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Disclaimer

While every effort has been made to ensure the information in this publication is accurate, MAF Biosecurity New Zealand (MAFBNZ) and the Forest Product Export Committee (FPEC) does not accept any responsibility or liability for error or fact omission, interpretation or opinion which may be present, nor for the consequences of any decisions based on this information. Any view or opinions expressed do not necessarily represent the official view of either MAFBNZ or FPEC or its members. The information in this publication and any accompanying documentation is accurate to the best of the knowledge and belief of MAFBNZ or FPEC. Neither MAFBNZ nor FPEC accept any liability in contract, tort or otherwise for any loss, damage, injury or expense, whether direct, indirect or consequential, arising out of the provision of information in this publication. 
Endorsement

The amendment of this Template Document has been developed through consultation between MAFBNZ and FPEC. The purpose of this Template Document is to assist organisations document their phytosanitary operating procedures in compliance with MAF Export Certification Standards to become a MAFBNZ Approved Organisation.
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Glossary
FPEC

Forest Product Export Committee
ICPR

Importing Country’s Phytosanitary Requirements

IPPC

International Plant Protection Convention

ISPM

International Sanitary and Phytosanitary Measures 
IVA

Independent Verification Agency

MAFBNZ
Ministry of Agriculture and Forestry Biosecurity New Zealand 
Phyto Ecert
Phytosanitary Electronic Certification
PIPS

Post Inspection Product Security
Introduction

The purpose of this template document is to help you plan and document your operating system to become an Organisation approved by MAF Biosecurity New Zealand (MAFBNZ) to undertake phytosanitary activities on its behalf.
The MAFBNZ export certification system operates through the delegation of authority by MAFBNZ to authorised Independent Verification Agencies (IVAs) and MAFBNZ Approved Organisations to carry out phytosanitary related services and activities on behalf of MAF.

An organisation seeking approval to complete phytosanitary activities on behalf of MAFBNZ must document their procedures which are compliant with the applicable MAFBNZ export standards.  The documented systems will be evaluated by an IVA.  When the IVA is satisfied the systems comply with the MAFBNZ standards they will be recommended to MAFBNZ for approval.

The series of export certification standards can be found on the MAFBNZ website. 
http://www.biosecurity.govt.nz/regs/exports/plants/stds  
The Plant and Forest Export Certification Standards include the following

1. System Overview and Requirements

2. IVA Requirements

3. Organisation Requirements

4. Technical Requirements: Phytosanitary Inspection

5. Technical Requirements: Phytosanitary Documentation (Phyto Ecert)

6. Technical Requirements: Pest Survey

7. Technical Requirements: Registered Certification Mark (ISPM 15)

8. Treatment Supplier Programme: Overview and General Requirements

9. Treatment Supplier Programme: Requirements for the Supplier of Official Treatments

 The contents of your documented system may include one or more of the above standards, depending on the phytosanitary requirements of the organisation you want to get MAFBNZ approved.
Pre requisite reading

Before using this template document it is recommended that you familiarise yourself with the key MAFBNZ Export Certification System Standards which are described in Table 1 below.

Table 1 MAF Biosecurity New Zealand Export Certification Standards

	Short Title of Standard
	Description

	System Overview and Requirements
	An overview of the policies and general requirements for the MAF Biosecurity New Zealand Export Certification system,

	Organisation Requirements
	Specifies the minimum system and technical requirements that must be met by MAF Approved Organisations undertaking export certification activities to achieve and maintain approval by MAF Biosecurity New Zealand.

	Technical Requirements
	Specify the minimum requirements for the completion of specific phytosanitary activities

· Phytosanitary Inspection

· Pest Survey

· Phytosanitary documentation (Phyto Ecert)
· Registered certification mark (ISPM15)

	Requirements for Supplier of Treatments
	· Organisations using treatments should read this standard.


Instructions
The following sections are designed as a template document which (if being used) must be tailored to suit each individual organisation seeking MAF approval.

If you do chose to use the template as the basis of your system, you will need to work through the sections completing the relevant sections (highlighted in italics), and adding (or removing as appropriate) any information as relevant to reflect your organisations operating system.

It is important to note that the following template system may not suit every business and the system MUST be tailored to suit the organisation’s operations where appropriate. The template should be completed in conjunction with the relevant technical standards and ensure that all relevant clauses are addressed.
The requirements under the MAF Export Standards are a minimum requirement for your organisation’s documented system only.
MAFBNZ Approved Documented System  
How to create a MAFBNZ Approved documented system
Step 1:
Delete 3.0 Template (above) 
Step 2: Develop a cover page for your organisation’s system
Step 3: Work through the template customising it to your organisation (this includes the header, which you may build into your document control).  It is important to note that there are areas within this document that need to be tailored to suit your organisation
Step 4: Delete or customise any explanatory information (given in italics and highlighted in blue)
How to Create a documented System under the

 MAF Biosecurity New Zealand Export Certification Standard: 

Organisation Requirements 

Table of Contents (Modify as required)
	Section
	Procedures
	Page 

	Organisation Requirements
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	Organisation System Requirements
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  Management Review
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	15
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	16
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	20

	Audit Frequency and Scope
	  Supplier Audit

  Technical requirements of certification activity options

  Operating Procedures and Process Control

IVA Audit of Organisations

Audit Scope

Classification of Non-Compliance

 
	

	
	Product Pathway and Hazard and Risk Management
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	Phytosanitary Inspection
	
	34
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	52
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	52


	
	
	


System Overview (ORG 3.1 I, ii, iii, v)
Contact Details

	Name and contact details of the Organisation

(Legal identity & Trading names)


	Enter details

	Operating Site(s)
	Enter details



	Postal Address


	Enter details

	Physical Address


	Enter details

	Telephone Number


	Enter details

	Fax Number


	Enter details

	Email Address


	Enter details

	

	Name and contact details of person(s) responsible for:


	

	Management of the documented system

	Insert name of person responsible

	IVA liaison (including commencement & completion of operating periods)

	Insert name of person responsible 

	Audit arrangements

	Insert name of person responsible

	Implementation of contingencies

	Insert name of person responsible


Export Certification Activity Options (ORG 3.1v) 

	Phytosanitary Activity
	(Please tick applicable options)

	Phytosanitary Inspection

	

	Phytosanitary treatments

	

	Ecert

	

	ISPM 15

	

	Pest Survey

	


	Nominated IVA
	Insert name of nominated IVA

	Exporting season
	Insert the time of year your organisation will be exporting. E.g. months, annually, or the month of March for example. Include the countries the product is being exported to.


