FSC TOOLKIT FOR HARDWOOD SAWMILLS

Sample FSC CoC Written Procedures
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The National Wood Flooring Association (NWFA) exists to advance, promote and educate the wood flooring industry.  An international trade association with more than 3,000 members, NWFA represents the entire supply chain including manufacturers, distributors, dealer/contractors, retailers, and service organizations. www.nwfa.org
Appalachian Hardwood Manufacturers, Inc. (AHMI) is a trade association of hardwood sawmills, concentration yards, wholesalers and secondary manufacturers who offer logs, lumber and products from the Appalachian Hardwood Forest. www.appalachianhardwood.org
The Rainforest Alliance works to conserve biodiversity and ensure sustainable livelihoods by transforming land-use practices, business practices and consumer behavior. www.ra.org
In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability. (Not all prohibited bases apply to all programs.)

 

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue, SW, Washington, DC20250-9410 or call (202) 720-5964 (voice and TDD).  USDA is an equal opportunity provider and employer.
Important Note

Standards change with time, and FSC is no exception. The contents of this toolkit are current with FSC standards and policy as of September 1, 2011.

SAMPLE FSC CoC PROCEDURES FOR A HARDWOOD SAWMILL

Important disclaimer: Every sawmill is different. The procedures that follow are for a hypothetical green hardwood sawmill and chip producer in the U.S. hardwood region that is reselling hardwood logs and producing FSC-certified lumber and chips. They will need to be tailored to fit the realities of your own operation, operating procedures, and approach to FSC. DO NOT COPY THIS LANGUAGE WITHOUT CAREFULLY CONSIDERING IF IT APPLIES TO YOU.
[COMPANY NAME]
FSC chain-of-custody procedures

Quality Management

CoC Administrator

Note: The CoC administrator has overall responsibility for your company’s compliance with your FSC CoC procedures and other FSC requirements. The CoC administrator is generally responsible for preparing for and representing your company during annual FSC CoC audits. If you are working on these procedures, you will probably end up being the CoC administrator.
[Name]

[Address]

[Phone number]

[Email]

Training

Note: Annual training in FSC CoC procedures is required and a record of this training must be kept. The CoC administrator is also generally responsible for training. A training session may be lengthy for an initial audit, if you have hired lots of new employees or if you have made major changes to your procedures. The record can be a simple sign-in sheet that lists the employees trained and the date of the training. The job titles listed below are simply a sample and should be tailored as necessary for your company.
The employees with the following job titles are responsible for training in these procedures in the areas that they oversee:

1. Procurement: 

2. Receiving & log storage:  

3. Manufacturing: 

4. Marketing: 

5. Sales & Shipping: 
Beyond the initial training in these procedures, training will be conducted on an annual basis in advance of the annual surveillance audit and more often if necessary. A sign-in roster for completed trainings will be kept in the office.

Record Keeping

Supplier invoices, purchase orders, and other documents related to [Company]’s FSC program will be stored in our computer system or, where they exist on paper only, hard copied and stored in files by the accounting department. Records will be kept for 5 yrs.

Complaints

Any complaints that [Company] receives regarding our compliance with FSC requirements will be handled by the CoC administrator. The CoC administrator will respond in writing to the complaint within four weeks. Copies of all complaints and the responses will be kept on file.

Commitment to FSC Values

[Company] has a written policy stating that it is not knowingly involved in the following activities: illegal logging or the trade in illegal wood, violation of traditional and human rights, destruction of high conversation values in forests, significant conversion of forests to plantations or non-forest uses, introduction of genetically modified organisms in forestry operations, and/or violation of any of the ILO Core Conventions.

