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1.0 Purpose
This document describes the procedure for granting, maintaining, suspending,
withdrawing or refusing certification and extending or reducing scope of certification.
2.0 Scope
This procedure applies to all certification services providingiby Global Gateway
Certifications.
3.0 Responsibility
Certifier (on behalf of Managing Director) is responsible injmaking decision for
granting, maintaining, suspending, withdrawing,or refusing certification, and extending or
reducing scope of certification. The certifieris supported by the support staff for all routine
activities. Certifier submits the certificate t0 the client'fer the /management system or
product certified after receipt of approval in the certificate byiManaging Director.
Managing Director is responsibleyfor approving certification certificates and in the
absence of Managing Director,dhe Cettifier shall signed on behalf.
The Lead Auditor, after pefforming,audit,is responsible for preparing and submitting the
complete audit documents as well asother relevent documents or supporting documents
to the Certifier.
4.0 Description ofyActivity
4.1 Receipt and review of Evaluation Report
411 Upon geceiving the complete audit documents from Lead Auditor, the Certifier shall review
the documents. Subject toithe scheme requirements, the documents shall consist of the
following,typically:
a)), auditireport
b) “audit plan
¢). audit checklist
d)attendance sheet
e)\ corrective action report
f) others supporting documents or notes deem necessary
g) client signatory
4.1.2 All the documents shall be reviewed by the Certifier for completeness as well as signature
of Lead Auditor.
4.1.3 If required, the Certifier may consult Managing Director and Technical Experts for such

review
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The Certifier should conduct a technical review on the draft report prepared by Team
Leader/Lead Auditor. An Audit Report Review Checklist Form (F34) should be used to
record the review outcomes. If deviation was found, the Certifier shall seek clarification
from the Team Leader/Lead Auditor to request for rectification. Among others essential
aspects to take into consideration during the review are,

a) confirmation of the scope of certification

b) closure of non-conformity

¢) compliance with the standard requirements
d) compliance with the scheme requirements
e) any known adverse issues

The Certifier shall then make the certification decision, within, a ,feasonable“time. The
Certifier shall not be the same person conducting agdit and'shall not delegate the decision-
making authority to the third party.

Granting of Certificates

The certification certificates shall only be issued to the clients once,

a) The decision to grant ©r extend the scopelof’ certification has been made by
Certifier. Certifier shall approve the report by including Certifier signature on the
first page of the report.

b) Evidence of non=cenformity raised hasbbeen closed out and verified by Lead
Auditor.

c) Recommendation by Lead Auditor“that, certification requirements have been
fulfilled,

d) Payment for certification has'been made.

The certificationieerificates shallbe prepared upon successful of the initial audit, extension
of certification scope or‘ecompletion of triennial / surveillance audit. The Certifier shall
ensure that,

a) Using the right standard certificate template.

b)Y Numbering the certificate according to QP01 Document Control procedure
¢) “Alllogos used to follow the scheme owner or accreditation requirements
d)\ AlFinformation in the certificate and annex are correct

€). \Printing certificate on the standard type of paper quality

f) “Update client’s records

The hardcopy signed certificate shall then submit to the client with following where
required,

a) cover letter from Global Gateway Certifications
b) certificate
c) rules accompanying the mark and logo (F36)
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d) softcopy of the logo
e) customer survey form (F37)

MSPO Logo Issuance

Certification marks related to the MSPO Certification Scheme can be fixed to a product to
indicate that the product originated from an oil palm planted area certified to the
requirements of the MSPO Certification Standard. The MSPO Logo is a registered
Trademark in 4 different categories in colour variant or monochrome with the no.
2014000761, 2014000763 to 2014000769, under the ownership-ofythe 'scheme owner. It
is vital that the logo is used correctly to safeguard the integrity'and credibility of the MSPO
Certification Scheme. This section provides the authoritative basisfor the seheme owner
in managing the use of the MSPO Logo and to guide users omthe use of the MSPO Logo.