Operational Site Structure (ORG 3.1 iv) (Modify the following example organisational diagram as appropriate)

[image: image1]
Management Review (ORG 3.2)
Purpose

Annual review of operating system for compliance to MAF Biosecurity New Zealand Phytosanitary Export Certification Standards

Scope 

All phytosanitary activities

Responsibility

Enter the position that is responsible for the management review

Actions

· Review phytosanitary system records
· Inspection records

· Staff training

· Staff competency records

· Technical records

· Audit reports

· Review phytosanitary system for compliance against MAFBNZ standards
· Consider feedback from phytosanitary staff regarding system appraisal 
· Make recommendation for changes

· Submit recommendations to your nominated IVA for evaluation prior to implementation and await IVA comments
· Record actions taken (including date)
· Record that the review has been undertaken. Keep a copy of that record 

Document Control (ORG 3.3)
Purpose

To ensure that all associated documents are up to date and accessible to all relevant staff and approved by MAF Biosecurity New Zealand

Scope 

Phytosanitary procedures manual
Responsibility

Enter the position that is responsible for document control
Actions

· Maintain a master copy of documented system of procedures (insert location where stored, this can be electronic)
· Ensure each page has a unique identifier (describe your system used, e.g. organisation name, version number, date, and page number of the total page number)
· Ensure the amendments to the documented system are approved before implementation (organisation to enter name of person responsible for approving amendments to the system). 
· Issue manual to relevant staff including those staff listed in the register below
· Maintain a register of recipients of procedures manual(s) e.g.
REGISTER OF PROCEDURE MANUALS ISSUED.

	Manual No.
	Employee Name
	Date Issued
	Date

Returned

	1
	Enter employee name
	Date
	  Date  

	2
	Enter employee name
	Date
	  Date  

	3
	Enter employee name
	Date
	  Date  

	4
	Enter employee name
	Date
	  Date  

	5
	Enter employee name
	Date
	  Date  


· Ensure any amendment contains a new unique identifier

· Issue amendments to relevant staff 

· Check and record that manual holders have removed obsolete copies and replaced with the new amendment, e.g.
	Amendment Table

	Version No.
	Section No.
	Changes Made
	Approved
	Date

	Enter No.  
	Enter No.  
	Enter changes made  
	Enter Name  
	Enter Date  

	Enter No.  
	Enter No.  
	Enter changes made  
	Enter Name  
	Enter Date  

	Enter No.  
	Enter No.  
	Enter changes made  
	Enter Name  
	Enter Date  


Maintenance of Records (MAF Biosecurity New Zealand Standard Reference, Organisation Requirements, section 3.4)
Purpose

To ensure that complete accurate, legible records are kept for all phytosanitary activities carried out for a minimum of two years
Scope 

Phytosanitary records
Responsibility

Enter the position that is responsible for maintaining records
Actions
Note: The following records are the minimum to be kept
· Records of the following are located at (state location):
· Current phytosanitary system approved by MAF Biosecurity New Zealand
· Register of competent people and their scope of phytosanitary activity(ies)
· Competency assessments of staff undertaking phytosanitary activities
· Performance of individuals

· All applicable records specified within the applicable technical requirements

· Interceptions by importing countries

· Importing countries requirements from sources other than MAF Biosecurity New Zealand (including import permits)
· Ensure the register of records is maintained (see the following as an example)
	Record

(Insert or remove records as appropriate to your organisation)
	Responsibility

(insert the position(s) responsible for maintaining the record) 
	Where maintained?

(state where record is held and maintained)

	General records
	
	

	Copy of current  Organisation system
	
	

	Register of competent staff including;

· the scope of the phytosanitary activity undertaken, and

·  their competency records
	
	

	Importing country interceptions
	
	

	New Importing Country Phytosanitary Requirements (sources other than MAF Biosecurity New Zealand)
	
	

	Internal audit records (where applicable)
	
	

	New crop host association (where applicable)
	
	

	Interceptions of product by overseas countries
	
	

	Potential issues around certification system (where relevant)
	
	

	Inspection option
	
	

	Non approved Organisations supplied.
	
	

	Inspection records 
	
	

	Post inspection security checks
	
	

	Equipment calibrations (where applicable)
	
	

	Treatment option
	
	

	Treatment records
	
	

	E-Cert option
	
	

	Inventory of security paper usage
	
	

	Copies of phytosanitary certificates and supporting documentation 
	
	

	ISPM 15 option
	
	

	Certification marks/stamps
	
	

	Treatment certificates
	
	


· Store the updated register of records at (state location)

Reports (MAF Biosecurity New Zealand Standard Reference, Organisation Requirements section, 3.4.1)
Purpose

To ensure that reporting to the IVA is undertaken as per the MAF Biosecurity New Zealand requirements
Scope 

Phytosanitary reporting
Responsibility

Enter the position that is responsible for reporting to the IVA
Actions

· Prepare and submit the following reports to the IVA via (state the mode of communication, e.g. email or hard copy)
	Topics ( delete any which are not relevant to your business)
	Time Frame

	Changes to the register of competent staff
	Within 5 working days of the change

	Critical non compliance detections and corrective actions to be applied
	Within 5 working days after detection

	Interceptions of MAF Biosecurity NZ phytosanitary certified produce by importing countries
	Within 5 working days of interception

	Issues raised by importers or other offshore organisations identifying risks relating to MAF Biosecurity New Zealand export phytosanitary certification
	Within 5 days of receipt of issue

	Importing countries requirements obtained from sources other than MAF Biosecurity New Zealand
	Prior to requesting certification

	Number of official treatments 
	Monthly


Staff Competency (MAF Biosecurity New Zealand Standard Reference, Organisation Requirements, section 3.5)
Purpose

To ensure that all staff responsible for phytosanitary activities are able to undertake their allocated phytosanitary activity to the required standard
Scope 

Phytosanitary staff competency assessment
Responsibility

Enter the position that is responsible for staff competency, include the competency required and their job description; and minimum competencies for the position
Identification of competencies and resource requirements

Actions

· Determine the number of competent staff conducting phytosanitary related activities required for your organisation.
· Identify the competency required for each phytosanitary related activity
· Implement safeguards for staff engaged in making phytosanitary decisions from commercial interest in their decisions. 
Competency Assessment
Actions
Document the following procedures; 
· Demonstrable knowledge of MAFBNZ phytosanitary standards and quality systems;

