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” N TOCETHER
Audit Preparation Document & % & 4 L | sustainagiLTy

The purpose of this document is to provide you with guidance on preparing for a TfS audit, and to act as a support tool for the auditor during the audit. In this
document you will find the following information:
HEAFAE A PRIt TES #FZN9155], JAlT, B2 F % s it CfF TR . X s LT A2
1. General Information: Complete this general information about your site.
ARG G EA I TER 5
2. Audit Preparation Checklist: Lists the steps you need to take before an audit.
HREHIER : T F R 7 Boe ) L1 F 5
3. Document List: Documents that may be requested by the auditor during an audit (Sections for: Management, Environment, Health & Safety, Labour &
Human Rights and Governance). Please indicate which of these documents are available, if documents are not available please suggest alternative
documents. Note that auditors have the right to request and review other documents that are not included in the list.
KIEEH . G B F R I (GF . BH, HEE, @FLE, FLRAR, BAMEFE) o« 5w 2 a G i il i s E €
IBIEE, Hi A RER FEANCATFEINZ R TN
Please send the completed document back to the auditor before the audit takes place.
(When printing please ensure you select the entire workbook (7 pages))
JTHI TR T (7 0D

General Information £ A&E R

Facility Details T) /£ 8

Company Name: Duns/Tax number:
Ak A FR 5

Parent Company Name:

RYAREZS

Contact Person: Phone number:
IISIN BRI

Address (Street, number):
bk (BE, TS -

City: Zip Code:
IR : M T 2R L -
State/ Province: Country:
itke) [ -
Email:

HIA -
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Audit Preparation Checklist HIZHE&KRER

Below is a summary of the actions that should be completed prior to a TfS audit. Please confirm that these steps have been completed.

DFRTFSH R mE RN ETE L . EHARLTPERERM .

Activity 1750 Completed? E.58 5 ?

Audit firm has been selected from preapproved auditor list and contractual terms agreed
W ARZGA%HK, TIZAAFRIRH LR

Data sharing agreement signed and sent to the (lead) auditor

B BRI AR A% R

Audit date, incl. starting and completion times, agreed with the audit firm and confirmed by you
L8N m RN S A% H Y, B4 B A AR 45 SR ]

(Lead) Auditor informed about relevant safety requirements, e.g., need for personal protective equipment
(PPE) 5 I oH % U AR R o A e 2 R, Bl N 75 EEAR BL AN A B 37 ) ot 58

A list of the most hazardous materials and their maximum permitted quantities sent to the (lead) auditor

17 B A% DA SR A0 LR S BB 2 Hodm K Se VORI i

A site map and floor plan(s) of the production site and relevant buildings sent to the (lead) auditor

I A% A PR R R IRT S T XS 5 A X R A ]

Access to all site areas and relevant documentation ensured for the (lead) auditor
TV FR A% 5 Ml BT X3 B O SO A 35 17 T AL R

Management and employees informed and briefed about audit date and focal points

HAVE BN AMARR T, A E S S T YA

Availability of management and key staff ensured for the audit day(s)
Tf D T A 300 ) Aol 8 3823 R 2 A B A el

Union or worker representatives informed about the audit
AT A TR

Room for the auditor (team) provided

T 7 (ED A TES

Send this completed document (in full) to the (lead) auditor
SEREIAE I SR IR AL A R 4 A
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Document List: Management

B
Document

Xt

Management in Charge & #/f

Organizational chart (including names and responsibilities)

YL P (BRI A4 5T 4E)

Version 1.0

Available?

AR

http://tfs-initiative. com/

Indicate whether the documents below are available. Adr ~ ~
comment if an alternative document will be provided. '

~, ! SUSTAINABILITY

Alternative / Comment

FAhmT B R R

Role/task description (for each position listed in the organizational chart)
IRTTES5 1R (T3 LG5 K 1 5] H E A AN R AL
Management Systems, Policies & Continual Improvement

EEAR, BORAMFENERRE

Third party certificates, e.g. in relation to

- Quality Management (e.g. ISO 9001)

- Good Manufacturing Practices (e.g. GMP I1SO 22716)
- Environmental Management (e.g. ISO 14001, EMAS)
- Occupational Health and Safety (e.g. OHSAS 18001)
- Labor Standards (e.g. SA 8000)

- Other

=I5, il

- EE (19140 1SO 9001)

-RAFAE S IE (141 GMP 1SO 22716)

SR (flin 1SO 14001, EMAS)

IR0 A R F 224 (Bl OHSAS 18001)

-55 LhsdE (941 SA 8000)

