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1 Using the Guides

1.1 UK government requirements

The UK government requires suppliers to be in a position to be able to dem onstrate
that the wood or wood -based product supplied for a contract comes from a legal and
sustainable forest source. The government has developed a procedure for procuring
timber that includes a contract condition to ensure supply of timber from legal

sources, and a variant specification for the option of supplying sustainable timber.

The Timber Procurement Advice Note ( April 2010 ) instructs the public sector to
demand timber and wood derived products originating from either legal and
sustainable or FLEST licensed or equivalent sources using the model specification

clauses and contract conditions

3.1

If a supplier has a contract directly with the UK government, they will be
responsible for making sure that all the evidence has been gathered and is

complete. If a supplieris  supplying to Government indirectly through other
organisations , they will be responsible for explaining and submitting information

on what their own organisation does, as well as and asking their own supplier(s)
to do the same.

The government recognises two types of evidence to show that the timber or wood
products are from legal and sustainable sources:

e Category A evidence: claims based on certification under a certification scheme
which delivers government requirements. Criteria for assessing schemes to
establish whether they constitute Category A evidence are set out in UK
Government Timber Procurement  Policy: Criteria for Evaluating Certification
Schemes (Category A Evidence).

e Category B evidence: all other credible evidence that material is from forests
which meet the requirements for legality and sustainability. The evaluation of
Category B evid ence is detailed in UK Government Timber Procurement Policy:
Framework for Evaluating Category B evidence, supported by this guidance.

1.2  Overview of the guides

Two Practical Guides have been prepared to support the Framework for evaluating
Category B evidenc e. The Framework presents three Checklists which suppliers
should use when submitting  Category B evidence of legal and sustainable evidence
for a UK Government supply.

There are two elements to the evaluation of Category B evidence:

e Confirmation thatthe p  roduct being supplied actually originates from the forests
in question , which requires understanding of the s upply chain (Checklist 1) (this
document)



e Confirmation that the forest or forests of origin were managed legally and
sustainabl y (Checklist 2 and C hecklist 3)

This guide examines Checklist 1 (Supply chain information) and describes what
Category B information should be presented.

This guide has been written with the supplier tothe UK government as the main
audience. This does not necessari ly mean suppliers will have a direct contract with
the UK government. They may be supplying a building contractor who is refurbishing

a UK government building, or importing timber that will be used by a joinery

company that will be supplying a UK govern ment contract.

The second Guide, CPET Practical Guides: Category B evidence, forest source
information , addresses Checklist 2 and 3, and should also be read when submitting
evidence of legal and sustainable evidence for a UK government supply.



2 Intro duction to supply chains

2.1  From the forest to the final product

In order to confirm that a wood  -based product originated in a legally and sustainably
managed forest it is necessary to know which forest or forests it was sourced from.
In most cases there a re several stages between the original forest and the final

product.

Forest =i Sawmill ) Furniture ) Supplier
maker

Figure 1 . A simple supply chain , from forest to supplier.

For example, the wood in a piece of wooden furniture such as a desk starts out as a

tree which is cut and sold to a sawmi  |l. Here it is cut into planks and dried before
being sold to a furniture factory. The desk is made in the factory and then sold to a
furniture supplier who finally supplies the table to the end user. This is the supply
chain and is shown schematically in  Figure 1.

In reality, the supply chain is likely to be much more complex because there are
often several suppliers at each stage in the chain: every sawmill buys logs from
several forests, each furniture factory buys wood from several sawmills and the
supp lier buys furniture from several factories. Thus, the furniture supplied by a
single furniture supplier might contain wood from tens or even hundreds of different
forests. This is shown schematically in Figure 2.
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Figure 2: A schematic representation  of a more complex supply chain where the final
supply contains wood from many forest sources

2.2 Chain of custody

A chain of custody s the ability to confirm that the wood in a particular piece of
furniture (or consignment of plywood, ream of paper, piece of flooring or any other
wood product) is from a  legally and sustainably managed forest . In order to have
chain of custody, it is necessary to know the supply chain for that product and to be

able to reliably trace back to the forest source or sources.

Chain of custody involves showing how the wood from the forest or forests passed
through each stage of the supply chain and, crucially, demonstrating that the wood

was not mixed with wood from other sources at any point. This means that each

stage in the chai n must have controls in place to ensure that mixing 0 accidental or
intentional & does not occur.

This is achieved through the implementation of systems to control and segregate
timber, and record keeping which provide assurance through various forms of
documentation. These concepts will be explored in detail as part of this document.

It is possible to have a chain of custody certified , which is undertaken through
independent verification of each stage in the supply chain. Certification of each
stage involves inspection of the company against a set of requirements as set o

by a forest certification scheme. Evidence of certification is called Category A

evidence, and further information can be found on the CPET website at
www.proforest.net/cpet



http://www.proforest.net/cpet

3 Getting started

3.1 Planning your approach

If this is the first time you are submit ting Category B evidence, you should put aside
time for reading and understanding the d ocuments, following up with people in your
organisation as well as following up with your suppliers. You should ask yourself:

1. Am | the right person to be doing this within my organisation? There may be
someone responsible for Quality Systems  or Purchasin g who is better positioned
to be responsible for putting Category B evidence together for the organisation.

