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Registration Form
Preparation Questionnaire: Processing, Distribution, Packaging and Brokering

	Company name :
(Please provide proof of registration)
	                                                                                                                                                                              
	Client number :
	

	Contact person
	: 
	
	

	Phone where you can be reached at any time: 



	1. This application for certification applies to the following activities:

	|_|   Processing                     |_|    Brokering               |_|    Packaging/labelling                 |_|    Distribution



	2. Name to appear on your certificate:
  (Please provide proof of registration)
	



	3.  List of personnel in charge able to answer questions and sign the inspection report during regular or unannounced inspections :

	Name
	Position

	
	

	
	

	
	



	4. Product Trademarks**
	This trademark belongs to:
	Is the Ecocert logo used on the labels?

	
	|_|  our company       |_| another company
	|_| Yes  |_| No

	
	|_|  our company       |_| another company
	|_| Yes  |_| No

	
	|_|  our company       |_| another company
	|_| Yes  |_| No

	
	|_|  our company       |_| another company
	|_| Yes  |_| No

	
	|_|  our company       |_| another company
	|_| Yes  |_| No


**Please Provide proof of registration for the product’s Trademark

Organic Preparation Plan

	1. Activities 
	

	Organic product processing
	  |_| Yes  |_| No    |_| done by sub-contractor, name :

	Product packaging 
	  |_| Yes  |_| No    |_| done by sub-contractor, name :

	Product labelling 
	  |_| Yes  |_| No    |_| done by sub-contractor, name :

	Storage of raw materials and finished products 

	  |_| Yes  |_| No    |_| done by sub-contractor, name :

	Product distribution and transport
	  |_| Yes  |_| No    |_| done by sub-contractor, name :

	Others : 
	  |_| Yes  |_| No    |_| done by sub-contractor, name :



	2. Sub-contractors used             |_| Yes    |_|  No

	Name and address of the company
	Certified Organic

	
	Yes |_| No |_|

	
	Yes |_| No |_|



	3. Product handling (please attach your flow chart diagram)

	Please describe the processing procedure from the purchase of raw products to the sale of finished products including the type of equipment used.




	4. Control and monitoring measures 
	Actions to ensure the integrity of organic products

	Reception of raw materials                         |_| N/A                      
 

	· Verification of  certificates (cross-checking)                               
· Verification of labels (cross-checking)                                  
· Storage segregation                        
· Other : 	
	|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A


	Processing of Organic products                  |_| N/A                    

	· Separate manufacturing schedule
· Complete cleaning prior to organic lot
· Management of cross-contamination
· Quality Certification (ISO, HACCP, etc.)               
· Food grade equipment
· Other :
	|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A


	Product packaging                                  |_| N/A                     

	· Complete cleaning
· Management of cross-contamination
· Food grade packaging                          
· Other :
	|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A


	Product labelling                                     |_| N/A                        
	· Labelling validation by Ecocert                  
· Lot number identification 
· Other:
	|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A


	Storage of finished products                       |_| N/A   

	· Separate storage space                                   
· Clear identification of organic products
· Other :
	|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A


	Product Distribution and transport              |_| N/A  

	· Lot traceability 
· Identification of transport documents
· Integrity insured during transport
· Other :
	|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A
|_| Yes |_| No |_| N/A


	

	5. List of products to be certified organic (if many products, please send us a bilingual list in Excel format by e-mail)

	Product

	Trademark**
	Organic percentage
	Quantity or annual volume 
(certified product)
	Production schedule of certified products 
 (schedule, day, …)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Is there a conventional product line?  Yes |_|           No |_|       Is it produced on same site?    |_| Yes   |_| No  
Reminder : The conventional production may be subject to verification



	

	6. List of suppliers of organic products (if many suppliers, you can send us a list in Excel format by e-mail)

	Organic ingredients suppliers
	Certification body of this supplier
	Products bought from this supplier

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Note: Recipes and other confidential information are classified in your folder and kept safely. Only personnel who study your folder will have access.

	7. Inputs
	List substances used in ORGANIC production

	NON organic agricultural ingredients :
	

	For the products over 95% organic, please justify the use of conventional agricultural products


	Food Additives and Processing Aids:
	



	8. Risk of contamination

	Describe the segregation measures taken between the organic products (if mixed production).
	