Logo Coverage

The MSPO Certification Scheme is a single-issue'labelling secheme;ithe claims of which
only concern sustainable oil palm management."Sustainable oil'\palm management is the
process of managing oil palm planted areas to achieve one or more clearly specified
objectives of management with regard to the, production‘efya,econtinuous flow of desired
palm oil products without undue reduction ofiits inherent values and future productivity,
and without undue undesirable effeets,on the physical and social environment. The MSPO
Logo only places a claim on the@il palm products thatisi€overed within the scope of MSPO
certification.

Ownership and Usage,ofthe MSPO Logo
The MSPO Logo isfa copyright materialiand Trademark ™ registered by the scheme
owner. The use 6f MSPO Logo, and related MSPO claims in Malaysia and globally is
regulated and.governedby the scheme@©wner. Unauthorised use of this copyright material
is prohibitedfand may leadto legal action.

Role of Accreditéd'Cettification'Body

a) GlobalGateway Certifications which undertakes an audit of a management unit and
grants certificate _isqresponsible for the verification of the use of MSPO Logo and
relatediclaimsby,the relevant Logo User. Verification audits are carried out by Global
Gateway Certifications to ensure compliance with the use of the MSPO Logo and
related claims.

b) GlobalGateway Certifications shall raise Major Non-conformity if found unapproved
and/or noen-conforming uses against the requirements of the MSPO Logo and its
Trademark by the Certificate Holders and report unapproved and/or non-conforming
uses against the requirements of the MSPO Logo and its Trademark to the scheme
owner within 7 working days. The scheme owner will evaluate the unapproved and/or
non-conforming uses of the MSPO Logo to determine whether further action, including
legal action, is required.

c) Upon its client organisation who has undertaken to enter into a Logo Usage License
Agreement with the scheme owner, Global Gateway Certifications need to ensure
the following:

i. The Logo User shall make available the up-to-date agreement between the Logo
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User and scheme owner to Global Gateway Certifications during the audit for
verification or as and when needed;

ii. The Logo User complies with the use of the MSPO L ogo and related claims;

iii. Examines the system by means of which the Logo User keeps records on how the
logo is used and, in the case of products, the production volumes of products
marked with the Logo; and

iv. Includes the unapproved and/or non-conforming uses againsithe requirements in
this document of the MSPO Logo in the audit report OR audit summary report.

4245 Logo Usage and Claims

a) Off-Product Use
i. For off-product use, Logo Users must use the logoiwith theilogo license number
that is issued as below:

MSPO/1-1-1

ii. The logo for®ff-productadse shall adhere to MSPO Logo Reproduction Tool Kit with
the exception‘of the size of the logo, which shall remain flexible and legible.

4.3 Maintaining/Certification

4.3.1 For maintaining, the,certification, the periodic surveillance audit is conducted as per
details given in the"procedure for the periodic evaluation.

4.3.2 Based on\the“suiccessful periodic evaluation, the certification is maintained till the next
periedic evaluation.

4.4 Suspending certification
441 Thefellowing reasons are considered grounds for suspension:
44.2 Voluntary suspension, when the certified clients voluntarily request Global Gateway

Certifications for suspension, with valid reasons such as:

a) change of management system or production or services facility location

b)  organization restructure that affect the implementation of the certified mandate

c) internal audit shown that major breakdown of the certified system
implementation
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d) production or services to be halted within limited period of time

Global Gateway Certifications may at their discretion suspend certified client for a
maximum of six months period with the following condition;

certified system persistently fails to meet the conform standard requirements
ceases to supply product or services of the certified quality foran extended period
of time

non-conformance(s) or effective corrective action_not implemented within a
specified time period

fails to comply with the certification requirementsand the terms angd, conditions
stated in the certification contract agreement

fails to meet financial obligations to Global Gateway Certifications

existence of a serious complaint, or a large number of‘second or third-party
complaints, which indicate that theeertified\products ok, services of client is not
being maintained

fails to address any complaint against the products Or services of the client
brought to the attention of Global Gateway Certifications

denies reasonable access.to auditors'during audits without valid justification
misuses certificate or the 'mark, symbol,“logo. and appropriate corrective actions
not taken within the_specified time period

if there has beenany otherwiolation of the certification scheme requirements

if the certified €lient does nat, allow surveillance or recertification audits to be
conducted at'the planne@frequencies

existencedof a serious complaint,jer a large number of second- or third-party
complaints, which indicate thatythe quality management system is not being
maijntained.