-t

Documented management commitment/policies regarding sustainability
issues, e.g. in relation to

- Environmental Management

- Safety, Health, and Security Management

- Labor Conditions and Employee Relations

- Community Relations

- Anti-Corruption and Compliance to law

- Quality Management

T AT R e M SO B TR, Sk R E):
-FR B

224y, R AR

SRS R TR AR

SHEX KR

-G R

-

(Third Party) certificates/other relevant documents that demonstrate
compliance with relevant regulations, e.g. in relation to:
- Environmental Management (e.g. ISO 14001, EMAS)
- Occupational Health and Safety (e.g. OHSAS 18001)
- Labor Standards (e.g. SA 8000)

- Community Relations

- Anti-Corruption and Compliance to law

- Good Manufacturing Practices (e.g. GMP SO 22716)
- Quality Management (e.g. ISO 9001)
UEMFF A A RHUE R GB=T7) RS AbAH S SO
SIAEERE (4 1SO 14001, EMAS)

TP A J 224 (Bl OHSAS 18001)

-55 LAsdE (941 SA 8000)

SHEX KR

-SSR

- R IE (141 GMP 1SO 22716)

- B (9140 1SO 9001)

Documented targets to improve performance in sustainability areas
considered relevant by the company, e.g.

- Environmental Management

- Safety, Health, and Security Management
- Labor Conditions and Employee Relations
- Community Relations

- Anti-Corruption and Compliance to law

- Quality Management

A FIAE ] R A U SO H AR,
SR

-2 A, AR RREDA B 2 (G B

55 EAAT R AR R

XL R

-G A

-

Documented performance indicators and reports with regard to the
monitoring of carriers, suppliers, distributors, customers, contractors,
and third party providers e.g. in relation to

- Environmental Management

- Safety, Health, and Security Management

- Labor Conditions and Employee Relations

- Anti-Corruption and Compliance to law

- Quality Management

KT WPAZN, PERR, 48, &/, ARG =J5 fERr rid
TSR bR AR

SR

-2 4, AR DA B i (R

- AT S R R R

SHEX R R

-G R

R
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Document List: Management

Report on nonconformities compiled by third party auditors

EEvi PNGE L RN
Training#&ill

Documented procedure for identification of training needs

R F R AL IL %

Version 1.0

Available?

AR

http://tfs-initiative. com/

Indicate whether the documents below are available. Adr ~ ~
comment if an alternative document will be provided. '

~, ' SUSTAINABILITY

Alternative / Comment

FAhmy B R B

Process description to review training needs and adapt training
accordingly

AR R, IR A BRI R

Training schedules
Bl )2

Statistics of all personnel trained vs. total employees

FrAT AT ERI G 5 5 TR Bl e i

Training documentation (incl. attendance list) of training provided to
employees /contractors/third party workers, e.g. in relation to

- Environmental Management

- Safety, Health, and Security Management

- Labor Conditions and Employee Relations

- Community Relations

- Anti-Corruption and Compliance to law

- Quality Management

NG AR AL =05 T ARSI 0 B ISR g sfe (BL & N B2
HH), IR AR B

-PREEE B

A, ERELL R TR B
- AT SR RO R
X OE R

- RS A
R B

Supplier and contractor portfolio overview (including origin of suppliers)
7 i 5 A 25 A 7 £ R VD

Business Partners / Supplier & Contractor Management Y45 & {EAk$E/8E R SR AR S

Supplier Code of Conduct and evidence of adherence

ISR A7 T 57 388 < DU ¥ 0 40

Records of supplier / contractor selection and evaluation

PRSI /R G R PR RIS

Records of supplier / contractor audits and consequences

AT NN ST ST

Information material / trainings provided to suppliers / contractors

PRGBS /R LR 5 SR I

Process to cross-check against international/regional/national sanction
party lists (e.g. lists related to product risks (e.g. arms and weapons) or
country risks (e.g. terrorism))

o I/ X Jsl [ 5 i 44 Bt AT 28 SO ATRORE R, SR TR A
SRES) B SRR (i SO D
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Document List: Environment
BFi%

Document
XA
Environmental Compliance R &R ER

National legislation and relevant permits / licenses with regard to
environmental protection relevant to the site, e.g. in relation to:

- emissions to air or ODS

- wastewater management & waste

- nuisance (noise and odor)

- land use and biodiversity

- contamination

- spills or other discharge of hazardous substances, chemicals or waste
- storage or use of hazardous substances

AV S TR W E SV RSV RE , ot R F

-5 QR R B A

PR IR 9

HE (M AR

-hHE SR E R

MR B FIRT A6 R TR

A A FWR KRS

Waste K3

Records or reports on the types of waste produced by the site

il i 7= A B A SIS B

Version 1.0

Available?