Occupational Health and Safety

[Company] demonstrates its commitment to occupational health and safety by XYZ
Product Groups

Note: The product group list that follows is hypothetical and will need to be tailored to the specifics of your company in all respects. This product group list is for a sawmill that is set up to resell hardwood logs under a transfer system, to produce lumber under both a transfer system a credit system, and to produce hardwood chips under a credit system.
	Product Description


	FSC Claim of Finished Product

	FSC Product Type

	Species common & scientific name

	Material Input Categories


	Control System

	Participating Sites


	Hardwood logs
	FSC 100%


	W1.1 Roundwood (logs)
	Red oak - Quercus rubra

White oak - Quercus alba

Poplar - Liriodendron tulipifera
Ash - Fraxinus americana

Hickory - Carya tomentosa

Hard maple - Acer saccharum

Soft maple - Acer campestre

Cherry - Prunus avium

Mixed hardwoods (pulpwood only)
	FSC 100%


	Transfer System
	Log Yard



	Hardwood logs
	FSC Controlled Wood
	W1.1 Roundwood (logs)
	Red oak - Quercus rubra

White oak - Quercus alba

Poplar - Liriodendron tulipifera
Ash - Fraxinus americana

Hickory - Carya tomentosa

Hard maple - Acer saccharum

Soft maple - Acer campestre

Cherry - Prunus avium

Mixed hardwoods (pulpwood only)
	Controlled material
	Transfer System
	Log Yard



	Hardwood chips
	FSC Mix

FSC Controlled Wood


	W3.1

Wood chips
	Mixed hardwoods
	FSC 100%

Controlled material
	Credit System


	Log Yard

Sawmill

Chipmill



	Hardwood lumber
	FSC 100%
	W5.4

Planks
	Red oak - Quercus rubra

White oak - Quercus alba

Poplar - Liriodendron tulipifera
Ash - Fraxinus americana

Hickory - Carya tomentosa

Hard maple - Acer saccharum

Soft maple - Acer campestre

Cherry - Prunus avium
	FSC 100%
	Transfer System
	Log Yard

Sawmill



	Hardwood lumber 
	FSC Mix

FSC Controlled Wood
	W5.4

Planks
	Red oak - Quercus rubra

White oak - Quercus alba

Poplar - Liriodendron tulipifera
Ash - Fraxinus americana

Hickory - Carya tomentosa

Hard maple - Acer saccharum

Soft maple - Acer campestre

Cherry - Prunus avium
	FSC 100%

Controlled material
	Credit System
	Log Yard

Sawmill




The CoC administrator will be responsible for keeping [Company]’s product group list up to date and will review the list at least annually but more often if necessary. The CoC administrator will also be responsible for informing [Certifier] of any significant changes to our product group list, e.g. new product groups, change in control system or material category of finished products.

Material Sourcing
Note: The landowners and (as of January 2012) the loggers from whom you purchase FSC-certified logs from must hold valid FSC certificates. The validity of a supplier’s FSC certificate can be checked at info.fsc.org. The sourcing methods that follow are hypothetical and will need to tailored to the realities of your own procurement.
The [Company] employee responsible for overseeing the procurement of FSC-certified and controlled hardwood logs is [name or job title], who has been trained in these procedures.

[Company] sources logs using 5 different methods:

Method #1 – [Company]’s log procurers negotiate a purchase contract for FSC 100% logs from an FSC-certified forestland owner. Purchase contracts shall include the supplier’s FM/CoC certificate number. 

Method #2 – [Company]’s log procurers purchase truckloads of logs (“gatewood”) from an FSC-certified logger. The loggers CoC certificate number is recorded on the yard scale ticket when logs are received.

Method #3 - [Company]’s log procurers negotiate a purchase contract for logs from various land owners in the district of origin covered by [Company]’s Controlled Wood Verification Program.

Method #4 - [Company]’s log procurers purchase logs from other primary manufacturers or log concentration yards that are able to demonstrate that they source logs from the district of origin covered by [Company]’s Controlled Wood Verification Program.

Method #5 - [Company]’s log procurers purchase truckloads of logs (“gatewood”) that arrive at our sawmill and were harvested by an independent logger in the district of origin covered by [Company]’s Controlled Wood Verification Program.

All of the non-certified logs that [Company] sources are covered by our Controlled Wood Verification Program and will be classified as FSC Controlled Wood.

The CoC administrator has verified that all of the suppliers of FSC-certified timber listed below have current CoC certification by visiting info.fsc.org. As [Company] adds new FSC-certified suppliers, the CoC administrator will update this list. The CoC administrator will, at a minimum, review and update this list prior to each annual CoC evaluation audit.