client does not allew routine surveillance to be conducted at the required
frequency.

infringement by the client of any contractual conditions between the client and
Global Gateway Certifications

unableler unwilling to ensure conformance to revisions of standards.

any othersivalid justification made by Global Gateway Certifications’ Certifier
that could affect the certified scheme implementation.

Suspends, withdraws or reinstates the certificates for Management Units and notifies the
scheme owner within two (2) working days thereof; this includes changes concerning the

validity'and scope of the certificates. Provides complete and accurate monthly information
onupcoming scheduled audits and also notifies the scheme owner and AB on any changes
of the full time and freelance auditors. Informs the scheme owner and its clients about
any change on its accreditation status. In the event of suspension and/or withdrawal of
certificate, Global Gateway Certifications shall inform the scheme owner and their
certificate holders within 24 hours from the effective date and justification of suspension
and/or withdrawal. The scheme owner may instruct Global Gateway Certifications to
suspend or withdraw a certificate. In such cases, Global Gateway Certifications will

implement the request within two (2) working days.
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4.5 Withdrawing or refusing certification
451 Withdrawal means the cancellation of the certification.
452 The certification at the discretion of Global Gateway Certifications shall be withdrawn

or refused for certification on the following condition,

a) voluntary requests made by the certified clients

b) failure to submit the corrective actions within the given, period of time from the
date of evaluation

c) failure to resolve issues that have resulted in the suspension

d) submitted evidence found to be fake

e) surveillance audit shown numerous nonconformities of major issues

f) certification certificate validity period expired

g) fails to meet financial obligations tofGlobal'‘Gateway Certifications

h)  infringement by the client of any eontractual“eenditions between the client and
Global Gateway Certifications

i) certified clients use the certificationyto undermine the reputation of Global
Gateway Certifications

i) continuously use of the certification for prometion during suspension

k)  improper use of the,certificate, symbol or logo not remedied to the satisfaction
of Global Gateway Certifications

) certified clients“unable to conform teljthe standard, scheme or accreditation
requirements.

m) existencé ofya serious,complaint,“or a large number of second- or third-party
complaints, which indicate that’'the quality management system is not being
maintained.

n) client does not allew routine surveillance to be conducted at the required
frequency

0) | any others valid)justification made by the Global Gateways Certifications ‘s
Certifier that could affect the certified scheme implementation

4.6 Reducing or Expanding Scope of Certification and other changes in certification
461 Redugtiontin scope of certification is possible in the below circumstances:

¢ ““Any of the management system, product or services of the present certification fails

to comply with the relevant requirements.

o> Client may require voluntarily withdraw the management system, product or

services from the present certification.
46.2 Expansion in scope of certification is possible in the below circumstances:

Client voluntarily or conditionally intents to add new management system, product
or services in the present certification.
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46.3

46.4

4.7

Apart from the above, Global Gateway Certifications shall make changes in certification
after satisfactorily reviewing the relevant documents, due to following conditions;

change in client’s ownership

change in client’'s company name

change in certified unit location

increase or decrease in locations (opening / closing of site etc:)
adverse findings from surveillance audit

repetitive failure in meeting the certification requirements

The decision to change shall be made upon the surveillance, reeertification or special audit
and will result to,

a)
b)
c)
d)
e)

revise certification certificate (subjecttemapproval by Managing Director)
reduction in the scope of certification

expansion in the scope of certification

revise contract agreement

public information

Conditions while under suspension/which leads to withdrawal

The following actions shallibe taken during the'suspension or withdrawal conditions,

a)

d)

A notification‘of suspension may be published at the discretion of Global Gateway
Certifications if a reply tothe letter accompanying notification not received within
fifteed "(15) daysa, Suspends, withdraws or reinstates the certificates for
Management Units and notifies the scheme owner within two (2) working days
thereof; thistin€ludes changes concerning the validity and scope of the certificates.
The client's response to the accompanying letter will be reviewed and the
proceedings may be put on hold while clarification is sought.