AR

http://tfs=initiative. com/

Indicate whether the documents below are available. Add a
comment if an alternative document will be provided. ' ~

¥ susTaNaBILITY

Alternative / Comment

FARFT BRI 2R

Permits, e.g. in relation to:

- legally approved waste disposal facility
- waste handling

- waste contractor license
IRFVHAT AT, R R E
-CEVEAEN R R R AL B

IR FAL

IR FEAE R B R IV AT E

Certification of professional waste management of external waste
contractors 418 & 747 7K (L 1 114 K 7 A AR BE 5 BIEFS

Audit reports of external waste contractors

G R A AR BT ) o AR

Water and Wastewater

Relevant licenses/permits, e.g. for water extraction or discharging

wastewater AHCVF RIE /AT, Qi EUK EF B]IE 5 /K HERGIE B

Documented samples/tests of wastewater

JRIK (I RAE RS A

Documented on-site water use (by water source)
WK OKIED

Documented procedures established and followed for water
management

Documented targets and monitoring results to reduce water
consumption

Documented protection concepts for wastewater effluents and leakages
(wastewater data report)

SR PR ACHEO S MR 77 T P L ORGP i (K B R D
Soil and Groundwater 3% % i F K

Documented impact assessment with regard to site operations on soil
and groundwater (e.g. groundwater contamination )

KT IR T KIS PP SCPE - it FOKT5 3D

Documented procedures to reduce impacts on soil and groundwater
DR R K S R SO

Emissions to Air and Climate Change &S ESHRX 55 &21L

Emission data report, e.g.

- emission sources

- types of emissions to air identified
- fugitive emissions

e, il

-HEIGR

PR

-GS

Documented procedures established and followed for emission
measurement & HEBCR 1 7E 5 83 AR S0
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Document

s

Documented emission reduction program for greenhouse gas emissions
(including reduction targets and monitoring results)

i F R KRS (B E F AR R4 2R )

Version 1.0

Available?

AR

http://tfs=initiative. com/

Alternative / Comment

FAA B R

Documented samples/tests of emissions to air/% < ke /M 10 3%

Inventory of equipment that contains ozone depleting substances
A VAR R A5 AT B
Energy BEJE

Documented monitoring and tracking of energy consumption
AEVEVHAE SR BRIT R

Documented share of renewable energy out of total consumption
T AR R YRS FH 2R I AT %

Site energy audit reports #l7 R8I 7 ik
Land Use and Biodiversity 37 Fl 54 ML i

Documented impact assessment with regard to site operations on
designated protected areas or the ecosystem (plants, animals and
microorganisms)
ﬁ%ﬁﬁﬁ?&i{%ﬁBﬁi?&%%ﬁ@%iﬁ%ﬂﬁﬁﬁ)’cﬁ i, s
f )

Documented control measures to minimize impacts on land use and
biodiversity & & /b %f - H8 FH BA S A= 40 2 B A S 18 SCA A ) 4
Nuisance (Noise and odor) %3t (B F15% )

Documented procedures to manage/reduce potential harm from
nuisance

BB DV S IR SRR

Noise map/documentation of potential sources of noise

e P ) 20 A1 B T

Odor map/documentation of potential sources of odor

AR ¥ 70 A7 P

Documented systems or procedures for managing/reducing the
potential of the site to cause nuisance

B BRI R R S

Instances of complaints due to noise an odor

[ESL SR U R F i e RPN 53
Hazardous Substances £ E#Hi
Hazardous Substances Inventory 4 % 45 i .

Documented procedures/policies on storage, labelling and handling /
use of containers for hazardous materials

KT SER A, B S AR T (R P SO /B

Incident reports and consequences with regard to leakages, spills or
other unintended discharge of hazardous substances, materials to the

environment A E YT /ARHIE R R SRR Ok
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Indicate whether the documents below are available. Adc ~

DOCu ment LiSt: Health & Safety comment if an alternative document will be provided. '

i R &4 .