2. 1ls there anyone el se who has already put together
organisation that can help me?  If someone else has already gone throu  gh this
process, you may find that some of your work has already been done for you.

CPET has produced several documents to assist you with this process. They include:
X Framework for Evaluating Category B evidence

X CPET Practical Guides: Category B evid ence, supply chain information (this
document)

X CPET Practical Guides: Category B evidence, forest source information

Step 1 & Read Section 2 of both  Practical Guides for an introduction to supply chains
and forest sources

Step 2 & Familiarise yourself w ith the UK Government requirements, which can be
found in Box 1 of both Practical Guides and in the April 2010 Timber procurement
advice note. You should read (or re -read) the Framework for Evaluating Category B
evidence in order to understand what the Practical Guides are referring to.

Step 3 - Referto CPET Practical Guides: Category B evidence, forest source
information . Supply chain information is only useful if the forest source meets the
UK Government requirements (and vice versa).

Step 4 - Check yo ur contr act or order and if necessary clarify what the
customer/client is expecting from you in terms of products and evidence , and when.

Step 4 - If you have not done so already, investigate your supply chain and ensure
you have information linking the end product back to the forest sources it came
from.



Step 5 - Complete Checklists 1 using Sections 4 & 7 as reference. Checklist 1 can be

found at Annex 1.

3.2 Checklist 1

To assist suppliers in providing this i
16) has been developed which provides a
information required (see Figure 3). A full -page version is found at Annex 1, or
alternatively an editable version can be downloaded from the CPET website at
www.cpet.org.uk

Sections 4 8 7 of this guide explain what is required for each column of the form.

nf ormati on,

systematic

Product
Name of supplier Government dept
Contact person Contract number
Contact Details Date
Supply Supply chain description Controls to Mechanism Evidence
chain prevent mixing or for available
stage Description Location substitution verification or
provided
Forest
Stage 1
Stage 2
Stage 3

Figure 3 . Checklist 1: Supply chain information
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3.3  Evaluating your situation

In order to complete Checklist 1, you will need to know your
supply chain (see previous section Introduction to Supply
Chains). A useful starting point is to sketch out as much as
possible regarding the description and locations of the links
in the supply chain, starting with your company. Checklist 1

can be used as a guide for what types of information will need

to be available. At this point, please consider carefully whether it is likely your
organisation can actually link back to a legal (and where applicable, sustainable)
source.

If you have not yet determined who your supplier(s) will be for the project/supply,
you should take in to account the Category B evidence requirements when selecting a
supplier.

Simple supply chain s may include situations where certified products are coming

from a Chain of Custody certificate holder, but have been sold on to a company that

does not have Chain of Custody certification. Simple supply chains may also include
situations where the supply  chain is very short (only two or three links to the forest) ,
and there is only one or two forest sources

Complex supply chains may include composite products that have many different

forest sources or situations where the supply chain is very long. For complex supply
chains, it may be very difficult to provide acceptable Category B evidence because so
many organisations are involved in the supply chain, and adequate information may

be difficult to obtain from some or all of these organisations.

Unknown supply chains should be considered carefully as there is always the risk
that when you do trace the supply, you may find that your source(s) will not meet the
UKgovernment ds requirements or that there
the UK gover nment 6 s requirements.

Once you have an idea of the complexity of your supply chain, you can allocate time
accordingly for getting in touch with the organisations in your supply chain.

Investigation of your sup  ply chain should where possible  take place p rior to tending
for a UK government contract or  accepting an order . For complex or unknown supply
chains, it may take some time to put together ac curate supply chain information. You

should anticipate that companies you may be relying on for documentation may
require a | onger lead time than expected, and thus you agree a timeline at the
outse t.

11
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It is not recommended that you sign a contract or agree to supply a UK Government
project until you can complete Checklist 1, Checklist 2 and Checkilist 3.

If you have already signed a  contract or have already supplied a product and you
are now trying to complete Checklist 1, please note the following:

C ltwill not always be possible to use your regular suppliers to meet Category B

requirements

C Investigating your supply chain after ti mber has been supplied is often difficult
and time consuming and there is no guarantee that the timber will meet the
requirements

Failure to provide adequate evidence will result in a breach o f contract or
agreement to supply, which may have serious reper cussions for both the
supplier and the UK government project.

3.4  Gathe ring Category B evidence

In order to find out whether the suppliers you intend to use

have evidence that they meet the requirements of the UK

government 6s ti mber procurement policy,
in touch with them. You  could provide them with a  copy of

this document, and the  Framework for evaluating Category B

evidence so they understand what is being asked of them.

You should consider asking them to complete Checklist 1,

Checklist 2 and Checklist 3. Agree a timeline with your suppliers for prov iding you
with the evidence, to ensure that you have time to check it over and where
necessary, find a new supplier if what they submit is insufficient.

