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	Operation Name:
	[bookmark: Text127]     
	Date:
	     




► Complete this form if you are seeking organic certification as a broker, trader, wholesaler, brand owner, distributor, importer, or exporter of organic products that you do not process, repack (combine or split), store, or otherwise take physical possession of.

	[bookmark: _Int_YmmuxB4s] NOP §205.103, §205.201, and §205.272: An operation intending to sell, label, or represent agricultural products as organic must develop an organic system plan that is agreed to by the producer and an accredited certifying agent. Certified operations must maintain records of the production, harvesting, and handling of organic products that fully disclose all activities and transactions in sufficient detail to be readily understood, audited, and demonstrate compliance; records must span the time of purchase or acquisition, through production, to sale or transport and be traceable back to the last certified operation An organic handling system plan must include a description of practices and procedures to be performed and maintained to prevent organic products from contact with prohibited substances. 



12.1  FACILITY LOCATION
1) List the address where the inspection will occur. The address should be the place where all records are maintained by the operation and made available to the inspector.
	Facility Name:      

	Site Address:      
	Country:      

	City:      
	State:      
	Zip:      

	Contact Name:      
	Title:      

	Phone:      
	Fax:      

	Email(s):      



2) Is your operation a fully virtual business, meaning that it does not maintain or utilize any brick-and-mortar facility (including owned, leased, rented, or shared office space), and that all business activities and records are conducted and maintained exclusively in electronic format? 	|_| Yes 	|_| No

12.2  GENERAL INFORMATION
1) Describe the specific handling activities of your operation: 
	     

	     

	     



2) Select all that describe your business:
|_| Broker	|_| Trader	 |_| Wholesaler 	|_| Distributor 	|_| Private Label Brand owner
|_| Importer and/or Exporter of retail packaged products (e.g., retail packaged products, produce boxes, drums)
|_| Importer and/or Exporter of unpacked bulk products (bulk vessels, shipping containers, or totes)
|_| Exclusive sales agent for (operation name):      	
|_| Other (describe):      	



3) Select all that describe your organic product handling activities:
|_| Take ownership (title) of organic products without physical possession 
|_| Dropship organic products to customers directly from suppliers
|_| Arrange sales of organic products between buyers and sellers without taking possession or ownership of organic products
|_| Other:      	

4) Do you use certified organic contract handlers or co-packers?
|_| No	|_| If yes, complete the table below and attach the organic certificate for each entity. 
 
	Name of Certified Handler
	Type of Processing/Handling activity (selling, processing, packaging, repacking, trading, facilitating sale or trade, importing, exporting, combining, aggregating, culling, conditioning, treating etc.

	     
	     

	     
	     

	     
	     

	     
	     



5) Attach a visual product flow chart(s) that shows the movement of the product physically and legally (ownership). 
|_| Flow Chart(s) attached.

6) Products handled by this operation: 	|_| Organic only	|_| Organic and nonorganic 
a) Do you handle any nonorganic products which are visually indistinguishable from or identical to organic products? 
[bookmark: Check5]|_| No	|_| Yes 
i. If yes, please list products:      	

12.3  OFF-SITE STORAGE
1) If off-site facilities are used to store and/or distribute organic ingredients and products, complete the following table, or provide an attachment with the requested information:  
|_| N/A, no off-site facilities are used.    |_| Information provided in the table below.  |_| Requested information is attached.

	Storage Facility Name & Location
	Ingredients/Products Stored
	Documentation*

	     
	     
	|_| OC    |_| IS   

	     
	     
	|_| OC    |_| IS  

	     
	     
	|_| OC    |_| IS 

	     
	     
	|_| OC    |_| IS 


* (OC) Organic Certificate or (IS) Independent Storage Information Sheet
All forms are available at www.tilth.org.