	Describe the measures taken to prevent contamination of organic products with prohibited substances (pesticides, cleaners, etc.)
	

	9. Internal systems records and record keeping

	Flow chart diagram 
	|_|Yes    |_|No    |_|N/A
	Equipment maintenance records
	|_|Yes    |_|No    |_|N/A

	Production and/or preparation records
	|_|Yes    |_|No    |_|N/A
	Sales records
	|_|Yes    |_|No    |_|N/A

	Reception of raw material records
	|_|Yes    |_|No    |_|N/A
	Inventory records
	|_|Yes    |_|No    |_|N/A

	Employee training records
	|_|Yes    |_|No    |_|N/A
	Pest records
	|_|Yes    |_|No    |_|N/A

	Other :
	
	Other :
	



	10. Pest Control Products
	Use
	Location

	-
	
	|_| Interior  |_| Exterior    

	-
	
	|_| Interior  |_| Exterior    

	-
	
	|_| Interior  |_| Exterior   

	Which measures are taken to avoid use of prohibited substances (irradiation,fumigation, etc)
	



	11. Water Quality      

	Water is used:                   |_|  As an ingredient in the recipe     
                                              |_|  During the processing (heating, steam etc.)
                                              |_|  Cleaning of the equipment

	Is a water analysis done each year?    |_|Yes    |_| N/A (municipal water)   |_|No 



	12. Environnemental Policy  

	Describe the efforts taken to reduce the company’s environmental impact :
	



	13. Training of employees involved in organic preparation

	Please briefly describe employee training (subject, frequency) :

	14. Do you provide manufacturing or labelling/packing for another company?  
No  |_|    Yes  |_|  specify : 

	Activities
	Product
	Made for : (name of the company)

	
	
	

	
	
	

	
	
	




	     15. Product Labelling :

	Is the company name always present on product labels? 
yes |_|  if not |_| Complete the information below : 

	Product name
	Trademark
	Identification code used (specify: ACIA, 
MAPAQ, customer #)

	
	
	

	
	
	



	      16. Inventory in of products in storage requiring organic certification 

	Product
	Quantity
	Statuts (Org, Conv.)
	Storage site
	Lot number (if applicable)

	 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





I hereby declare that all information is exact and that I will inform Ecocert Canada of any changes to my organic plan.
	Date
	
	
	Signature
	


NOTE :  If you wish to receive documents by e-mail, please inform us at :  office.canada@ecocert.com                                                                                                
 Please include a road map (MANDATORY).
Any changes to your production plan must be sent to the certification body 

Internal use
	
Verification date : 
Responsable :
Result transmitted to customer on :












	Keep this page in preparation for your inspection


	Reminder of documents to provide :

	
	Before inspection*1
(Please return the following documents with this questionnaire.)

	|_|
	Facility map and  Access map

	|_|
	Recipes and  manufacturing procedure

	|_|
	Diagram of processing procedures “Flow chart”

	|_|
	List of personnel in charge that are able to answer questions and sign the inspection report during regular or unannounced inspections

	|_|
	Proof of registration of trademarks


	Records must be available at inspection time.[footnoteRef:2]*3 [2: *3 Any missing document during the inspection can delay the study of your file or require a second visit (resulting in additional costs and delays)] 


	During inspection
(Please have all documents available for the inspector)

	Various documents  
	Records

	|_|
	Processing procedures (Production plan)
	|_|
	Processing records

	|_|
	Substances and ingredients list
	|_|
	Storage records

	|_|
	Operations and control procedures
	|_|
	Equipment cleaning records

	|_|
	Supporting documents (certification proof, non-GMO guarantee, technical data sheets, etc.)
	|_|
	Pest control records

	|_|
	Water analysis
	|_|
	Transport control record

	|_|
	Recycling policy
	|_|
	Sales records

	|_|
	Records Archives (5 years)
	|_|
	Inventory

	|_|
	Packaging and labels
	|_|
	Complaint records

	|_|
	Bookkeeping (records, invoices, purchases, sales, etc.)
	|_|
	Training records
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