· Demonstrable ability to apply MAFBNZ standards within the Organisations system

· Determine and adopt the following requirements for each staff member undertaking phytosanitary activities for each specific phytosanitary activity;
· Phytosanitary inspection staff, refer section 2.9 of the Technical Requirements: Phytosanitary Inspection
· Post inspection security staff, refer section 2.9 of the Technical Requirements: Phytosanitary Inspection
· Treatment technicians, refer Appendix 3 of the Requirements for the Supplier of Official Treatments
· Registered certification mark applicators (ISPM 15), refer section 6 of the Technical Requirements: Registered Certification Mark (ISPM 15).
· Export documentation staff, refer section 3.5 of the Technical Requirements: Phytosanitary Documentation (Phyto Ecert)
· Engage a competent person (organisation to state the name of a person with a suitable qualification e.g. NZQA registered assessor and NZQA phytosanitary certificate holder, or an authorised IVA) to undertake staff competency assessment 
· Obtain a copy of the assessment record

· Update the register of competent staff in accordance with the assessment record, located (organisation to describe where the register is located)
· Follow the reporting procedure
 Maintaining Staff Competency
· Engage the selected competency assessor to undertake an internal observation of currently registered competent staff undertaking their phytosanitary role (organisation to enter frequency of assessment to be undertaken)
· Assess the internal observation record of competency assessment
· Determine any competency gaps
· Arrange appropriate skill development

· Reassess competency by the assessor (where required)

· Record and report outcomes, in addition to the assessors records
Importing Countries Phytosanitary Requirements (MAF Biosecurity New Zealand Standard Reference, Organisation Requirements, section 3.8.2)
Purpose

To obtain up to date Importing Country’s Phytosanitary Requirements (ICPRs) among other relevant technical requirements applying to the options covered by the scope of your system
Scope

Forestry ICPRs, phytosanitary import permits, work plans for pre-clearance programmes, phytosanitary compliance programmes
Responsibility

Enter the position(s) responsible for obtaining ICPRs
Actions

· Access the MAF Biosecurity New Zealand website at

http://www.biosecurity.govt.nz/commercial-exports/forestry-exports/export-certification-standards 
· Scroll to the country of import
· Scroll to the product type, (e.g. sawn timber, logs, panel products)

· Locate the specific phytosanitary requirements for the product being exported
· Provide the phytosanitary requirements information to the relevant phytosanitary staff for implementation. Note that these requirements are constantly changing, and only the most up-to-date information should be used. (Describe how latest ICPR and import permit information will be attained and provided to relevant staff)
Reference and undertake phytosanitary activities in accordance with requirements contained within

· ICPR’s

· Phytosanitary import permits

· Workplans for pre-clearance programmes

· Special phytosanitary compliance programmes; if applicable
Product Pathway and Hazard and Risk Management (MAF Biosecurity New Zealand Standard Reference, Organisation Requirements, sections 3.8.3.1 and 3.8.3.2)
Purpose

Identification of product pathway, phytosanitary hazards, risks and critical control points
Scope 

Product pathway, phytosanitary hazards, risks and critical control points
Responsibility

Enter the position responsible for undertaking this phytosanitary activity
Actions

· Define and Document the product pathway from point of supply to point of export (see process pathway examples below)
· State on the pathway diagram where the organisations responsibility starts and finishes

· Identify the phytosanitary hazards, risks (e.g. bark, insect, soil and fungi contamination) and critical control points within the product pathway 
· Create a plan identifying how hazards ands risks are managed (see the risk management table example below)
· Develop procedures for each of the phytosanitary risk management activities identified
· Identify and document  contingency measures for any break down in the security of export product that has passed phytosanitary inspection

· Document any corrective actions to bring any non-complying forestry products or operational processes back into compliance  (see the risk management table below)
Process Pathway for Sawn Timber 
(Example for the organisation to change as appropriate, identify where the organisations responsibility starts and finishes and determine the critical control points for the management and validation of phytosanitary risk management activities)

[image: image2]
Process Pathway – Manufactured Exports 

(Example for the organisation to change as appropriate, identify where the organisations responsibility starts and finishes and determine the critical control points for the management and validation of phytosanitary risk management activities)

















Process Pathway – Logs 

(Example for the organisation to change as appropriate, identify where the organisations responsibility starts and finishes and determine the critical control points for the management and validation of phytosanitary risk management activities)


[image: image3]
Process Pathway – ISPM15 

(Example for the organisation to change as appropriate, identify where the organisations responsibility starts and finishes and determine the critical control points for the management and validation of phytosanitary risk management activities)














Example Phytosanitary Risk Management Plan – Sawn Timber
The following are examples that may or may not be pertinent to your site (Note this is not a complete analysis). This example is based on a sawn timber organisation. Each site MUST develop their own Critical Control Point’s (CCP’s)
	Operational Location/ Critical Control Point
	Phytosanitary Hazard(s) 
	Control Measures

(Contingency and corrective action taken to control the hazard)
	Responsibility (only fill out for phytosanitary activities)
	Procedure Reference 

(only fill out for phytosanitary activities)

	Log yard


	Infected logs 

Bark
	Reject and segregate infected logs

Debarker
	MAF Approved phytosanitary inspector or IVA (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Inspection

	Green chain/table
	Infected timber 
	Inspect all boards. Segregate and remove infected boards/packets.
	MAF Approved phytosanitary inspector or IVA (name of person(s) responsible) 
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Inspection 

	Stickering or filleting
	
	
	
	

	Heat treatment
	Temperature not reached or maintained
	Automated temperature control 

Competent kiln operator
	MAF Approved Treatment Provider (name of person(s) responsible)
	MAFBNZ Treatment Supplier Programme Requirements for the Supplier of Official Treatments

	Heat Treatment
	Product traceability is lost
	Reject from export or retreat product
	MAF Approved Treatment Provider (name of person(s) responsible)
	MAFBNZ Treatment Supplier Programme Requirements for the Supplier of Official Treatments

	Preservative Treatment
	Chemical retention not achieved
	Reject from export or retreat product
	MAF Approved Treatment Provider (name of person(s) responsible)
	MAFBNZ Treatment Supplier Programme Requirements for the Supplier of Official Treatments