12.4  TRANSPORTATION
1) Are you responsible for arranging the transport of organic products?
|_| No    |_| Yes
a) If yes, describe the organic products transported and the transportation process. Include the type of product, packaging, mode or transport (e.g., truck, rail, ocean freight, air), whether the product is bulk or retail packaged).
	     

	     

	     


b) For packaged products (retail and non-retail), how do you ensure organic integrity is maintained during transit? (check all that apply)
|_| Transportation provider is certified organic and certificate is attached.
|_| Clean transport units are verified and records maintained by your operation.
|_| Organic products are never shipped with non-organic products.
|_| Organic and non-organic products are loaded into separate areas of the transportation vehicle.
|_| Clearly labeled packages and/or pallets are used.
|_| Organic products are sealed or shrink wrapped.
|_| Fully packaged retail products (e.g., shrink wrapped, tamper-evident packaging).
|_| Other:      	

c) For unpackaged non-retail bulk products (such as trailers or railcars of grain, haybales, milk tankers, etc.), how are organic products labeled during transit?
|_| Transportation provider is certified organic and certificate is attached.
|_| Clean transport units are verified and records maintained.
|_| Trailer is temporarily labeled organic with a removable magnet or sticker.
|_| The truck seal tag is labeled organic.
|_| Twine for hay bales are color coded and labeled.
|_| Other:      	

12.5  ORGANIC PRODUCTS AND INGREDIENTS
1) Attach a Master Product List (MPL-01) that includes all organic products you handle that you wish to certify. 
|_| Master Product List is attached.
a) Are you purchasing ingredients? |_| Yes  |_| No
b) If yes, include a line on the MPL listing “ingredients on MIL” |_| Included
Brokered ingredients must be listed on the MPL so that they appear on the organic certificate.       

2) Attach a Master Ingredient List (MIL-03) that includes all organic ingredients, along with their suppliers. This is required if you own product formulations for multi-ingredient products, OR if you purchase and supply ingredients as part of your service. Operations (such as Private label brand owners) who do not buy ingredients are not required to submit this list.    
 |_| Master Ingredient List is attached.   |_| N/A - Only finished products are handled, no ingredients are purchased.

3) Attach a Product Formulation Sheet Form (PFS-02) for each multi-ingredient product. 
If you are a private label brand owner or Marketer and you do not control the product formulas, you do not need to submit this form. Instead provide a spec sheet or ingredient list from your co-packer.	
|_| Product Formulation Sheet is attached.   |_| Specification sheet attached. 
|_| N/A - Only single-ingredient or finished products.  
a) Do you own the product formulations?	 |_| Yes	 |_| No	 |_| Some
b) If you answered No or Some, indicate who owns or manages the formulations you do not own:      		
Note: You must submit to OTCO any updates or changes to your product formulations for review and approval before making the product using a new or different formulation than the one approved in your OSP. 


4) How do you make sure that all organic certificates for your suppliers are current? (check all that apply)
|_| Maintain valid certificates and receive updated certificates every year as required.
|_| Check the Organic Integrity Database (OID) to confirm certificates are valid.
|_| Other (Explain):      	

5) If you own product formulations, how do you verify that only compliant ingredients and products are used? (check all that apply)
|_| N/A- Only finished products are handled, no ingredients are purchased
|_| Submit ingredients to OTCO for review and approval before use.
|_| Also check the Organic Integrity Database (OID) to confirm compliance.
|_| Our certified organic co-packer manages ingredients and product compliance.
|_| Other (Explain):      	

12.6  LABELING AND MARKETING MATERIALS
Organic labeling guidelines are available on OTCO’s website. All labels must be submitted to OTCO for review and approval before printing.

