Required docuentation for WRAP certification audit

Mame of documentation part "A"

Certificate/license

Vilidity

Remarks

'Factory License

Trade License

Fire License

Bond License

Boiler License
J Incorporation Certificate

EPB Certificate

ERC

IRC

TIN

LEnvironmental Clearance certificate

ﬁismmummhwmg
X E

BGMEA/BKMEA/BEPZA Membership Certificate

Neall

Boiler Operator's competency Certlf:cate

14

Building approval plan

Name of documentation part "B"

Fire fighting team / First aid trained person list (Certified fire fighte list form
civil defence)

Floor wise and section wise space and manpower

15 Factory layout plan
16 Group Insurance Certificate i = _.“
*Q?/;-Generator run permission
Qﬁ/ Building inspection report by Accord, Alliance pr other consulting firms
Gkl Documents Name
\1}9/ Today's Atte_nda nce |
20 |Factory Profile
\ 2%~ |Workers Handbook
22~ |Time Card (Last 03 months for initial audit and one year for re-certification audit)
W23~ |Salary Sheet (Last 03 months for initial audit and one year for re-certification audit)
Pay slip sample (Last 03 months for initial audit and one vear for re- cert:fcation audits)
\ 25 |Daily & Monthly Production record
| w26 |Individual production ticket/sheet/hourly production chart(Op Machine)
i .3?/ Worker Personal file with verification record |
{[ <28 JRegined warker file
} 29 |Maternity Worker personal file with benefits record
i 30— [Yearly holiday list & notice file
|
|

Floor wise tiolet list with cleaning check Isit

Fire Fighting Equipment List & water reserviror (under ground and overhead

WWA/WWC/WPC Election Record File |

MSDS record I

Risk Assessment Record

Written emergency Procedure

Emerency fire reponse/fire risk assessment with tralnmg record

Policies Checklist

itation part “C"

Nl

Child Labour Policy

Forced Labour Policy

Working Hour Policy

Wastage Disposal & Management Palicy

Anti Bribery / Anti Coruption Policy

Health & Safety Policy |

Accident & Injury Policy

Needle Policy

Maternity Policy

Haragement & Abuse Policy

Compansation Policy

Freedom of Association & Collective Bargaining Policy

Pest control Policy

Grievance Policy

Disciplinary Policy

Leave Policy

MR R RS ATR S RS

Sharp Tools Control Policy

Environmental Management Policy

|Sub-Contractor Control Policy & Procedure

Non Discrimination Policy




o
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g Recruitment Policy
3 Overtime Policy
< Weight limit
';O: Emergency buisness/crisis management
E 1] M Earnvleavr.s
= &5 WPC polciy
A§E&—|Child care policy
J\ﬁf' ID card policy

PPE using policy

Chemical handling

s

Fire policy
House keeping policy
Fire safety
73 Custorns cumpliance
|24 |Firstaid ]

Wastge disposal |

Anti-contraband

A

Anti discrimination

~J
o

Compensation benefit

Anti harrsement

Others {if any)

REGISTERS |

Attendance register

Overtime register (if any)

Leave register

Maternity Benefit register

Maternity Follow up register

Fire Drill register

Accident/ Injury register

Medical Treatment Register

[Medicine Stoke Register

Grievance Register

(Disciplinary Action Register

Complain Register

Welfare meeting register

AR

Generator Register Maintenance Log/ Check list
Boiler Register { |

'Machine Maintenance Register {daily and periodically)

Electric Maintenance Register (dally and periodically)

Fire Equipments Check Register - attached with all fire equipments

Sub-Contractor Control Register - meeting documents for sub con. Given by shohag

Child Care register

Broken Needle register - daily nheedle issue report attach with needle

New Employee Register -month wise recruitment/joining list {file wise)

ID Card Issue Register -month wise recruitment/joining list (file wise)