Where mutually agreed-upon corrective action is to be implemented, a time period
for implementation will be specified and a verification of the corrective action shall
be conducted. This may be the subject to a special visit or of review of submitted
evidence, at the discretion of Global Gateway Certifications. Should the
corrective action not adequate or not completed within the given time period,
certification will be automatically suspended.

In the case of serious circumstances, Global Gateway Certifications may invoke
suspension during the period pending the implementation of corrective action.

Where suspension has been imposed, unless otherwise specified, the client must
advise Global Gateway Certifications every fifteen (15) days of the current
situation of the corrective action plan. Failure to meet this requirement will result in
cancellation of client’s certification.
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f)  where suspension has been imposed due to failure to conduct surveillance audit,

the client shall give justification for failure and propose suitable date. The date shall
not be later than 6 months from last audit date, otherwise Global Gateway
Certification shall withdraw the certification. Extra audit man-days may be required
and added to routine surveillance days.

when corrective action to resolve the problem(s) taken by the client has been
verified, certification will be resumed. The period of certification will not be revised
to cover the period of suspension.

Withdrawal of certification shall be imposed where, following\ suspension of
certification, the client fails to respond to Global Gateway, Certifications within
the fifteen (15) days grace period or fails to implement corrective action within the
agreed time period.

In extreme circumstances, Global Gateway Certifications may impose the
withdrawal of certification with immediate effect withoutyrecourse to initial
certification suspension.

Withdrawal of certification will require the clientyto assume the status of non-
approval and return all certification documentation” to Global Gateway
Certifications

Use of certification documents, symbols, orleges’by the client following certification
withdrawal may result,in legal action being taken against the client.

Re-approval aftef certification.cancellation will be on the same basis, and follow
the same progéss, as thatiof initial application for a new client. This will require a
full assessment, withioptional decument review at the discretion of Global
Gateway/Certifications.

The de-certificatiomwill be published as a separate list and will be available at the
Global Gateway Certifications office and made available upon request.

Certifier shall“'remove the companies where the certificate has been withdrawn.
During suspension, suspension remark shall be placed in the register of certified
client.

The cliént filegyfor all withdrawn cases shall be archived for a period of 3 months
and then destroyed.

Theclient has the right to appeal any decisions of Global Gateway Certifications
and alcopy of the appeals procedures will be made available upon request.

Re-instatement of certification

Reinstatement shall be made once the certified client has taken appropriate corrective
action prior the expiry of the suspension period. Evidence of such corrective action shall
be reviewed by the Certifier.

Reviewing shall be undertaken to determine whether the conditions for reinstatement have
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4.8.3
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4.8.5

5.0

6.0

7.0

been satisfactorily fulfilled and the associate risks are manageable.

The Certifier shall the notify the client that the suspension has been lifted and the
certification is reinstated.

Clients suspended due to obligation of certification fees shall be reinstated immediately
upon received of the outstanding amount.

A new application is required when the client’s intent to reinstate after it has been
withdrawn and a new certificate shall be issued out upon successflal,completion of the
certification process.

Reference
ISO 17021:2015 Conformity assessment —Requirements for bodies providing audit
and certification of management system

ISO 17065:2012 Conformity assessment — Requirementsforbodies certifying
products, processes and services

MSPO Certification Scheme Decument
QMO01 Management System Manual (Ref,Std ISO 17021)
QMO02 Management System Manual (Ref. Std1SO 17065)

Enclosure

Nil

Formats\/ Exhibits

F38 CertificateFormat

F34 Audit Report Review Checklist
F36'Rulesifor Use of Certification Mark and Logo
F37Customer Satisfaction Survey form
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