

APPENDIX F
OFF-SITE PROCESSING


	This document is an Appendix to the Organic System Plan – Producer (Doc # 5.2.1 and 5.2.1.1) and is completed when applying for the certification of off-farm processing activities which are exempt from certification under the COR such as processing (without packaging and labelling), slaughter and storage.  This document is applicable to COR applicants only.  



FACILITY INFORMATION [NSC .310, 4; NOP 205.401(b)]

		Applicant (Legal Entity)1:
	     

	Reg No.
	     
	Year:
	    


1 Legal entities may include Sole Proprietors, Partnership (Marital or Legal), or Corporations.  The Applicant must be the same as listed on your 
   Application for Certification




1.0  SCOPE OF OPERATION

	Indicate the scope of your on-farm processing activities (check all that apply):


	|_|
	Single Ingredient Products
	|_|
	Custom Processing for others

	|_|
	Bulk Unpackaged Goods
	
	

	




	1.1 Off-Site Facility

If the processing facility is not owned & operated by the applicant provide the following information:
	

|_|  N/A

	
	

	Off-Site Processor (Legal Entity):
	     
	

	Mailing Address:
	     
	

	Plant Location(s):
	     
	

	Phone No:
	     
	Fax No:
	     
	

	If a corporation, the authorized representative is:
	     
	Phone No:
	     
	

	Address:
	     
	

	1.2  Nature of the Operation:
	[bookmark: Text11]Provide a detailed summary describing the nature of the organic and non-organic processing activities conducted by your operation:       




	Provide the following information for the facility:

1.2.1  Site Diagram:
A reasonable diagram of the site, including (i) location and name of each building or improvement, (ii) road access, (iii) adjacent property usage.

1.2.2  Plant Diagram(s):
An accurate representation of each plant component, indicating the name and position of each machine/ instrument.
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	1.2.3  Organic Product List

Applicants must provide a complete listing of organic products on an annual basis.  The list should indicate existing organic products, new products to be added and identification of products being removed from sale/production/certification.  This list will be used as the basis for listing products on the certificate and should represent how the products should be identified/labeled.  The Organic Product List (Doc #6.4.5.1) Excel spreadsheet or equivalent document must be attached.

Have you attached a complete/updated Organic Product List?   |_| Yes    |_| No


	Are any of the products single ingredient products sold in a packaged/labelled format?   |_| Yes    |_| No
If Yes, submit a completed Single Ingredient Product Profile (Doc #6.2.1-7.2) listing each packaged and labeled single ingredient products produced for or by your operation.

For multi-ingredient products – submit an Organic Product Profile (Doc #6.2.1-7.1) for each product.


	Will all new organic products be added to your certification before making these available for sale?   |_| Yes   |_| N

	1.2.4  Operations Overview

	Does the operation have a current copy of the applicable organic standards and regulations on file and accessible?     |_| Yes    |_| No

How many people are employed at this operation:       

What is the estimated value total annual sales of organic products/services:       


	Do you currently:
|_|  process/handle your own product?   |_| Yes    |_| No
|_|  provide processing/handling services to other companies?   |_| Yes    |_| No 





	Are your organic processing/handling activities conducted:
|_|  year-round
|_|  as requested/as needed
|_|  seasonally – please describe:       

	Is your organic processing/handling conducted on a regularly scheduled day or date?   |_| Yes    |_| No
If Yes, when is processing normally scheduled for?      



		

2.0  PREVENTION OF CONTAMINATION & COMMINGLING

	Applicants are required to identify Organic Control Point Summary (OCP’s) including any step where preventative measures must be implemented to prevent or eliminate the risk of contamination or commingling of organic products with non-organic ingredients, and/or prohibited substances.  The Summary must also include the preventative actions or steps taken to mitigate the risk.  Organic Control Points (OCP’s) must consider all activities from ingredient sourcing through to the sale and delivery of the finished product.  Examples may include but are not limited to organic status verification of suppliers, cleaning of incoming or outgoing trucks, cleaning of equipment between organic and non-organic activities, ingredient blending, recordkeeping, storage, etc.