1) Is your operation identified on any organic product labels? 	|_| Yes	 |_| No
a) If yes, describe how your operation is identified:
|_| Brand name(s) 	|_| Distributor/” Distributed by” 	|_| Importer	 |_| Broker 	|_| “Manufactured for” 
|_| Other:      		
2) Is your operation responsible for label design and/or label ownership of organic products? |_| Yes   |_| No
a) If yes, what types of products are you responsible for labeling? |_| Retail |_| Non-retail (bulk or wholesale)
i. If you selected non-retail: Do all labels identify the product as organic and include a lot number or other unique identifying information as required by §205.307? |_| Yes |_| No (Explain):      		
b) If yes, how do you make sure that only compliant labels are used for organic products?
|_| Labels are submitted to OTCO for review and approval before printing.
|_| Other (Explain):      		
c) If, yes, submit all labels currently in use. |_| Attached. 
d) If not, identify who is responsible for label design and label ownership. Include the company’s role (e.g., brand owner, private label owner, certified co-packer).
	     

	     

	     



3) Please list each website, web store, or electronic marketplace where your organic product may be marketed or sold (e.g., company website, web store, social media, online marketplace listings). Include the URL for each site.  
|_| N/A- products are not sold online
	     

	     

	     



12.7  INTERNATIONAL LABELING AND COMPLIANCE
Export labeling guides and Equivalency Arrangement requirements are available on our website.  
IMPORTANT: All labels must be submitted to OTCO for review and approval before printing. OTCO is NOT responsible for any costs if labels are printed before review and later found to be noncompliant.  

1) Does your operation import or export organic ingredients or products, or need Canadian Equivalency?
[bookmark: Check4]|_| Yes   |_| No. (Skip to Section 12.8)

2) Which countries do you import organic ingredients or products from? 
|_| Canada      |_| Japan                 |_| European Union      |_| India                              
|_| Mexico      |_| South Korea      |_| Switzerland              |_| United States (MX Operations only)  
|_| Other (Identify):      	  
|_| N/A – Our company does not import any organic ingredients or products. 
a) How does your operation ensure that the correct import documents are collected for all products from the countries you import from?
|_| Collect and keep a NOP Import Certificate for each shipment on-site.      
|_| Our certified organic co-packer imports the products and maintains the import documents.
b) For multi-shipment NOP Import Certificates, how does your operation verify all shipments are covered by the NOP Import Certificate? (select all that apply)
|_| We do not use multi-shipment NOP Import Certificates 
|_| We reconcile all shipments coming in under a NOP Import Certificate 
|_| We collect a final copy of the NOP Import Certificate that lists all shipments entering the US 
|_| Other, please explain:
c) Will import documents (such as phytosanitary certificates APHIS/FDA documentation) be kept showing if any substances were applied to the organic ingredients or products?
|_| Yes     |_| No     |_| N/A     Explain:      	
d) If an organic product is found to have been treated with a prohibited substance (such as fumigation or irradiation) will Oregon Tilth be notified?
|_| Yes     |_| No     |_| N/A     Explain:      	
e) [bookmark: _Hlk204333981]How does your operation verify all imported products have compliant labels? (select all that apply)
|_| Collect all labels and report noncompliant labels to OTCO prior to importing
|_| Verify with the manufacturer that labels are approved by their certifier
|_| Labels that owned or have my business identified on the label are submitted to OTCO prior to printing 
|_| Other, explain:      	

3)  Which countries do you export organic ingredients or products to?
	|_| Canada      |_| Japan                 |_| European Union      |_| India                              
	|_| Mexico      |_| South Korea      |_| Switzerland             |_| United States (MX operations only)               	
|_| Other (Identify):      	                
|_| N/A - No exporting and no equivalency required.
[bookmark: Check6]	|_| N/A - No exporting but Canadian Equivalency is needed to support my US domestic sales. 
a) How does your operation make sure that only compliant labels are used for exported products?
|_| Labels are submitted to OTCO for review and approval before printing. 
|_| N/A - The Co-packer/processor is responsible for label compliance. 
|_| Other (Explain)      	
b) How does your operation make sure that the correct export documents accompany products sent to other countries?
[bookmark: _Hlk204153937]|_| Documentation for each shipment is kept on-site.
|_| A transaction certificate is requested from OTCO when required by the destination country. 
|_| Other (Explain):      	
c) MX Operations Only: For multi-shipment import certificates requested, how does your operation verify all shipments are covered by the NOP Import Certificate (NOPIC)?
|_| Record and reconcile all shipments covered under the NOPIC and provide OTCO with this record so the NOPIC can be updated before the validity period expires.
|_| Provide an updated NOPIC to the importer.
d) How does your operation ensure that exported products comply with the equivalency arrangement for the destination country?
|_| Products are submitted to OTCO for review and approval under the equivalency arrangement before export. 
|_| Other (Explain):      	