	Name of supplier
	FSC certificate code
	type of material received
	FSC claims of material received

	
	
	Logs
	FSC 100%

	
	
	 
	

	
	
	
	

	
	
	
	


Material Receipt
Note: Here you will need to describe your procedures for receiving FSC-certified and/or controlled logs, both physically and into inventory. Receiving personnel should verify the supplier certificate code and the specific FSC claim for incoming FSC-certified materials against purchase contracts. The language that follows is offered by way of example only – be careful to tailor these procedures to describe your own processes!
The [Company] employee responsible for receiving FSC-certified and Controlled Wood logs is [name or job title], who has been trained in these procedures. 

When a truckload of logs arrives at our facility, the driver notifies [name or job title] of the origin of the logs. [Name or job title] ensures that the correct FSC claims and certificate codes are recorded on yard scale tickets for FSC-certified logs received and that they match [Company]’s purchase contracts or orders. [Name or job title] also verifies that all non-certified logs originate from suppliers covered by [Company]’ Controlled Wood Risk Assessment.

If there is a problem, then [name or job title] will notify the CoC administrator and the material will not be received or processed until the problem is resolved with the supplier.

FSC-certified logs are received in one of two ways depending on whether [Company] is operating under the Transfer System or the Credit System.

1) Transfer System

FSC 100% logs that will be resold or that will be manufactured into lumber (with chips as a by-product) under the Transfer System are individually tagged as follows. Each log is scaled and the following information is entered into a hand-held computer: the species; the volume in Doyle board feet; and the grade of the log; and an FSC SKU number that is unique to that log. The computer automatically assigns a numerical tag number to each log that is received in this fashion. Finally, special bar-code tags containing the letters “FSC” along with the unique number assigned to each log received is affixed to the end of the logs. 

2) Credit System

FSC 100% logs that will be manufactured into lumber (with chips as a by-product) using the credit system will not be tagged but will go into general inventory where logs are segregated by species only and FSC-certified logs are mixed with Controlled Wood. The board footage of the FSC 100% logs received in this fashion is downloaded from the handheld computers into [Company]’s computer inventory system. Using this system, we can produce a weekly report that reflects the exact volumes of FSC-certified logs in various species that [Company] has received. This information in turn will be used to generate our FSC Volume Summaries and to build credits in our FSC Credit Accounts. 

The CoC administrator will be responsible for managing [Company]’s FSC Credit Accounts and for keeping them accurate and up to date. Separate Credit Accounts are maintained for Hardwood Lumber and Chips. Separate Lumber Credit Accounts are also kept for each hardwood species. 

The conversion factor for manufacturing hardwood logs into hardwood lumber varies from one species to the next. When building credits in our Lumber Credit Accounts, we use conversion factors based on averages of historical production data for each species to convert from Doyle board feet of FSC 100% logs received to credits representing the number of board feet of lumber available for sale as FSC certified (FSC Mix Credit). 

When building credits in our Chip Credit Account, we use a conversion factor based on historical production data to convert from Doyle board feet of FSC 100% logs received to credits representing the number of tons of chips available for sale as FSC certified (FSC Mix Credit).

The CoC administrator will be responsible for deducting credits from all Credit Accounts when products are sold as FSC certified (FSC Mix Credit). The CoC administrator will also ensure that the credit account is never overdrawn, and records of remaining FSC credit will be clearly available to all relevant staff.  [Company] will not accumulate more FSC credit in the credit account than the sum of new FSC credit added during the previous 12 months.

Storage and Segregation
Note: Here you will need to describe your system for storing, tracking, and if necessary segregating all materials used as inputs to your FSC product groups. The language that follows is offered by way of example only – be careful to tailor these procedures to describe your own processes!
The [Company] employee responsible for storing and segregating FSC-certified and controlled hardwood logs is [name or job title].

After logs have been received per the above, one of two things will happen depending on whether [Company] is operating under the Transfer System or the Credit System.

