ntertek
Total Quality, Assured. HEFTEEZREXH (hE)

Document Checklist for CSR Audit (China)
HEEFSRE : FRARl, AHKR, EFEXHEH, ATHK, AESWEEESI.

Audit procedures includes: Opening Meeting, Facility Tour, Documents review, Employee Interview, Pre-closing
Meeting and Closing Meeting.

wEEN T REET MNEE, HBEAFEIRA, Bt

Please prepare the original documentation listed below for verification and sample photocopying, thanks!

O 1LIFEVHE (FX)

Business License (Official Duplicate)

O 2. IFRHEFHLR (BXE+Z1A) , BERERSERAR. IREEARTEY, FRATRFTENRRER
HEAEHICR, HRESECVRAM TH#T.

Timecards or Attendance Records (Last 12 Months), including active employees and resignation employees.
If electronics time card is used, the auditor may need to review the time record directly from the computer,
with the assistance from the facility staff.

O 3. I%%k (EX+=4R) , SRERSEERAR. MIRIARZBIRTEKEN, BRERERTEKLLE.
Payroll Records (Last 12 months), including active employees and resignation employees. If wage paid by
Bank Transfer, Bank Transfer record is required accordingly.

O 4 RIRBMERAINAERE (SHHERENHT)

Employee Roster and Employee Personnel Records (including I.D. card copy)

O 5 %HEE

Labor Contract

O 6 #HEREWE (3E+Z1A) , SRAREERM, SHSRERXAISHKIEAH (MER) F; dlREe
X (mF) , wHkRKEE, FLRRIKE

Social Insurance Receipts (Last 12 months), Name List, Social Insurance Local Policy or Qualified Certificate
(when applicable), etc. Commercial insurance records (if any), e.g. Commercial Insurance Policy,
Commercial Insurance Receipts

O 7. ©WHEFHESZITFH (BEEFNRTEE. Fibi, FibRESE. SHARMEFRA. TH. #HF
|/, REGE. BRRE. MERPFHNE)

Enterprise Regulation or Employee Handbook (the content including but not limit to recruitment, non-
discrimination, prohibiting forced labor, working hours, compensation & benefit, disciplinary procedure,
working conditions, health and safety, freedom of association and collective bargaining, environmental
protection, etc.)

O 8 HHMRMEIFREXH

Local Minimum Wage Standard

O 9 FHBHIRICRERIRRMICE, SBFEER. ~R. B&R. BR. ARF (3X+=1A)

Records of Paid Leave and Wage Payment, including Annual Leave, Maternity Leave, Paternity Leave,
Marriage Leave, Sick Leave, etc. (Last 12 months)

O 10 HtiERICR. BRPE/FHRIER (EE+=1A)
Other Leave Application Form, Resignation Application Form with Approval (Last 12 months)
O 11 IR TFEEUTE LR TERHX, FEer TEW#X (miEH)
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Document Checklist for CSR Audit (China)

Official Comprehensive Working Hour System Approval, Non-fixed Working Hour System Approval (when
applicable)

O 12 kKFEIFEERGEHEPIIEICIEE

Young Workers’ Health Examination and Registration Records

m 13 ;%}JﬁiEIE’JAHR’F‘éiﬁ (‘é.*%ﬁ}ﬁEEEI]ﬁ:) %Ef]&lﬁ%iﬂi, *EBAH %iAﬁBALISI?EZié’I%ﬁEﬂH (#ni&

Dispatched Employees’ Personal Files with ID Card Copy, Attendance & Payroll Records, Labor Contracts,
Social Insurance Receipt & Certificates (when applicable), Name List, Labor Dispatch Agreement, Labour
Dispatch Business License and Business Certificate of Labor Agent

O 14 WRFRR. BE. REFIHINE, BRUIERFER.

If security, clearing, cooking are subcontracted, please provide Service Contract, Personal Files with ID Card
Copy, Labor Contracts

O 15 FEHME/ABRATINSHER, NRER (ESMERHM) , FHRIARICER, HREREERSKIEH
(mER) , SRAREEM, FHME/ABRHYL

Outsourced / Contracted employees’ Labor Contracts, Personal Files with ID Card Copy, Attendance &
Payroll Records, Social Insurance Receipt & Certificates (when applicable), Name List, Labor Outsourced /
Contracted Agreement

O 16 BARKEBAR, HRHESHEITHHY

If there are retirees hired to work again, please provide the agreement signed with retiree(s) hired to work
again.

O 17.BAXIE, BREIIERE, ZR. UYFMIIEN=TIXIHY
If Intern employed, please provide the list of Intern, Tripartite Agreement signed by the School, the Facility
and the Students

O 18 BASMERT, iRt (SPEATEFTIE)

If foreigner employed, please provided the Foreigner Work permits

O 19. T2, AIRRZZESXMN, KEFHERFTEHKEABYL (0F)

Union or Worker Representative Committee documents, Collective Labor Agreement or Collective
Bargaining Agreements (if any)

O 20 BERRIREHRE/ER/ENEHNLLLEERE
Report / Register of Construction Completion Acceptance / Building Structure Safety Appraisal Report

O 21 BRITEMBKSHEIERASUE &S

Certificate or Report / Register for Fire Protection Acceptance

O 22 RAFINBERBME. RECR. THILERF

Fire Fighting and Emergency Evacuation Plan, Fire Drill Record, Work Accident Records and Work-related
Injury Record

O 23 #figE (WH) FMBCIE (R) RRBIRE, WEH. BEVM. 5 (7)) RERANNER. RPRES
B (B850, EHWRRZER) F
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Document Checklist for CSR Audit (China)

Special Appliance (if any) Registration Certificate and Inspection Report, such as Lift, Lifting Appliance,
Inside Special motor vehicle, Boiler and Compressing Equipment (including Gas Cylinders, Gauge and
Safety Valve) and etc.