Are your Organic Control Points recorded in your Organic Fraud Prevention program?   |_| Yes   |_| No
If Yes, indicate the section that lists the OCP’s:       
If No, please attach a completed Organic Control Point Summary (Doc #6.4.5.4)

	2.1 Preventing Commingling [CGSB .310, 8.3.10; NOP 205.272(a)]

Is non-organic produce processed in this faciltiy?   |_| Yes   |_| No
If No, proceed to Section 2.2 below

What is the nature of the non-organic processing activities?       

	Are organic products processed on the same equipment used for non-organic processing activities?   |_| Yes   |_| No

	Describe segregation of non-organic and organic products during processing/handling, storage and transportation:      

	2.2  Preventing Contamination  [NSC .310, 4.4.3; NOP 205.272]

Describe the procedures used to prevent contact of organic products with prohibited substances and sanitizing agents: 
     

	What procedures are used to clean equipment:   |_|  compressed air   |_|  pressure washer   |_|  brooms/brushes   
|_|  flushing   |_|  vacuum   |_|  rinsing   |_|  clean in place (CIP)   |_|  other (specify):      

	Do you use any cleaners or sanitizers in the facility?   |_| Yes   |_| No
If Yes, please see Section 10.0 Cleaning & Sanitizing Agents

	  How frequently are facilities cleaned:   |_|  daily   |_|  weekly   |_|  monthly   |_|  yearly   |_|  as required
|_|  other (specify):       


	Describe cleaning and purging procedures between organic and non-organic runs:      









3.0  QUALITY ASSURANCE

	Does the facility use an external Quality Assurance (QA) program in place?     |_| Yes    |_| No
If Yes, which program do you use (HACCP, HARPC, TQM, etc.)?       

	Are any outside quality assessment services used?     |_| Yes    |_| No 
If Yes, please provide the following information:

	
	Agency
	
	Protocol
	

	
	     
	
	     
	

	
	     
	
	     
	

	
	     
	
	     
	

	
	     
	
	     
	

	What steps are taken to prevent the use of products from Genetic Engineering/Excluded Methods in organic products and activities associated with your association:
|_|  GE Testing    |_|  Supplier/Manufacturer Affidavits   |_|Other (described):       

	Do you currently handle any products which may be genetically engineered or the product of gene editing in your operation?
If Yes, identify the products:       

	Do you have any products tested for the presence of genetic engineering or gene editing?   |_| Yes   |_| No

If Yes
(i) Indicate the Laboratories used for analysis:       
(ii) Are the contracted laboratories ISO 17025 accredited?    |_|  Yes    |_|  No
If No, for what reason have you selected this lab?       

	Describe procedures for managing products used in organic activities which test positive:       

	Have there been any positive test results in the last year?   |_| Yes   |_| No
If Yes, please provide a summary:       




	Do you test any organic products for pesticide residues or prohibited substances?   |_| Yes   |_| No

If Yes
(i) Indicate the Laboratories used for analysis:       
(ii) Are the contracted laboratories ISO 17025 accredited?    |_|  Yes    |_|  No
If No, for what reason have you selected this lab?:      

	At what point are products sampled for testing?  |_|  Ingredients prior to purchase   |_|  ingredients upon receipt   
|_|  product during production   |_|  finished product   |_|  other (describe):       

	Describe procedures for managing organic products which test positive for pesticide residues or prohibited substances:       

	Have there been any positive test results in the last year?   |_| Yes   |_| No
If Yes, please provide a summary:       

	Do you collect samples of incoming or outgoing products?   |_| Yes   |_| No
If Yes:
(i) How long are the samples retained?       
(ii) Where are the samples stored?       