12.8  RECORDKEEPING
1) Do you keep your records for a minimum of 5 years?
|_| Yes 	|_| No

2) Does your supply chain include uncertified entities such as brokers, traders, distributors, or warehouses?
|_| Yes	|_| No, skip to section 8.2.
a) Provide an Exempt Handler Affidavit (EHA) for each uncertified broker, trader, or distributor to confirm they are exempt. 
|_| Exempt Handler Affidavit (EHA) attached 
b) Will you keep records that clearly link the purchase and transport of organic agricultural ingredients or products back to the last certified operation?
|_| Yes     |_| No     |_| N/A, explain:      	
c) Will you ensure that all records and documents in the supply chain identify all organic agricultural ingredients or products as “organic”?
|_| Yes     |_| No     |_| N/A, explain:      	
	     



12.9 TRACKING ORGANIC PRODUCTS
1) Complete the table below or attach a diagram that shows how your audit trail tracks finished products from purchase or ordering of product, storage, to final shipping and invoicing. If you import ingredients or products, make sure you include all import records. 
|_| Diagram attached







The linking element is a unique identifier that connects one record to another within your audit trail. This may include a lot number, batch number, invoice number, purchase order number, bill of lading number, shipment ID, contract number, or other traceable references. 
	Name of Document
	What the Document Shows
	How it Connects to the Next/Previous Document (linking element) 

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



2) Mass balance: Describe how your records track the quantity of organic products in with organic products out (inputs account for outputs). If products are stored at exempt third-party facilities, describe how inventory levels are tracked. 
	     

	     

	     



3) [bookmark: Check1]Sample documents for your complete audit trail system and mass balance must be included. These can include purchase documents, transaction logs, purchase and sales reports, shipment records, bills of lading (BOLs), packing slips, inventory logs, batch records, NOP import certificates, and phytosanitary certificates.	
|_| Records attached

12.10 [bookmark: Check3] LOT NUMBERING	
1) How are lot numbers assigned for organic products handled by your operation?
|_|  We use the original lot number for traceability and do not assign a new lot number / unique identifier. (Skip to question 3)
|_| Our operation assigns a lot number / unique identifier

2) If you assign lot numbers, describe your lot numbering system.



	EXAMPLE:   Lot Number:  0123A045
	Code 
	0
	123
	A
	O
	45

	Represents
	Year: 2000
	Julian date :production
	Shift
	Organic 
	Plant location



Lot Number:      		
	Code 
	[bookmark: Text116]     
	[bookmark: Text117]     
	[bookmark: Text118]     
	[bookmark: Text119]     
	[bookmark: Text120]     
	[bookmark: Text121]     

	Represents
	     
	     
	     
	     
	     
	     



3) How does the lot number link incoming products to outgoing shipments?
|_| On invoice or Bill of Lading	|_| On a “pick list” or “ship list”  
|_| Other (explain):      
	     



12.11 MONITORING
1) How do you ensure your recordkeeping is accurate and effective?
|_| Internal audits  |_| Regular checks of records for quality control  |_| Other (explain):      
	     




2) How often do you review or monitor your recordkeeping practices?
|_| Monthly |_| Quarterly |_| Annually  |_| Other (explain):      
	     



PO Box 368, Corvallis, OR 97339, 503-378-0690 | 1-877-378-0690 | organic@tilth.org
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