	Preservative Treatment
	Loss of product traceability 
	Reject from export or retreat product
	MAF Approved Treatment Provider (name of person(s) responsible)
	MAFBNZ Treatment Supplier Programme Requirements for the Supplier of Official Treatments

	Planer outfeed
	Infected timber 
	Timber inspected for infection (bark)
	MAF Approved phytosanitary inspector or IVA (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Inspection  

	Non compliant  wood packaging
	Uncertified packaging being used
	Only use ISPM 15 stamped packaging
	MAF Approved ISPM 15  Certified Mark Applicator (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Registered Certification Mark (ISPM 15)

	Registered cert mark (ISPM 15 application
	Loss of traceability to treatment
	Reject from export or retreat packaging
	MAF Approved ISPM 15  Certified Mark Applicator (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Registered Certification Mark (ISPM 15)

	Registered cert mark (ISPM 15 application 
	Timber not treated in accordance with ISPM 15
	Reject from export or retreat packaging
	MAF Approved ISPM 15  Certified Mark Applicator (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Registered Certification Mark (ISPM 15)

	Onsite storage
	Re-infestation (insect hitchhikers)
	Inspect at dispatch and reject infected packets
	MAF Approved phytosanitary inspector or IVA (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Inspection

	Dispatch
	Incorrect packaging
Soil present on bearers
Product dispatched with hitchhiker infestation
	Inspect packets or units prior to dispatching from site.

Inspect packets for re-infestation
	MAF Approved phytosanitary inspector or IVA (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Inspection

	Offsite storage of finished product
	Re-infestation (hitchhiking insects)
	Fumigation for certain markets (Arhopalus)

IVA product security inspection or

Inspections conducted by approved port suppliers i.e. competent PIPS inspectors
	MAF Approved phytosanitary inspector or IVA (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Inspection

	Export documentation


	Inspection and/or treatment documentation not available for product
Loss of traceability for PIPS
	Do not request Ecert until all relevant supporting documents are available unless awaiting completing of an Arhopalus ferus fumigation
	Ecert documentation staff (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Documentation (Phyto Ecert)

	Export documentation


	No colour ink when printing
	Replace ink cartridge prior to printing
	Ecert documentation staff (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Documentation (Phyto Ecert)

	Export documentation
	ICPR requirements not met
	Check all ICPR requirements have been met and reject produce from export where requirements have not been met
	Ecert documentation staff (name of person(s) responsible)
	MAFBNZ Export Certification Standard Technical Requirements: Phytosanitary Documentation (Phyto Ecert)


	Example Phytosanitary Risk Management Plan - Logs 

The following are examples, and may not all be relevant to your site (note: this is not a complete analysis). Each site MUST develop their own Critical Control Points (CCP’s).



	Operational location (Critical Control Point)


	Phytosanitary Hazard(s)
	Control Measures (Action taken to control the hazard)
	Responsibility
	Procedure Reference (only fill out for phytosanitary activities)

	Wharf Storage Plan
	Consideration of potential cross contamination
	Storage with 1 metre separation from neighbouring log stacks which have different market access requirements

logs which are going to be methyl bromide fumigated are placed on hard stand areas
	Marshalling organisation (name of  person(s)responsible) 
	MAFBNZ Export Certification Standard

Technical Requirements: Phytosanitary Inspection



	Phytosanitary inspection
	Inspection fails and product not eligible for proposed market
	Mark and isolate reject logs and re-inspect log row or re-assign reject logs to a different but appropriate market.
	MAF Approved Phytosanitary Inspector or IVA (name of  person(s)responsible) 
	MAFBNZ Export Certification Standard

Technical Requirements: Phytosanitary Inspection

	Cleaning of logs
	Cleaning of logs not effective
	Re-inspect logs and either pass or re-clean
	MAF Approved Treatment Provider (name of person(s) responsible)
	MAFBNZ Treatment Supplier Programme

Requirements for the Supplier

of Official Treatments

	Re-inspection of logs (if necessary)
	Inspection fails and product not eligible for proposed market
	Mark and isolate reject logs and re-inspect log rows or re-assign reject logs to a different appropriate market.
	MAF Approved Phytosanitary Inspector or IVA (name of  person(s) responsible)
	MAFBNZ Export Certification Standard

Technical Requirements: Phytosanitary Inspection



	Storage of logs after phytosanitary inspection has been completed
	Cross contamination with pests from  non- phytosanitary inspected and passed logs
	Re-inspection of logs for cross contamination

Only have phytosanitary inspected and passed product positioned next to other inspected and passed logs 
	PIPS Approved Organisation (name of  person(s) responsible) 
	MAFBNZ Export Certification Standard

Technical Requirements: Phytosanitary Inspection

	Movement of logs within the storage facility (if necessary)
	Substitution of treated logs with non-treated logs

Cross contamination with pests from non-phytosanitary inspected and passed logs
	Inspect and/or treat the substituted product

Re-inspect and re-treat product that has been cross contaminated (as necessary)
	PIPS Approved Organisation (name of  person(s) responsible) 
	MAFBNZ Export Certification Standard

Technical Requirements: Phytosanitary Inspection

	Treatment of logs with Methyl bromide (if applicable)
	Non effective treatment

Loss of product traceability
	Re-treat

Re-inspect and re-treat product  if product is no longer traceable 
	MAF Approved Treatment Provider (name of  person(s) responsible)
	MAFBNZ Treatment Supplier Programme: Requirements for the Supplier of Official Treatments

	Movement of logs to side of ship
	Substitution of treated logs with non-treated logs

Cross contamination with pests from non phytosanitary inspected and passed logs

Loss of product traceability
	Inspect and/or treat the substituted product

Re-inspect and re-treat product that has been cross contaminated or the traceability is lost
	PIPS Approved Organisation (name of  person(s) responsible)  
	MAFBNZ Export Certification Standard

Technical Requirements: Phytosanitary Inspection

	Logs at the side berth
	Substitution of treated logs with non-treated logs

Cross contamination with pests from non phytosanitary inspected and passed logs

Loss of product traceability
	Inspect and/or treat the substituted product

Re-inspect and re-treat product  that has been cross contaminated or the traceability is lost
	PIPS Approved Organisation (name of  person(s) responsible)
	MAFBNZ Export Certification Standard