	Do you have a documented product recall system?   |_| Yes   |_| No
If Yes, please describe or attach a copy of the policy:       





4.0  RECORDKEEPING & TRACEABILITY [CGSB.310, 4.4.1; NOP 205.201(a)(4)]

	Describe your record keeping for processed products at each stage of processing below.  If this changes from product to product, include a note explaining what changes for which products:   


	Incoming Products - (eg. purchase orders, contracts, invoices, bills of lading, scale tickets, quality test results, TC’s, copies of organic certificates, commercial availability searches, non-organic ingredient compliance, etc.):       

	Processing/Handling - (eg. blending records, production reports, equipment cleanout logs, etc.):       

	Storage – (eg. ingredient inventory reports, finished product inventory reports, etc):       

	Finished Products – (eg. shipping logs, clean truck affidavits, sales invoices, transaction certificates (TC’s), shipping summary logs, audit control register, complaint logs, etc.):       

	Exports – (eg. import certificates (eg. NOPIC), export certificates, Certificates of Inspections/Traces, verification of equivalency, phytosanitary certificates, customs records, etc.):       

	Attach a diagram demonstrating the flow of these documents from one to the next.

Are record keeping requirements incorporated into your standard operating procedures?   |_|   Yes  |_|   No
 
Are organic products assigned a lot/batch number that can be traced to the production event?   |_|   Yes  |_|   No

Describe the lot numbering system used:       



	At what point in the process does your lot number connect to the supplier’s lot number for incoming ingredients?       

	If you assign your own lot number to products - On which record are the supplier’s lot numbers for ingredients connected to the lot number assigned on site?       

	Is the lot number affixed to the finished product/label?   |_|   Yes  |_|   No

If Yes, where is the lot number placed on the product/label?       

	Is the lot number recorded on all outgoing product documentation?   |_|   Yes  |_|   No

Is the Organic Status of the product recorded on the outgoing product documentation?   |_|   Yes  |_|   No
   

	Describe how your record keeping system traces finished products back through to the original ingredients:       

	Describe how your record keeping system balances volumes of outgoing product against incoming ingredients (mass balance):       


	How do you account for organic product shrinkage and how much volume is lost during production?       

	How do you account for organic waste product loss, and/or adjust inventories to reflect organic waste?       

	How often do you conduct a physical inventory of ingredients and finished products?       

	For multi-ingredient products, how do you verify production is consistent with the formulations as submitted in the Organic Product Profiles (OPP’s)?       





5.0  SUPPLIER MANAGEMENT

	5.1   External Service Providers

Do you currently contract any part of the organic operations to an external facility or service provider?   |_| Yes   |_| No
If Yes, are the facilities and/or services providers certified to applicable organics standards/regulations?   |_| Yes   |_| No

If Yes, each facility and/or service provider must be listed on the Master Supplier List – Organic Ingredients (Doc #6.2.3.1) and attach a copy of their most recent certificate

If No, please identify the non-certified facilities and/or service providers, their activity and explain why certification is not required for the supplier

	
	Name
	
	Activities
	
	Explanation
	

	
	     
	
	     
	
	     
	

	
	     
	
	     
	
	     
	

	
	     
	
	     
	
	     
	

	5.2  Organic Ingredient Suppliers

All off-farm organic ingredients must be listed in the Master Supplier List – Organic Ingredients (Doc #6.2.3.1)


	Describe your process for sourcing organic agricultural ingredients:       

	How often do you switch suppliers, add new suppliers, or do spot purchasing?        

	How do you verify organic certification status of new suppliers?        

	How do you verify the continued organic status of suppliers to ensure certificates are current, and complete – including the ingredients/services being provided and how frequent is this review conducted?        

	What steps are taken to segregate products whose organic status has not been verified?       

	Do you purchase organic ingredients from non-organic or exempt suppliers (eg. suppliers that do not physically handle organic products or that only handle organic products in sealed, tamper-evident packages or containers) ?   |_| Yes   |_| No
If Yes, how do you verify the non-organic or exempt supplier is only providing certified organic ingredients (check all that apply):
|_|  Supplier is required to identify the last certified operator in the supply chain and provide a map of all operators in the supply chain
|_|  Rejection or holds placed on shipments which cannot be traced to last certified operator
|_|  Other (describe):       


6.0 
7.0 INTERNATIONAL TRADE

	International Trade adds additional complexity to the organic system plan.  Importing from and exporting to foreign countries is often subject to additional organic trade requirements associated with applicable organic equivalency arrangements or trade agreements.  These requirements can be found in Pro-Cert’s Guide to Organic Equivalency.
 
