USB CERTIFICATION PROCESS WORKFLOW
CERTIFICATION (IFS)

UPGRADE = SUSTAIN e BENEFIT

1.0 PURPOSE

Aim of this procedure is to explain the certification process of the companies to be certified within the scope of
the IFS programs which USB Certification is accredited/authorized against.

2.0 SCOPE

This procedure covers the workflow of following IFS programs implemented by USB Certification.
e |FS Food
e |FS Progress (IFS Progress Food)

3.0 RESPONSIBILITIES

Food and Agriculture Certification Manager, Food and Consumer Products Scheme Manager, Operations
Responsible, Operations Assistant, Client Relations and Planning Responsible, Client Relations and Planning
Assistant, Auditors, Technical Reviewers and Decision Makers are responsible for the implementation of this
workflow.

4.0 PROCEDURE

Receiving the application documents and forms

v

Uploading the application documents and forms to
the USB Pruva system/Sharepoint

v

Application review

Replacing the apllication forms and documents to
USB PRUVA System/Sharepoint

A

A

Are the application documents and form
appropriate? Are they complete?

Contacting the company to complete the
deficiencies and requesting corrected forms

—Ts it possible for USB Certification to —__
— erform this audit?
— p

\ﬁ

Yes

\ 4

Notifying the company why USB Certification could
not perform this audit

Calculation of the audit duration

v

o | Preparing the certification offer and contract and
sending to the company

b

T v

//Hav/éfhe certification offer and contract—__ Recording the reason for rejection in the USB
= No—p h
Wn approved by the company? Pruva system and Sharepoint
T
Yes v

v

S
(3 Audit planning and appointment of the auditor/ Cancellation of the certification
technical reviewer/decision maker process

O
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O,

Ate there any changes notified by the
company before the audit?

Yes

Requesting the changes from the company with
the «Change Request Form» and/or filling out the
«Contract Review Form»

Evet

ere any change on audit time and/o

scope? No
Y
Conducting the audit
A A
Are there any changes identified during .
° ——No — ?
the audit? N Are there any nonconformities’ Vesi
Yes Communicating nonconformities with the ‘
= company and obtaining confirmation
Requesting the changes from the company with pany 8 ‘
the «Change Request Form» and/or filling out the
«Contract Review Form»
e identified non-compliance-lead
xreth h frecti Yes to the cancellation of the audit or a Yes
e there any c anggs affecting aud N NNo— (initial certification) negative decision? (e.g., KO non- (recertification)
duration, scope, auditor competenc: ompliance or 2 major issue
Withdrawal of existing certificate
No
o the
No non-compliances? (e.g., 1 Major non- Yes
ompliance and special conditions, sucl (recertification)
P -
Sending the non-c.orgpllances to the customer Suspension of the current certificate
within 14 days
Has the duration and price of the aud N
changed due to the scope?
Completion of the action plan by the company and Yes Sending the non-compliances to the customer
Yes submission to USB Certification (max. 4 weeks) (initial certification) within 14 days
e v
Preparing the certification offer and contract and
sending to the company Planning the Follow-up Audit within 6 weeks to 6
months
Does theauditor on the site meet the - Verification of corrective actiqns that need to be
qualifications to continue the audit? ‘1 v checked on-site
Completion of the audit report and verification of ‘ |
@ any corrective actions, if applicable D)
J
Sending the audit report and related documents to L
<

the Technical Reviewer ‘

ere any missing information/erro
unclear section in the report?

No
v

Sending the report and related documents to the
Decision Maker

Certification Decision

ploading the certificate, repor
and action plan to the program
owner portal

Sending the Certificate, report
and ‘organization notification
letter’ to the company

Requesting those informations and documents
from the Auditor

Yes:

NOT APPROVED

Uploading the report and action
plan to the owner portal

ending the report, action plal
and ‘organization notification
letter- recommendation not to
register’ to the compan:
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5.0 RELATED DOCUMENTS AND RECORDS

Document Number

Title or Description

UOF-FOOD-IFS-EN-4000

Application Form - Announced Audit (IFS Food)

UOF-FOOD-IFS-EN-4010

Application Form - Unannounced Audit (IFS Food)

UOF-FOOD-IFS-EN-4030

Application Review Form (IFS Food)

UOF-FOOD-EN-4360

Contract Review Form

UOF-FOOD-EN-4070

Change Request Form

UOF-FOOD-EN-4040

Audit and Certification Quotation Form

UOF-FOOD-IFS-EN-4060

Certification Agreement (IFS Food)

UOF-FOOD-EN-4060

Certification Agreement (BRCGS-IFS Food)

UOF-FOOD-EN-4080

Assign Form

UOF-FOOD-EN-4110

Audit Plan

UOF-FOOD-IFS-EN-4160

Certification Decision Form (IFS Food)

UOF-FOOD-IFS-EN-4171

Certificate (IFS Food V8)

UOF-FOOD-IFSGM-EN-
4311

Letter of Confirmation (IFS Progress PACsecure)

UOF-FOOD-IFSGM-EN-
4312

Letter of Confirmation (IFS Progress HPC)

UOF-FOOD-IFSGM-EN-
4313

Letter of Confirmation (IFS Progress Logistics)

UOF-FOOD-IFSGM-EN-
4310

Letter of Confirmation (IFS Progress Food)

UOF-FOOD-EN-4190

Organization Notification Letter - Recommendation to Register

UOF-FOOD-EN-4200

Organization Notification Letter - Recommendation not to Register
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