Name of documentation part "D"
E %% %

Appointment Letter distribution -month wise recruitment/joining list (file wise}

PPE Distribution

Visitor Log Register |

Goods/Garments In-Out Register

Gate Pass Register

KRR

Wastage Disposal Register

110  |ETP Maintenance
\M’f Chemical Usage
Shipment
Security Attendance Register !
1% [Security Duty Roster I

| 115 [Security bolt issue

116  |Vehicle Register

117 Perimeter check '

WRAP |

WRAP Manual updated with law reference

55

Health and safety manual

120 ETP Maintenance

121 ° |Previous WRAP Certificate (if any)}

122 |Previous WRAP Report (if any)

Name of

rientation part “E"

123 |WRAP registration payment conformatin




S WRAP Registration record |
S | 25" |WRAP 12 Principles Training Record ]
' i Others
.'g 3 126  |Company's Financial Balance Sheet
.!g t-| .27 |Documentation of the legal minimum wages
g t Production capacity planning |
& = Workers Handbook |
| T Factary Organogram |
Training |

Name of documentation part "H"

WRAP 12 Principles

Fire Fighting

Personal Protective Equipment (PPE)

Health & Safety

Orientation

128
3
"z‘éf’“
BT
W37 [First Aid
By
NS
36" |
437

Cherical Handling

138 |Threat Awareness -CTPAT Related Document
139 [Security
~40 [MsDS
A4t |Loader and cleaner training
142  |Loading and Unidading -CTPAT Related Document
; List _
g <137 |Fire Fighting !
g 8| n1& [First Aid
25 134 _|chemical
S ® Q‘)B/ Machine
| Personal File
Lﬁ Doctor
,\)ﬁf Nurse |
A} |Electrician I
= 4 |[Boiler Operator |
r 145 ETP Operator |
& [ 346 [Security Guard
e ~J47_ |Fire safety Officer
= n48 _ |Packing Man
<118 |Loader
] | Contract
o & ¢| \J50_ |Hospital & Ambulance
g. E -4 f\]zﬁ’l Wastage Disposal
M g §| 152 [Shipment Cargo
3 155 |pestcontrol
; Test Report
tﬂ; . 1;:3 Drinking Water Test Report
g— 154 |Wastage Water Test Report
S ~1#5_|Noise Level Test Report
% E—‘ 156 |Air Emission Test Report
g ‘157 |Temperature Level Test Report |
g : 15}8 Environment Imfact Assesment |
° 159 [CO2 Emission Test i
| Committee |
o | TWWAMWWC/WPE |
s 6l |Health & safety
= 162 _|Environment
E -E <G Grievance
'S = 1647 |Fire safety
| g ~16! Emergency buisness/crisis management
|8 166 |Recuritment
| 167  |Canteen i
At otd b 1
i Customer Compliance
168  |Purchase Order |
169 |Raw Materials Involce
170 |Contract Sheet |
171 Planning Sheet
172 |Packing Instruction




‘Name of documentation part "

173 Production Records
174 In Process Inspection Report
175  |Final Inspection Report
I| 176 |Invaice
|| 177 [Packing List
|| 178 Certificate of Origin
it 179 GSP Form A - Europe
180 |Single Country / multiple country Declaration - US

Bill Of Lading/Airway Bill

Inspection Report

10+2 Importer Security Filling Workesheet effect

Goods In & Out Register

Delivery Chalan

o
0o
[#3]

Subcontract Record

pler Security Comp!jance

Name of documentation part" Q"

9 Paints Insoection Register

i

5 Paints Insoection Register

e
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Security Seals Control Register

i

Shipment Register

oy
w
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Vehicle Log

Visitors Lc:rg';,I

E
W‘g

Key Issue Register

194  |Perimeter check Register :
.‘;95/ |Pre Employement Verification i1l
<196 |Back Ground Checks or Investigation |

| 197 |Terminated Workers Control Procedure
|l 388 |Threat Awareness Training
| -1_99’ |7 Point check
| 200" |5 Point check
| \eT |Security Attendance Register
|| 1202~ [Security Duty Roster
I 287 |Security bolt issue
204 |Vehicle Register
205  |Perimeter check
206 Password change