Do you export or otherwise process/handle organic products that may be sold or have their final consumption or use outside the country?   |_| Yes   |_| No

If No, proceed to Section 7.0 below.

	What countries are your products being exported to?  

	
	Country
	
	Commodities being Exported
	

	
	     
	
	     
	

	
	     
	
	     
	

	
	     
	
	     
	

	
	     
	
	     
	

	
	     
	
	     
	

	How do you verify your products for export meet the labelling requirements of the importing country?        

	Are you the importer of record?   |_| Yes   |_| No
If Yes, are you currently collecting an Import Certificate and/or other required organic international trade documents? |_| Yes   |_| No

If Yes, describe your procedure for handling products if the applicable Import Certificate, or trade document is not provided with the product:       


	Are you the exporter of record?   |_| Yes   |_| No
If Yes, describe your procedure for ensuring you meet the applicable organic trade arrangements and their documentary requirements before the product ships:       

	If you are not the exporter of record – is the exporter certified?   |_| Yes   |_| No
If No, are the products exported on the basis of your organic status?   |_| Yes   |_| No
If Yes, are you the final physical handler of the product before export?   |_| Yes   |_| No



7.0  PROCESSING PROCEDURES

	Describe transportation from suppliers to your facility:       

	How do you ensure incoming transport units were cleaned prior to shipping?       

	Describe procedures for unloading and interim storage upon arrival at your facility:       

	Describe the conversion of raw material(s) to finished product in your facility (Note: if there are multiple unique product streams a description of each should be provided or attached):        

	For each unique product/flow provide a Flow Diagram illustrating the flow of ingredients from where they are received, stored, processed, packaged and warehoused 

	Describe or attach your procedure for development and approval of new organic products:       

	Are unpackaged products (incoming or outgoing) transloaded be carriers during transport?   |_| Yes   |_| No
If Yes, do transloading operations treat, sort, split, combine, containerize, pack/repack, open, enclose, label/relabel or conduct any other handling activities?   |_| Yes   |_| No

If Yes, are the transloading operations certified and listed in Section 5.1?   |_| Yes   |_| No
If No, explain why:       



8.0   PACKAGING MATERIALS

	What type of packaging materials are used for organic products (check all that apply):
|_|  bulk   |_|  paper   |_|  cardboard   |_|  wood   |_|  glass   |_|  metal   |_|  foil   |_|  plastic   |_|  waxed paper
|_|  aseptic   |_|  natural fibre   |_|  synthetic fiber   |_| other (describe):       

	Are all packaging materials food grade?   |_| Yes   |_| No

Are any packaging materials reused?   |_| Yes   |_| No
If Yes, how are these cleaned prior to organic use?       

	Do you have statements from your packaging supplier that materials are free from gmo’s, fungicides, preservatives, fumigants, sanitizers, or pest control materials?   |_| Yes   |_| No
If No, indicate which materials and why:      


	Do you have a statement from your packaging supplier that materials are not the product of, or otherwise containing nanotechnology (COR Only - CGSB-32.310 Section1.4(b)) ?   |_| Yes   |_| No
If No, indicate which materials and why:      
















9.0   LABELLING                                                                                                                    |_| N/A Bulk – No packaging

	Please attach a copy of all new and/or revised organic labels – including non-retail labels (bag/tote labels).  Label proofs shall include the complete label (eg. principle display, information panel, etc.).

	Describe the types of labels applied to organic products in your facility (check all that apply):
|_|  bulk, non-retail   |_|  in process container labels |_|  consumer labelling   |_|  PLU Stickering
|_|  other (describe):       

	Are all labels making organic claims that bear your brand name and/or business name applied in your facility?   |_| Yes   |_| No
If No, are all facilities applying organic labels that bear your brand name and/or business name certified and listed in Section 5.1 above?   |_| Yes   |_| No
If No, explain:        

	Describe or attach your procedure for development and implementation of new or revised organic labels:       

	How do you ensure organic labels are compliant with applicable organic regulations before printing and use?       