Technical Requirements: Phytosanitary Inspection

	Loading of logs onto ship
	Non-treated logs loaded on top of the ship

Loss of product traceability
	Inspect and/or treat the substituted product

Re-inspect and re-treat product if product is no longer traceable

Reject the non-treated logs from the vessel
	Stevedore
	NIL

	Phosphine treatment (if applicable)
	The Phosphine treatment is not effective
	Notify nominated IVA
	MAF Approved Treatment Provider (name of  person(s) responsible)
	MAFBNZ Treatment Supplier Programme: Requirements for the Supplier of Official Treatments

	Export documentation
	Inspection and/or treatment documentation not available for product; including loss of PIPS traceability
ICPR requirements not met
	Do not request Ecert until all relevant supporting documents are available, unless waiting for the completion of an in transit Phosphine treatment. (If documents are not available or traceability is lost then the phytocert cannot be verified and issued)
Check all ICPR requirements have been met and reject produce from export where requirements have not been met
	Ecert documentation staff (name of  person(s) responsible) 
	MAFBNZ Export Certification Standard

Technical requirements: Phytosanitary Documentation (Phyto Ecert)


How to Create a documented System under the

MAF Biosecurity New Zealand Export Certification Standard: 
Technical Requirements: Phytosanitary Inspection
and Phytosanitary Treatment
Phytosanitary Inspection (MAF Biosecurity New Zealand Standard Reference, Technical Requirements: Phytosanitary Inspection, section 2) 
Purpose

To validate product compliance with the Importing Country’s Phytosanitary Requirements
Scope 

Phytosanitary inspection of sawn timber and logs
Responsibility

Enter the position(s) responsible and deemed competent for undertaking phytosanitary inspection
Location (organisation to state where the phytosanitary inspection will occur)
E.g. green sawn grading station and/or planer outfeed and/or prior to dispatch, or wharf name, site when inspecting logs.
Actions

Sampling
· Undertake phytosanitary inspection of all sawn timber or logs designated for export, if required under the importing countries Importing Countries Phytosanitary Requirements (ICPR’s)
· When inspecting the export consignment ensure the inspector has the appropriate equipment needed to conduct the inspection
Inspection of Sawn Timber
· Obtain relevant ICPR for product being inspected

· Confirm inspection areas are compliant with requirements (refer to Technical Requirements: Phytosanitary Inspection section 2.3) 
· Examine each board on all sides for freedom from

· Bark 

· Live insect infestation 

· Soil contamination 

· Fungi 
· Packaging as well as product
· Discard any non-complying sawn timber boards,
· Ensure any discarded boards are clearly segregated and identified as non export
Inspection of Logs
· Obtain relevant ICPR for product being inspected

· Examine the ends of the logs and every visible surface of the log within the log stack (organisation to document procedures of how this is achieved)
· Examine the logs for freedom from

· Live inspects

· Soil contamination

· Fungi and mould

· Bark (for debarked logs)
· Mark any reject logs for clear identification so the logs can be rejected and removed (organisation to document procedures of how this will be done)
· Ensure any discarded logs are clearly segregated and identified as non export (organisation to document procedures of how this is achieved)
· Ensure that cleared lots are identified and linked to their market status (organisation to document procedures of how this is achieved)
· Ensure that non-conforming lots are managed (organisation to document procedures of how this is achieved)
Reporting Inspection Results
· Complete the following inspection information on the inspection record (organisation to state the record name e.g. planer production sheet or production schedule and ensure the appropriate recording requirements are included in these documents) at the end of each shift
· Date of inspection 
· Action taken as a result of the inspection; and 

· Inspector's name and signature. 
· Ensure records are placed in the record management system (state location) 
Post Inspection/Treatment Product Security of Sawn Timber (MAF Biosecurity New Zealand Standard Reference, Technical Requirements: Phytosanitary Inspection section 2.7, Organisation Requirements section 3.8.3.2, Requirements for the Supplier of Official Treatments section 4.5) 
Location: Onsite

Purpose

To ensure the phytosanitary integrity/status of the export sawn timber has been maintained to the point of dispatch
Note: Be aware of and document when the Post Inspection Product Security begins and ends and who has the responsibility for the security of the product at any point along the product pathway (supply chain). 
Scope 

Phytosanitary integrity of inspected and/or treated product
Responsibility

Enter the position responsible for undertaking maintaining the products phytosanitary integrity 
Actions

· Check packet identification details and confirm that the packet is compliant export product with the ICPR for the country of import
· Check packet wrap is intact and inspect around the base for pest contamination

· When not intact, inspect external surfaces of product for pest contamination

· Where product is contaminated reject from export consignment

· Where no contamination is detected repair the packet wrapping

· Complete the dispatch inspection record (information on this record includes) 

· Date of inspection 

· Packet numbers
· Any contamination found

· Integrity of wrapping (when kiln dried)
· Action taken for any non-compliant packets 

· Inspector's name and signature
· Place the inspection report in the record management system (state location)
Location: Offsite

Purpose

To ensure the phytosanitary integrity/status of the product has been maintained from the point of dispatch to the point of export.

Scope 

Phytosanitary integrity of inspected and/or treated product

Responsibility

Enter the position responsible for engaging the external organisation 

Actions

· Engage (state name of external organisation contracted for this activity – e.g. and authorised IVA or an approved organisation for post inspection product security) to check the phytosanitary integrity of the product has been maintained (organisation to document procedures of product status is communicated to the IVA or approved organisation contracted for this activity)
Post Inspection/Treatment Product Security of Logs (MAF Biosecurity New Zealand Standard Reference, Technical Requirements: Phytosanitary Inspection section 2.7, Organisation Requirements section 3.8.3.2, Requirements for the Supplier of Official Treatments section 4.5) 
Purpose

To ensure the phytosanitary integrity/status of the export logs has been maintained to point of dispatch
Note: Be aware and document when the Post Inspection Product Security begins and ends and who has the responsibility for the security of the product at any point along the product pathway (supply chain).
Scope 

Phytosanitary integrity of inspected and/or treated product

Responsibility

Enter the position responsible for undertaking maintaining the products phytosanitary integrity 

Actions
The MAFBNZ Approved Organisation must ensure the product under their responsibility has Post Inspection Product Security (PIPS) is maintained.

· Check the identification details of the logs and location.

