood Code
	Date validity of code last verified

(www.fsc-info.org) 
	Product Supplied

	Material Category
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 FSC-STD-40-004a FSC Product Classification
√
(Company Name) will work with FSC certified suppliers & foresters to determine & confirm that input material being purchased is in fact FSC Pure. (Company Name) will inspect supplier operation to the extent necessary to verify input material is in fact FSC Pure. 
√
(Company Name) will physically separate FSC Pure input & in-process material, and finished product from non-FSC materials.  (Company Name) will employ labeling to denote material & product classification & status in addition to physical segregation.  
√
(Company Name) will employ / maintain labeling & physical separation in handling material that has already been labeled with the FSC trademark or trademarks from other forest management certification schemes.
√
(Company Name) will maintain accurate records detailing input & in-process material as well as finished product.  Claim period will be 12 months and records will be kept for a minimum of five years.  
C) FSC Product Claims and Trademark Use
√
(Company Name) will use a Transfer System to maintain control of material.
√
(Company Name) will follow SCS & FSC guidelines regarding usage of FSC Trademarks on and off products.  (Name and position), will be responsible for obtaining any & all such approvals and for keeping records related to such.

D) Additional procedures for specific situations
· (Company Name) may outsource certain aspects of its production; likely processes to be outsourced include kiln drying and complex valued-added light manufacturing.  When outsourcing is utilized the Chain-of-Custody will be maintained by adhering to FSC guidelines for managing the outsource relationship; (Company Name) will utilize a Standardized Outsourcings Agreement for Activities Pertaining To FSC-Certified Products (FSC-STD-40-004 v2, 2008). 
2. Records and Forms
At the time of your evaluation audit you must have established template forms and records, to record information according to the standard for FSC chain of custody certification.  At your annual surveillance audits you must be able to present your completed, up-to-date forms and records to the auditor.

The following is a list of records which may be required.  If you are unsure of which records are required for your system, please contact SCS. 

A) FSC Product Groups List - list all products that you will sell with FSC claims.
B) FSC Suppliers List - list all suppliers of FSC material/products that you will sell with FSC claims.
C) Conversion Factor(s) - the ratio between material quantity entering and leaving a given transformation process employed by the organization. The conversion factor is calculated by dividing the output (volume or weight) by the input (volume or weight) and is applied to each individual component of a product group.
D) Material Balances – material accounting record of quantities of inputs and quantities produced/sold with FSC claims.
E) Annual Volume Summaries - annual volume per FSC Material Category received /used and Product Type produced/sold for each FSC Product Group.
F) Trademark Approvals - record of all requests and approvals to use the FSC Trademarks from SCS.
G) Invoices, transport documents – records of sale and delivery of FSC certified products. These must include specific information as specified in the standard for FSC chain of custody certification (see FSC-STD-40-004, Section 6.1).

H) Outsourcing Agreements - contract between FSC certified company and company contracted to do outsourced processing, signed by senior management representative of each company.






































































































































































































































































































































































































� FSC-STD-40-004a FSC Product Classification


� FSC-STD-40-004b FSC Species Terminology


� 2.1.3 For product groups where a percentage or credit system based on claim periods is used, all included products must share similar specifications in relation to quality of inputs and conversion factors.


� FSC-STD-40-004a FSC Product Classification