' SUSTAINABILITY

Document Available? Alternative / Comment

Xt BRI ? FLABAT A | 2R

Product Safety = %4

Registration of products according to the destination country's legal
requirements, e.g.:

- REACH (Europe)

- TSCA (US)

AR 1 [ 5 10V R SR BEAT 17 e, 91

- REACH (ki)

- TSCA (3:[H)

Material Safety Data Sheet (MSDS) for all hazardous materials,
substances, raw materials, intermediates and final products
PR HEIL, DB R R A AROR s 4 i AR 2 e B R
(Material Safety Data Sheet - MSDS )

Documented procedures to acquire Material Safety Data Sheets (MSDS)
from suppliers FRELHER B HE L AOA Rl 2 &8 di % (MSDS) HIfE T

Transportation Safety Z#i &4

Documented policy/procedure for safe transport of chemicals
A 2 B i 2 A B TRE TP
Documents for consignment of dangerous goods f& [ i1z #AIE

Documented policy/procedures/checklists for loading and unloading
operations % EIMEMV B /F2 )7 1K AR

Documented policy/procedures/checklists for filling and discharging
operations i 5E FBCR R EBUR T2 7 IR A R

Shipping documents iz ¥4

Process Safety and Storage T2 %41k

National regulations for processing and storage of hazardous substances
A AN TR A 1 [ S

Permits to process and store or use hazardous substances
A AR RS REAT B AR T ) IV RTE

Documented policy/procedures/checklists to manage hazardous
substances, i.e. to ensure process safety and storage
YR E B EOR R R AR

Documented policy/procedures/checklists to label and separate
hazardous substances

A FEWTARRG 5 S IBOR PR ER

Pipe & Instrumentation Diagrams / Documents (P&IDs)

L EM, A

Schedule for maintenance and inspection

Yi4p SR BT RIR

Documentation of formalized safety reviews

IERU 22 A A S

Specifications (e.g. pipe service index) for materials and components
MORPR AR IS (i IS5 140

Documentation on ex-classifications

il 23

List of substances and quantities currently in stock

PEAT

Occupational Health and Safety

Risk (Exposure) Assessment on OHS risks
MR A R 22 4 JRAURS: DAy LA B2 T 5 e

Documented measures taken to control/mitigate identified risks
o LR RIS PR 2 i 8 Tt

OHS and hygiene manual and/or procedures
TR0 i B 22 4= A0 TAE Tt 27

Records of accidents Hfifiric %

Records of work-related injuries T.1jiic.5%

Documented measures to prevent accidents % 4= N 2 i %

Documented +A29:A31 policy/procedures defining use of Personal
Protective Equipment (PPE) AN ABi4/ H & (PPE) i F E /125

Documented policy/procedures defining handling of hazardous
substances A 1 AL B BUR /TP

Documented policy/procedures defining manufacturing instructions

AR PR L
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Document List: Health & Safety
R R & A

Document

Xt

Rules and procedures on entering specific facilities only with a confined
space entry permit, e.g. in relation to

- confined space entry

- hot work

- elevated work

- groundbreaking

- high voltage

"M ZPURE A S R R HENAIE R HE N BERE IR RN R E AR 4
-HEN 2R ]

(a2

(N

oI R (Y4

- R A

Emergency Preparedness N &R
Written emergency procedures/emergency evacuation plan

RELENCSTE Pl g ]

Version 1.0

Available ?

AR R ?

http://tfs—initiative.com/

Indicate whether the documents below are available. Adc ~
comment if an alternative document will be provided. ' TOGETHER
' SUSTAINABILITY

.,

Alternative / Comment

FLABAT A | 2R

Site emergency response/evacuation plan H{37% % & 5 /g T &)

Fire drill record Ji5Bjj {5 > i 5%

Documented inspection of all fire fighting equipment (e.g.
alarms )/certificates fir VM B it (i) Kodiids/ iE+

Medical Care EJT{R{2

Documented medical care programs for employees, e.g. prevention
programs
TR RS ABORRY S Gln vl

Security {#%

Description of the site security, e.g.
- organizations involved

- tasks to be performed

AP BIAR I il
-1

- BT
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Indicate whether the documents below are available. Add : b

DOCU ment LiSt: Labour & Human comment if an alternative document will be provided. ' TOGETHER ]
- - ' SUSTAINABILITY
Rights

Document Available? Alternative / Comment

P AR FARTT B 2R

Child Labor ET.

National legislation with regard to child labor (definition minimum age,
definition of hazardous work)

KT ETINEFEM (RONERIE S, fER RO E O

Company policy on young workers and/or apprenticeships (if applicable)
WA AR LR BRI A R EBOR. CUni& LD
Birth certificates/ID cards 41 W 55 £ f73iF

List of children/young workers I/ 4F 1 4

Documented communication to staff and interested parties concerning
child labor policies and procedures

KT B TR BRR PP AL IR 45 e 545 R 2 A 55 (K W S A

Labor contracts (sample), records of wage payments, accounts, etc.
provided by the company 558 [/, T#idat%

Records or timetables of work/transport/school time
ER(ENIES
Information/ policy for your supplier with regard to young workers

TR R AR AR LA AR S JBUR
Forced and Compulsory Labor &l %53)

Labor contracts (sample) 75z £ [

Security guards policy i 2l
Working Hours T{EHtd]

Records of hours worked, e.g.