	Do you use or plan to use the Pro-Cert logo or other certification marks (eg. USDA, COR, EU) on websites, brochures, signs, and/or advertising materials?   |_| Yes   |_| No
If Yes, please describe all such usage and attach samples of the use.  For digital marketing materials you may include a direct link to online resource:        



10.0  CLEANING & SANITIZING AGENTS

	[bookmark: _GoBack]Do you use any cleaning or sanitizing agents on organic contact surfaces in the facility?    |_|  Yes    |_|  No
If No, proceed to Section 11.0

	All cleaning and sanitizing agents must be listed on the Input Substance Summary (Doc #8.1.1).  Substances used in organic production must be approved by Pro-Cert prior to use.

Where are cleaning and sanitizing agents stored in the facility?      

	Do you use the same cleaning and sanitizing agents for both organic and non-organic contact surfaces?    |_|  Yes    |_|  No
If No, describe how products for organic use are identified for employee usage:       

	How do you ensure that residues of cleaning and sanitizing agents do not remain on processing equipment and/or containers when organic processing occurs:
|_|  pH Testing of Rinsate   |_|  residue testing on food contact surfaces   |_|  purge/flush   |_|   mechanical cleaning   
|_|  other (describe):       

	Do you use any chlorine materials for cleaning or sanitizing?    |_|  Yes    |_|  No
If Yes, describe procedures used to ensure residue levels do not exceed Safe Drinking Water Limits:      

	Do you use any Quaternary ammonia compounds in the facility (eg. benzalkonium chloride, alkyl dimethyl ammonium chlorides, didecylmethyl ammonium chloride, etc.)?    |_|  Yes    |_|  No

If Yes, describe where the quaternary ammonia is used:       

	Do any of these surfaces or equipment come into contact with ingredients or organic products?    |_|  Yes    |_|  No
If Yes, describe how you prevent the quaternary ammonia or it’s residues from coming into contact with ingredients or organic products:      



11.0 [bookmark: _Hlk156255866] COMPLETION

	
|_|    The Organic System Plan is complete and accurately represents our current organic operations
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  APPENDIX  F   O FF - SITE   PROCESSING      

This document is an Appendix to the  Organic System Plan  –   Producer (Doc # 5.2.1 and 5.2.1.1)  and is completed when applying for  the certification of  off - farm processing activities which are exempt from certification under t he COR such as processing (without  packaging and labelling), slaughter and storage.  This document is applicable to COR applicants only.    

  FACILITY INFORMATION  [ NSC   .310, 4; NOP 205.401(b)]    

Applicant (Legal Entity) 1 :             

Reg No.             Year:           

1   Legal entities may include Sole Proprietors, Partnership (Marital or Legal), or Corporations.  The Applicant must be the same   as listed on your        Application  for Certification    

  1.0   SCOPE  OF OPERATION    

Indicate the scope of your on - farm processing activities (check all that apply):    

 Single Ingredient Products   Custom Processing for others  

 Bulk Unpackaged Goods    

 

   

1.1   Off - Site Facilit y     If the processing facility is not owned & operated by the applicant provide the following information:         N/A  

  

Off - Site Processor (Legal Entity) :              

Mailing Address:              

Plant Location(s):              

Phone No:             Fax No:              

If a corporation,   the authorized representative is:             Phone No:              

Add ress:              

1. 2    Nature of the Operation:  

Provide a detailed summary describing the nature of the organic and non - organic processing activities conducted by  your operation:              

 

Provide the following information for the f acility:     1. 2 .1   Site Diagram:   A reasonable diagram of the site, including (i) location and name of each building or improvement, (ii) road access, (iii)  adjacent property usage.     1. 2 .2   Plant Diagram(s):   An accurate representation of  each   plant component,   indicating the name and position of each machine/ instrument.      

         