1) Transfer System

Under this system, FSC 100% logs will be physically segregated from non-certified (Controlled Wood) logs in a specially designated section of the log yard. Per the above, each log will also bear an “FSC” bar-code tag.

2) Credit System

Under this system, FSC 100% and Controlled Wood logs will not be segregated as there is no need to do so. This is because all of the non-certified logs that [Company] receives are FSC Controlled Wood.

Material Balances
Note: At each annual FSC CoC audit after you are certified, the auditor will ask for material accounting records and a summary of the material purchased and sold as FSC products per product group. 
The [Company] employee responsible for maintaining records of material balances and preparing a summary of FSC-certified products purchased and sold for annual CoC audits is the CoC administrator.

Material balance records shall include: 

For inputs (i.e. logs purchased to be used in the manufacture of FSC products and also logs purchased to be resold as FSC certified without further processing): 

a) references to Purchase Orders and/or Purchase Contracts 

b) quantities

c) material category (FSC 100%, controlled material) 

For outputs (i.e. logs, lumber or chips sold with FSC claims): 

a) invoice references for lumber and chips sold; purchase tallies for log resales

b) quantities (by volume for logs, lumber or weight for chips) 

c) FSC claim (FSC 100%, FSC Mix or FSC Controlled Wood)

d) information to identify the product item in invoices 

e) applicable claim period 

Annual volume summaries shall include the following: 

• inputs received 

• inputs used for production

• inputs still in stock 

• outputs still in stock 

• outputs sold 

Processing
Note: When manufacturing an FSC product you need to track the material inputs and outputs, including any downfall (i.e. conversion factors), to be able to demonstrate that you have not sold more FSC product than you purchased or produced and that you have determined the correct FSC claim for that product. The latter will be based on the CoC control system that you use. The language that follows is for a sawmill that is setting up to manufacture under either the transfer system or the credit system at their option and is offered by way of example only – be careful to tailor these procedures to describe your own processes!
The [Company] employee responsible for overseeing the production of FSC-certified products is [name or job title], who has been trained in these procedures.

[Company] will manufacture FSC-certified hardwood lumber (with chips as a by-product) using one of two CoC control systems:

1) Transfer System

Under this system, [Company] will manufacture FSC 100% hardwood lumber using exclusively FSC 100% logs as inputs into the manufacturing run. In the manufacturing process, [Company] will only run one species at a time. 

The conversion factor for manufacturing hardwood logs into hardwood lumber varies from one species to the next. We derive an average conversion factor for each species based on historical production reports that reflect the volume of logs used and lumber produced in the manufacturing run. These conversion factors are kept on record and are also reflected in our FSC Credit Accounts.

When a sawing shift is initiated, all logs and lumber from previous production runs are removed from the sawmill. The FSC 100% logs used as inputs are brought by forklift to the sawmill by specie from the dedicated section of the logyard and are placed at the debarker.  As they are unloaded, the inventory tags for the logs are removed. 

After debarking, the FSC 100% logs are placed on the main saw carriage, begin their trip through the sawmill and are sawn into lumber.  Coming out at the grading chain, the lumber is graded, separated by grade and length, and stacked.

As each grade/length bundle is completed, it is banded, tallied, and tagged with the following information:

a) An inventory number and a bar code

b) Volume in bd. ft.

c) Species

d) Grade

e) Thickness

f) Length

g) Date

h) Number of pieces

In addition, a GREEN label is applied to the tag to indicate that the lumber in the bundle is FSC 100%. This green label will ONLY be used with FSC 100% material manufactured under the Transfer System.

For each run of lumber under the Transfer System, credits will be added to our Chip Credit Account based on the volume of FSC 100% logs used in each production run and using the standard conversion factor referenced in the “Material Receipt” section above.

2) Credit System

Under this system, [Company] will manufacture FSC Mix Credit and Controlled Wood hardwood lumber using some combination of FSC 100% and FSC Controlled Wood logs as inputs into each manufacturing run. In the manufacturing process, [Company] will only run one species at a time – different species are not mixed within a manufacturing run. 

When a sawing shift is initiated, all logs and lumber from previous production runs are removed from the sawmill. The FSC 100% and/or Controlled Wood logs used as inputs are brought by forklift to the sawmill by specie and placed at the debarker. 