- time card

- attendance records

TAERF SR, flan:

- AR

- EE LR (RRAIE 134N A E st

Compensation policy/scheme #& B 5

Minimum Wages &% T.%

Payroll records (including paid annual, maternity and sick leave)

THds CERREHFR, P EAHEED

Labor contracts (sample) 3584 A (FEA4)

Freedom of Association E H%5#:

Documents related to building of institutional structures that represent
workers i TAGRIEZFR T 1L HH 504
Company trade union representatives' meeting protocols of past year

%R AF TR (f)

Documented policy/procedures against discrimination
RBSARBOR T2

Records documenting cases of discrimination B3 224 ({110 3%

Company slogans against discrimination £z 541 15

Job announcements I /A

Documented grievance mechanism for workers to report cases of
discrimination 5% T R B R A B L

Procedures to encourage employment of women, e.g.
- part-time

- flexible hours

SUIA LRI, Bl

- A

- RGN TAER ]

Page 9 of 12



Together for Sustainability - Audit Preparation Document Version 1.0 http://tfs-initiative. com/

Document Available? Alternative / Comment

P FRASCH? FARFT B 2R

Workforce statistics, e.g.

- presence of minorities

- disabled persons

- women in management

T A G, il

- DEIRIRAEL

;3 IN

- EEE L

Code of behavior/company statements forbidding

physical/verbal/psychological /sexual abuse of workers and encouraging
denouncement

AT 957 0 12w ER AR FE A NI S0l 48 42 1 75
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Document List: Governance

\/
1o A=
Document
it
Business Integrity )V i/5
Policy or documented commitment of top management to prevent

corruption/bribery/fraud
et A LN 7 L G MV f RS kA5 T 7K 1

Version 1.0 http://tfs-initiative. com/

Indicate whether the documents below are available. Add a
comment if an alternative document will be provided. '

| sustamagiLy

Available? Alternative / Comment

H R A FoAta Ay B R

Records of any legal proceedings, e.g.
- cases of corruption

- cases of bribery

AEA ARV RT3, Bl

R

T AT

Documented internal reporting procedure on business integrity

R BB A A 7 A

Documented internal controls, e.g.
- multiple-eyes principle

- separation of functions

- job rotation

ST T 1R A A RSO, Aol
- IR JE

-ERTEAN

- AR R AR

Records of hints/complaints received in past year
eI 25 (1 — 4 BRI - AR R M A (K iE 5%

Training records with regard to corruption/bribery/fraud

5T I I s I R SR BRI D 5

Documented whistle blowing process, e.g.

- internal/external whistleblower hotline

- appointment of compliance partners/ombudsmen

- measures in place to protect whistleblowers (e.g. confidentiality
agreements, protection against sanctions)

SCAALIZEAR, 4l

- BRI AR AL

-E RS EAK RN YR L ST A

ORGP B RN PR LE N RR B B, SO AR )

Special risk areas as concerned; policy and measures to:

- prevent sourcing from civil war zones

- check and suspend business partners against sanction party lists
(arms, weapons, terrorism)

- ensure animal health and welfare

o AR A8 IR 7R b X SR ERE 4 e 5 B0 -

=[5 1 DX P il X SR 5 50

RELEES bR R, 8 BALD Rk A1

KE
- RS M R S AR A

Confidentiality agreements with customers in relation to contracted
products and projects under development (sample)
5% FE T2 7 R IEAETF R I E IR B (FEAR)

Documented policy on fair business, including advertising and
competitive marketing 2A-F38 5 FIBUR XM, AHET SRS E

Record of measures to promote fair business
AR A T28 5 (H i T e 3¢

Disciplinary and Complaint Procedures /2RI FERE

Documented disciplinary procedures to prevent corporal punishment,
physical coercion, verbal abuse

ALPRTE, HBEE, BEHLEANEF

Documented complaint/grievance/appeals procedures
PR FRUFRR T 5%

Records of breaches of the company disciplinary policy
R F A ERBUR IR S
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Indicate whether the documents below are available. Add a

Document LISt_ Governance comment if an alternative document will be provided. ' \i TOGETHER
Y SUSTAINABILITY
d b g .

Document Available? Alternative / Comment
XA A ] FSCHE? FAtR] B AR 2R
Records of appeals against disciplinary procedures and their outcome
WAy TR A R RSO
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