· Confirm the logs are compliant for export product by checking the ICPR for the country of import (organisation to document procedures of how this will is achieved)
· Ensure the phytosanitary status of the logs is maintained by managing the risk of:

1. Substitution. For example, if logs have been methyl bromide fumigated, they are not substituted with not fumigated logs at any stage during storage, handling, or loading;

2. Cross-contamination. For example, maintaining 1m separation distance between logs of different phytosanitary status;

3. Re-infestation: For example, ensuring that logs fumigated under tarpaulin adhere to the 36 hour rule prior to export.
· Once loaded on to the ship ensure there had been no log substitution with non compliant logs or cross contamination 

Phytosanitary Treatments (Kiln drying) (MAF Biosecurity New Zealand Standard Reference, Treatment Supplier Programme: Requirements for the Supplier of Official Treatments, sections 2.6, 2.7, 4)
Purpose

To achieve phytosanitary treatment of product to meet the Importing Country’s Phytosanitary Requirements

Scope 

All products undergoing an official Kiln drying (heat) treatment
Responsibility

Enter the position(s) responsible for the phytosanitary treatment 

Actions

Treatment Facilities 

	Type of Kilns (e.g. high temp, med temp, low temp, dehumidifier)

	1
	Enter a description of the kiln as above

	2
	Enter a description of the kiln as above

	3
	Enter a description of the kiln as above

	4
	Enter a description of the kiln as above


Treatment Materials 
State the position responsible

· Ensure that all materials required to run the kiln drying process are available (organisation is to specify what is required e.g. hog fuel to run the boiler)
· Update the register of treatment materials with specifications of all materials purchased for treatments (Note: this may be an internal purchase, transfer or inventory if creating your own boiler fuel)
· Enter the completed register into the record management system (state location)
Measuring and Monitoring Equipment
State the position responsible

· Determine (and state) what equipment is used to measure and monitor the temperature and time achieved during treatment

· Engage (organisation to state who) to conduct a calibration of all measuring and monitoring equipment as determined above (calibration is conducted on an annual basis or as specified within equipment purchase guidelines or as equipment is maintained and adjusted) 
· Obtain a copy of the calibration report from (organisation to state who)
· Record the following information in the calibration record

· Equipment type and serial number being calibrated

· Date of calibration

· Calibration specifications

· Pass or fail

· If equipment has been successfully calibrated record the calibration information and next calibration date on the equipment

· Enter an updated version of the equipment calibration record into the record management system (state location) 

· If equipment has not been successfully calibrated, remove from use until it has been successfully calibrated as above. Determine any product treated since the last successful calibration, and implement corrective actions as necessary. (organisation to document equipment requiring calibration, hazards and risks, and corrective actions if not successfully calibrated)
Treatment Process
State the position responsible

· Visually check that all monitoring and measuring equipment is not overdue for calibration

· View the product identification (organisation to specify the product identification e.g. packet numbers) tag for each unit to be treated
· Record on the (organisation to specify record name e.g. kiln charge sheet) the (organisation to specify the product identification e.g. packet numbers) of the product that is about to be treated and record the country of destination
· View an up to date version of the Importing Country’s Phytosanitary Requirements (organisation to state how e.g. as per the OR 6: Importing Countries Phytosanitary Requirements procedure or from the person responsible for obtaining ICPR information) for the country of destination

· Check that the product has been filleted in accordance with the ICPR
· Load the product into the kiln
· Select the kiln drying schedule to be used and ensure that the schedule is equal to or in excess of the requirements specified within the ICPR
· Begin the treatment process
· Using the computerised kiln time/temperature monitoring system monitor the treatment 
· Examine the kiln monitoring graphs to ensure that the minimum time/temperature requirements, specified within the ICPR, have been met
· If the requirements have not been met either reject the product from export or keep treating the product until the ICPR requirements have been met
· If the product has met the requirements as specified in the ICPR, end the treatment process, print and sign a copy of the kiln time/temperature monitoring chart
· Complete the following information on the (organisation to state the name of the treatment report):
· The unique product identification number (organisation to specify the product identification e.g. packet numbers) for each packet treated
· Treatment date

· Kiln number used for the treatment

· The time/temperature requirement as specified by the importing country and confirm that this requirement was met
· Product description (e.g. 100 x 50 KD sawn timber)
· Name and signature of the person responsible for the treatment

· Attach a (signed) copy of the kiln time/temperature monitoring chart

· Treatment certificate number (when used)

· Any new packet identification numbers that have been created for the treated product

· Enter the completed (organisation to state the name of the treatment report) into the record management system at (state location) with a signed copy of the kiln time/treatment monitoring chart attached 
Post Treatment Product Security and Segregation

Storage

State the position responsible

· Confirm with (organisation to state position) the phytosanitary treatment status of the product within the kiln 
· Remove product from kiln trolleys 
· Store the successfully treated product in the treated product storage area (away from any non-treated product, and protected from re-infestation)
· Mark (with spay paint as ‘Domestic’) any product that did not achieve the treatment requirements of the importing country

· Store the domestic product in the un-treated product storage area away from any treated and compliant product

Dispatch Inspection
· Refer to the Post Inspection/Treatment Product Security procedure

Provision of a Treatment Certificate

State the position responsible

Treated Timber for Own Use

· Enter the Organisation  (organisation to state the name of the treatment report) into the record management system at ( state location) with a signed copy of the kiln time/treatment monitoring chart attached 
On Exporting Treated Product

· Access the treatment records for the treated product at (state location)
· Confirm that the treatment of that product was successful against the requested treatment level as specified in the relevant ICPR
· Where the treatment has been successful, complete the following information on the treatment certificate:

· Organisation name

· Type of treatment performed (e.g. heat treatment)

· Date of treatment

· Details of the treatment (e.g. core temperature and duration of treatment)

· The organisation’s MAF Biosecurity New Zealand certification number

· Description of the wooden packaging material that was treated (where applicable) e.g. type of packaging and quantity

· Product identification (organisation  to specify the product identification e.g. packet numbers) numbers for all product covered under the certificate

Phytosanitary Treatments (Preservative Treatment) (MAF Biosecurity New Zealand Standard Reference, Treatment Supplier Programme: Requirements for the Supplier of Official Treatments, sections 2.6, 2.7, 4)
Purpose

To achieve phytosanitary treatment of product to meet the Importing Country’s Phytosanitary Requirements

Scope 

All products undergoing an official preservative treatment

Responsibility

Enter the position(s) responsible for the phytosanitary treatment 

Actions

Treatment Facilities 

	Types of Preservative Processes Carried Out on Site (organisation to alter as required)