O 24 HFREELAR (0F) REE, ey, SfREEER. EENMIN. EENHREEER. 5
(7)) RERNISER V. BPREL. RPKLET. EHE[RELSE.

Special Appliance Operator (if any) Certificate, such as Lift Operator / Safety Administrator, Lifting
Appliance Operator / Safety Administrator, Inside Special motor vehicle Driver, Boiler Operator / Water
Treatment Operator, Compressing Equipment Operator and etc.

O 25 FFELAR (0F) BEE, MET. BET. KPRELEREETREARS,

Special Operation (if any) License, such as Electrician, Welder and Operator for Large or Medium-Sized
Refrigeration Equipment Operation, etc.

O 26 RRIEBHIFIHCR
Training Certificate(s)/Records for First Aider(s)

O 27. FEARAZRSEFMRANERRNIFINCRALY ; REEEARRESE MR E R NIFYNCRAED

Training Record / Certificate of Safety Production Knowledge and Management Skill for the Principal in
Charge; Training Records / Certificates of Safety Production Knowledge and Management Skill for Persons
Responsible for the Management of Work Safety in the Facility

0 28 (BF) REELEFTE (RERRSTFIIE) REIERIE

(Kitchen’s) Food Operation Permit (The previous Catering Service License) and Cooks’ Health Certificate

0 29 RIeERARRMRENR TRLEBRIGERSE

Occupational Hazards Factors Testing Report and Employee Occupational Health Examination Report

O 30. k¥@mFE, KERVRREHRR, ERAFARFHEAHEREMREAICER

List of all Chemical, MSDS, Dangerous Chemical Emergency Succor Plan and Drill Record

O 31 REEFHEMFIINCE, W : BHZREFII. ZLEFREFENRULERENE. REFACERNE
il BRAL B EE=

Work Safety Education and Training records, such as Fire Safety training, Work Safety Rules and Post Safety
Operation Procedure, Chemical Safety Training Records, Occupational Health Training

O 32 FEXM (MEEHBFEZWITN XM CRERmKES. FEXWRERIERRTEMEICE) , FIHEL
8/8i, BRUMARRERIBERE/AT/EERENERIFFERFPRKGEEFLGERES, HSHTIE, 3
MEEERRE. FRIME, BRK/ERSEWRE)

Environmental Documents such as Environmental Impact Assessment (EIA) Documents (Environmental
Impact Report, Environmental Impact Report Form or fill out Environmental Impact Registration Form), EIA
Approval / Registration, Acceptance Check of Environmental Protection of Construction Projects / Publicity
/ Information Declared on the National Information Platform of Environmental Protection Acceptance
Check for Completed Construction Projects, Pollutant Discharge Permit, Approval of Pollutants Treatment
Facilities Left Idle or Dismantled, Monitoring Report of Wastewater / Waste Gas, and etc.

O 33 GREVLBERMHEVHBANZEFTIE, SREVLEAR, EREVEBEKE, CREVEARBHME
(mER) F

Business License and Business Permit of Dangerous Waste Collector, Service Agreement and Dangerous
Waste Disposal Duplicated Form, Approval for The Hazardous Waste Transferred to Other Province (if
applicable)
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Document Checklist for CSR Audit (China)

O

34. EHRBEFERWIEN M, FTE, FERTRBERE, BHRELEWTIENREILHR

Environmental Impact Assessment (EIA) Documents, EIA Approval, Acceptance Check of Environmental
Protection, Safety Permit or Exemption Certificate of Radioactive Equipments

35. £FER (BE+HZAA) , mEFBRREK. BU/ERHER. HAER. RIRICRF

Production Records (Last 12 months), such as Daily Production Records, Send / Receiving Materials
Records, Piece-rate Records, Quality Control Records, and etc.

36. R FEE
Facility Building Layout

37. TEE YRR EER

List of main production equipment

38. NEHSTEFRRTHIABFXY (BRFHAI. TEFH. FRRERP) NEBAREHNE, dLEEH
(BERBEYK. REE. FRAE. RFAEHRES) (0F)

Written policy or process on company Social responsibility System (including labor and employment,
working condition, environmental protection) and Management organizational chart; written policy on
business practices (including Business Integrity, Anti-corruption, Data Secrecy, Anti-unfair competition) (If

any)

9. M EH/MEEER (WH)
List of Subcontractor/Supplier (if any)

40. MR FREEMN, BRE FHEAE

If facility rent or leased, please provide the Rent or Lease Contract

41. RS ETEEHEERIFTB (WF) , 0 : SAB000. WRAP. ICTI. Amfori-BSCI. 1SO14001 .
OHS18001(1S045001)

Valid certificates on Social Management System (if any), such as SA8000, WRAP, ICTI, Amfori-BSCI,
1ISO14001, OHS18001(1SO45001)

2. HeXt (RFHREBERRT)

Other documents, subject to actual circumstances during the audit
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