After debarking, the FSC 100% and/or Controlled Wood logs are placed on the main saw carriage, begin their trip through the sawmill and are sawn into lumber.  Coming out at the grading chain, the lumber is graded and separated by grade and length. 

As each grade/length bundle is completed, it is banded, tallied, and tagged with the following information:

a) An inventory number and a bar code

b) Volume in bd. ft.

c) Species

d) Grade

e) Thickness

f) Length

g) Date

h) Number of pieces

Lumber produced under the credit system will be considered to be FSC Controlled Wood unless an order for FSC Mix lumber is received. If there are sufficient credits in the relevant credit account to cover the order, then the order will be assembled, the units will be retallied and tagged, and a RED label will applied to the tags to indicate that the lumber is FSC Mix. This red label will ONLY be used with FSC Mix material.

Chips

Hardwood chips are by-products of lumber manufacturing, and [Company] will use the Credit System for these materials. 

The CoC administrator will be responsible for managing [Company]’s Chip Credit Account. The process for building and deducting credits is described elsewhere in these procedures.

Labeling and Promotion
Note: With the implementation of the most recent version of FSC’s trademark standard (FSC-STD-50-001v1-2), FSC CoC certified companies that wish to use FSC logos and labels for products or for promotional uses need to download them from FSC’s brandpack/label generator website at http://info.fsc.org/CHLogin. Also, for each specific use of FSC labels or trademarks, you will need to submit an example and seek an approval from your FSC certifier. Each certifier has their own process for handling requests for the approval of FSC trademarks.
[Name and job title] is responsible for seeking permission to use FSC trademarks with the appropriate party at our FSC certifier. It is understood that advance permission for use of the FSC trademark in all product labeling, marketing materials and other uses must be received.

[Company] does not currently intend to use the FSC logo for on-product labeling. However, we intend to use FSC trademarks on our invoices, our website, trade show signage, and for other promotional purposes. [Name and job title] will seek permission from our FSC certifier for each instance of logo usage.

Records of FSC trademark approval will be maintained by [name and job title] for at least 5 years.

Sales and Delivery
Note: To sell a product as FSC-certified, the invoice and shipping documentation must include your company’s FSC CoC code and the FSC claim for the certified product. The language that follows is offered by way of example only – be careful to tailor these procedures to describe your own processes!
The [Company] employee responsible for overseeing the sales, invoicing and shipping of FSC-certified products is [name and job title], who has been trained in these procedures.

[Company] will create a special stamp with our CoC number that will be used only for the invoicing and shipping of FSC-certified products. FSC-certified products will be invoiced separately from non-FSC products. 

[Company] shall include the following information on all invoices issued for sales of FSC-certified lumber:

a) the name and address of the buyer;

b) the date on which the invoice was issued;
c) a description of the product;
d) the quantity of the product sold;
e) reference to the shipping documentation sufficient to link the invoice to the goods received by the customer;
f) The FSC claim for each product (e.g. FSC 100%, FSC Mix Credit) on the invoice on a line-item basis 
Shipping documents for FSC-certified lumber sales will contain all of the same information included on invoices except for e) above.

Invoices for sales of FSC-certified lumber and hard copies of shipping documents are kept on file for at least 5 years.

[Company] does not invoice for the sale of log and chips. Instead, we generate a shipping document that is verified against a statement that is generated by our customer. When we sell FSC-certified products, the shipping document will be stamped with our CoC number and the appropriate FSC claim for the material (FSC 100% for logs, FSC Mix Credit for chips) will be included on the shipping document.

Hard copies of shipping documents for FSC-certified logs and chips will be kept on file for at least 5 years.

Outsourcing
Note: If you wish to outsource some aspect of production to another company (e.g. logging, drying, milling or storage), you must retain legal ownership of all materials, have procedures in place for working with the outsourcing organization (contractor), have an outsourcing agreement with the contractor, and provide the name and contact information of the contractor to your FSC certifier prior to outsourcing. For more information on outsourcing, contact an FSC certifier.
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