As you begin to put together your Category B evidence, you
should consider how you will keep track of the information,

and in what form you will present it to your buyer. Using a
computer spreadsheet programme is a good way of
summarising your supply chain for your own record keeping
purposes. A ring binder (with sections for each link in the
supply ch ain) may be a good way of starting, though you
should focus on making sure the Checklists are complete rather than amassing large

quantities of paper. You should expect to keep the information on file for 6 years
after the contract has been signed or order fulfilled .

3.5 Roles and responsibilities

UK government personnel will make the final decision when it comes to deciding
whether the evidence submitted is adequate.

12
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As a supplier, you will need to know what types of information you should be
preparing fo rthe UK government, and how they will be assessing it.

(@4

As a buyer, you will have to decide whether the evidence submitted to you by
your sources is adequate underthe UK  government 8s requirements.

You may be in a position where your organisation has a dual
role as both a buyer and a supplier. For example, if you are a
building contractor working on a UK Government
refurbishment project, you will need to gather evidence from
your sub -contractors and decide whether it is adequate. Your
contracting Author ity may in turn be looking at the evidence
you put together on your organisation and supply chain, and
decide whether it is adequate under UK government requirements.

In the process of investigating your supply chain and completing Checklist 1, you will
need to gather information and evidence as well as decide whether the evidence in
adequate (this is addressed in ~ Sections 4 @ 7 of this document).

When assessing whether information provided about the supply chain is adequate,
there are four questions whic  h will be asked. The four questions are:

1 Isthe supply chain clearly described and complete from point of supply back to
the forest source(s) ( Section 4)?

2 Have adequate controls for preventing mixing or substitution been implemented
for each stage in the s upply chain ( Section 5)?

3 Has information been provided on how these controls have been
checked/verified and was the approach used adequate to confirm the controls
described are in place and functional (  Section 6)?

4 Is the evidence provided or available ad  equate to confirm the information
provided is accurate ( Section 7)?

Guidance on what should be provided to satisfy each of these questions is provided
in the following  Sections 4 6 7.

It is very important to ensure that the information provided is approp riate because if
it is not, the contracting UK Government A uthority may demand independent
verification of both the forest source and the supply chain (as set out in the

supp lementary condition of contract in Box 1 overleaf).

13



Box 1. UK government requirements for submitting evidence

3.1 [The Contracting Authority] reserves the right to decide whether the evidence submitted to
it demonstrates legality and sustainability, or FLEGT-licence or equivalent, and is adequate to
satisfy [the Contracting Authority] that the Timber and wood-derived product complies with
[the Contract Specification]. [The Contracting Authority] reserves the right to decide whether
the evidence submitted to it is adequate to satisfy [the Contracting Authority] that the Timber
and wood-derived products comply with the requirements of the social criteria defined in
section 1.2 above. In the event that [the Contracting Authority] is not satisfied, [the
Contractor] shall commission and meet the costs of an "independent verification" and
resulting report that will (a) verify the forest source of the timber or wood and (b) assess
whether the source meets the relevant criteria.

3.2 In [this Contract], "Independent Verification" means that an evaluation is undertaken and
reported by an individual or body whose organisation, systems and procedures conform to
ISO Guide 65:1996 (EN 45011:1998) General requirements for bodies operating product
certification systems or equivalent, and who is accredited to audit against forest management
standards by a body whose organisation, systems and procedures conform to 1SO 17011:
2004 General Requirements for Providing Assessment and Accreditation of Conformity
Assessment Bodies or equivalent.

For assistance with Category B evidence at any point during the

process, please contact the Central point for Expertise on Timber

procurement (CPET) on 01865 243 766 or by email on
cpet@proforest.net.

14




Description of  the supply chain

4.1 Information required

Information on the supply chain should start with the forest source(s), as it ensures

that the supply chain is known. It is critical that complete supply chain information is

provided linking each stage in the supply  through to a forest source or sources

Without a chain of custody, information on how the forest is managed (Checkilist 2
and 3) is not useful as there is no guarantee that the forest management described is
related to the product purchased.

The first sta ge in providing adequate information about a supply chain is to set out
the details of each link in the chain. The description of the supply chain is covered by

the first two columns in the checklist , as shown below.
Supply | Supply chain descrip  tion Controls for Mechanism Evidence
chain preventing mixing for available or
stage Description Location or substitution verification provided
Forest
Stage 1

If the project includes a number of different products (e.g. flooring, window frames
and c onstruction timber) information is needed for each product.

If the product is a composite (e.g. a cupboard mainly made of plywood with a solid
timber door) the supply chain details must be provided for each component.

4.2  Stages in a supply chain

The Checklis t supplied in Annex 1 has space for one forest source and three stages.
Please note that the number of forests sources and stages will vary for each supply

chain, and you should adjust the number of spaces accordingly . 'You should fill out
one Checklist per  forest source and include as many stages as necessary.

For example (see Figure 4. ), if you are a joinery company who sources timber from
three timber merchants, who each source the type of timber you have purchased

from 2 importers, who each sources the timber from 1 forest source, you will need to
fill out 6 checklists. In this case, there are 3 stages (including the joinery) in each

15































