	Process
	Formulation

	Pressure
	CCA, Tan E

	LOSP
	Permethrin,

	 Add additional  
	 Add additional  

	 Add additional  
	 Add additional  


Treatment Materials 
State the position responsible

· Ensure that all materials required to run the preservative treatment process are available (organisation is to specify what is required e.g. chemicals such as copper chrome, arsenic, and tin permethrin)
· Update the register of treatment materials with specifications of all materials purchased for treatments 

· Confirm that the specifications of purchased treatment materials meet the required specifications and that these are present on the purchase documents
· Enter the completed register into the record management system (state location)
Measuring and Monitoring Equipment

State the position responsible

· Determine (and state) what equipment is used to measure and monitor the preservative treatment (e.g. pressure and vacuum gauges)
· Engage (organisation to state who) to conduct a calibration of all measuring an monitoring equipment as determined above (calibration is conducted on an annual basis or as specified within equipment purchase guidelines or as equipment is maintained and adjusted) 

· Obtain a copy of the calibration report from (organisation to state who)
· Record the following information in the calibration record

· Equipment type and serial number being calibrated

· Date of calibration

· Calibration specifications

· Pass or fail

· If equipment has been successfully calibrated record the calibration information and next calibration date on that piece of equipment

· Enter an updated version of the equipment calibration record into the record management system (state location) 

· If equipment has not been successfully calibrated, remove from use until it has been successfully calibrated as above. Determine any product treated since the last successful calibration, and implement corrective actions as necessary. (organisation to document equipment requiring calibration, hazards and risks, and corrective actions if not successfully calibrated)
Treatment Process
State the position responsible
· Visually check that all monitoring and measuring equipment is not overdue for calibration

· View an up to date version of the Importing Country’s Phytosanitary Requirements (organisation to state how e.g. as per the OR 6: Importing Countries Phytosanitary Requirements procedure or from the person responsible for obtaining ICPR information) for the country of destination

· Select the treatment schedule to be used and ensure that the schedule is equal to or in excess of the requirements specified within the ICPR
· Prepare treatment chemicals and chambers for treatment as per the selected schedule (organisation to document procedures for how this is achieved)
· Conduct a pre treatment product check in accordance with the treatment and in accordance with chemical manufacturers recommendations
· View the product identification (organisation to specify the product identification e.g. packet numbers) tag for each unit to be treated
· Record on the (organisation to specify record name e.g. charge sheet) the (organisation to specify the product identification e.g. packet numbers) of the product that is about to be treated, all required information from the pre treatment check and record the country of destination
· Load the product into the treatment chamber 
· Begin the treatment process in accordance with the treatment requirements and standard operating procedures
· Record on the (organisation to state the name of the treatment report) the amount of chemical entered into the treatment
· Using the computerised pressure and vacuum gauges monitoring system, monitor the treatment to ensure that sufficient pressure is achieved as per the ICPR
· Complete treatment in accordance with the treatment requirements and standard operating procedures
· Record on the (organisation to state the name of the treatment report) the amount of chemical removed from the treatment
· On the (organisation to state the name of the treatment report) calculate (and document the calculation) the chemical absorption levels of the treatment.  Use the appropriate calculation for the treatment being used
· Examine the pressure and vacuum monitoring graphs to ensure that the minimum pressure requirements, specified within the ICPR, have been met
· Confirm that the chemical absorption achieved is equal to or in excess of the requirements specified within the ICPR 
· If the requirements have not been met either reject the product from export or redirect the product for re-treatment
· If the product has met the requirements as specified in the ICPR, print and sign a copy of the pressure and vacuum monitoring chart
· Complete the following information on the (organisation to state the name of the treatment report):
· The unique product identification number (organisation to specify the product identification e.g. packet numbers) for each packet treated

· Treatment date

· Treatment facility used for the treatment

· The treatment requirement as specified by the importing country and that the minimum retention of active elements was met or exceeded

· Chemical absorption calculation 

· Product description (e.g. 100 x 50 CCA treated sawn timber)
· Name and signature of the person responsible for the treatment

· Attach a (signed) copy of the pressure and vacuum monitoring chart

· Treatment certificate number (when used)

· Any new packet identification numbers that have been created for the treated product

· Enter the completed (organisation to state the name of the treatment report) into the record management system at (state location) with a signed copy of the pressure and vacuum monitoring chart attached 
Post Treatment Product Security and Segregation
Storage

State the position responsible

· Confirm with (organisation to state position) the phytosanitary treatment status of the product within the treatment chamber
· Remove the product from the treatment trolleys

· Store the successfully treated product in the treated product storage area (away from any non-treated product)
· Mark (with spay paint as ‘non-export’) any product that did not achieve the treatment requirements of the importing country 
· Store the ‘not for export’ product in the un-treated product storage area away from any treated and compliant product or if being retreated, store the product with product awaiting treatment
Dispatch Inspection

· Refer to the PI 2: Post Inspection/Treatment Product Security procedure

Provision of a Treatment Certificate

State the position responsible

Treated Timber for Own Use

· Enter the completed (organisation to state the name of the treatment report) into the record management system at (state location) with a signed copy of the pressure and vacuum monitoring chart attached 
On Exporting Treated Product

· Access the treatment records for the treated product at (state location)
· Confirm that the treatment of that product was successful against the requested treatment level as specified in the relevant ICPR
· When the treatment has been successful complete the following information on the treatment certificate:

· Organisation name

· Type of treatment performed (e.g. CCA treatment)

· Date of treatment

· Details of the treatment 

· The organisation’s MAF Biosecurity New Zealand certification number

· Description of the wooden packaging material that was treated (where applicable) e.g. type of packaging and quantity

· Product identification (organisation to specify the product identification e.g. packet numbers) numbers for all product covered under the certificate

Phytosanitary Documentation (MAF Biosecurity New Zealand Standard Reference, Technical Requirements: Phytosanitary Documentation, section 3) 

Purpose

To prepare, request and print phytosanitary certification for product that has met the Importing Country’s Phytosanitary Requirements (ICPRs)
Scope 

All phytosanitary certification requests 
Responsibility

Enter the position responsible for preparing and requesting phytosanitary certificates 

Requesting a Certificate

Actions

· Check the Importing Country’s Importing Requirement as per the procedure;  Importing Countries Phytosanitary Requirements

· Assemble all relevant phytosanitary information associated with each certificate request.  The following information will be gathered (organisation to specify what documentation will be assembled e.g. IVA or organisation inspection reports, post inspection product security reports  and treatment reports/certificates)
· Confirm that the Importing Country’s Phytosanitary Requirements have been met

· If the Importing Country’s Phytosanitary Requirements have not been met, reject the consignment from export and do not raise a certificate request
· If the Importing Country’s Phytosanitary Requirements have been met and all relevant supporting documentation if present proceed to http://www.biosecurity.govt.nz/exports/plants/phyto-ecert/access/addresses.htm
 to request a phytosanitary certificate 

· Log into Phyto ECert (only registered ECert operators will raise phytosanitary requests)

· Enter the details as required within the Phyto ECert certificate request form (a guide to these requirements can be found in ISPM 12, section 2)
· Confirm accuracy of data entered against appropriate ICPR and supporting inspection/treatment documents

· Submit the application for IVA certificate verification

· On receipt of Phyto Ecert notification that the IVA has verified your certificate request, arrange for printing the certificate as per Technical Requirements: Phytosanitary Documentation (only where approved to do so)

· If a replacement certificate is required contact the IVA (via phone) and explain the reason for certificate replacement

· Send the original copy of the certificate to the IVA or send a written declaration to the IVA stating that the original (but lost) certificate has been withdrawn from use

· Follow the above steps.

Printing a Certificate
 

· Ensure that there is sufficient MAF security paper within the printer (note some certificates may require multiple pages).

· Ensure that the printer is set to a minimum colour print resolution of 600dpi or above. 

· Remove excess security paper from the printer upon completion of printing (Note; consider a dedicated printer if a reasonable number of certificates are printed on a regular basis)  

· Record the quantity of security paper used (including spoilt or inadvertent use) in the Phytosanitary Certificate Inventory (PCI) Log.

· Retain spoilt paper as per “Purchasing and storage of MAF Security Paper” instructions.

Original Copy of the Certificate 

· Assemble all relevant information that is to be sent to the importing country’s authorities

· Organisation to state how documentation is sent to the importing country (e.g. arrange for these documents to be couriered to the importing country or make arrangements for the documentation to accompany the consignment) 
Storage of Export Documentation

· Photocopy (in black and white only) a copy of the original certificate and mark the coat of arms of the copy version with “COPY”
· Enter the “copy” of the phytosanitary certificate into the organisation’s filing system at (state location) along with all of the supporting documentation 
 Copying and scanning certificates
 
· Ensure all photocopies of the original certificate that are stored for future reference are stamped with the word ‘COPY’ over the Government Coat of Arms

· Ensure any scanned original certificate is only scanned and stored as a black and white PDF files with the word ‘COPY’ placed or stamped over the Government Coat of Arms of the certificate.

Purchasing and storage of MAF Security Paper

 
· Contact the IVA by email to order supplies of security paper.


· Record receipt of security paper in the PCI Log.


·  Retain supplies of MAF security paper in a locked cabinet

· Retain spoilt paper until destroyed under supervision of the auditing IVA and record destruction in the PCI Log (countersigned by the IVA)


· Update the PCI Log whenever allocating security paper to the printer.

Example only (amend to suit your own use or style):
	Phytosanitary Certificate Inventory (PCI) Log

	Date
	Paper In
	Usage

(E.g. cert no.)
	Paper Out
	Balance
	Signature

	1/2/09


	500
	
	
	500
	J Smith

	2/2/09


	
	123456
	1
	499
	J Smith

	3/2/09
	
	123457 - 61
	5


	494
	J Smith

	3/2/09


	
	1 page spoilt – printed upside down
	
	
	J Smith

	5/2/09


	
	Spoilt paper destroyed under IVA supervision
	1
	493
	J Smith

IVA auditor



	
	
	
	
	
	

	
	
	
	
	
	


Registered Certification Mark Application (ISPM 15) (MAF Biosecurity New Zealand Standard Reference, Technical Requirements: Registered Certification Mark (ISPM 15), section 3)
Purpose

To apply the organisation’s registered certification mark (ISPM 15) to compliant wood packaging material

Scope 

ISPM 15 compliant wood packaging material

Responsibility

Enter the position(s) responsible for applying the registered certification mark 

Actions

Importing Country’s Phytosanitary Requirements
· Obtain an up to date version of the Importing Country’s Phytosanitary Requirements (organisation to state how e.g. as per the OR 6: Importing Countries Phytosanitary Requirements procedure or from the person responsible for obtaining ICPR information)
Traceability and Segregation

· Ensure that the wood packaging material has been treated according to the importing country’s requirements and according to ISPM 15 (organisation to state how this is checked e.g. packet numbers through the heat treatment procedures or product matched to treatment certificate form an approved treatment supplier)
· Ensure that all treated and untreated wood packaging material is segregated (organisation to state how segregation is achieved and maintained e.g. all timber at this stage of the process is treated or all treated material is held in the treated area and all non treated material is located in the untreated area)
Mark Application

· Ensure that the wood packaging material ready for marking has been treated in accordance with the importing country’s phytosanitary requirements and according to ISPM 15 (organisation to state how this is checked e.g. packet numbers through the heat treatment procedures or product matched to treatment certificate form an approved treatment supplier)
· Ensure that the wood packaging material has remained segregated from untreated wooden packaging material (organisation to state how this is achieved)
· Ensure that all wooden packaging to be marked has met the importing country’s phytosanitary requirements (organisation to state how this is achieved)
· Apply the mark to the wooden packaging (organisation to state how this is done e.g. using a mechanical process or manually stamping) in a clearly visible location on the wooden packaging.

· The wooden packaging material will be inspected for bark as per the PI 1: Phytosanitary Inspection procedure in addition to the treatment requirements. 

·  (organisation to describe the rejection process for non-compliant timber, as per the ISPM 15 requirements)
· Check that the mark applied to the wooden packaging material is legible, clearly visible, and not red or orange in colour (organisation to state how this is done and this may be via a sample process) 

Stamp Storage

· When not in use the registered certification mark will be securely stored to prevent its misuse from unauthorised personnel (organisation to state how the mark will be stored or prevented from use)
Records

· Once the registered certification mark has been applied all relevant documentation (organisation to specify, e.g. treatment and traceability records) will be entered into the records management system (organisation to specify how these records are entered and where they are stored)  
Site Manager
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