Supply Chain Management:
Environmental on-site audit sample

RICOH

imagine. change.

In order to promote managing and reducing environmentally sensitive
chemical substances contained in products, it is necessary to establish
the management system throughout the supply chain, and a mechanism
to accurately collect and share a large amount of environmental
information with suppliers. We have therefore formulated the “Ricoh
Group’s Guideline for Chemical Substances Management System (CMS)”
audit suppliers based on the processes shown in the right chart.

Ricoh Group's Green Procurement Standards
Separate Volume

RICOH

Introduction

Thes Gocument is composed of he Chemical Substarces Management System Secheck Report tased
on the Ricoh Group Guideines for Chamical Substances Managemert System (CAMS) and fhe CMS Audt
s

I Chemcal Sutwtances Managemest System Sl check Report (CMS Sef-check Repart)
1 *Sel-chack Raport” it 10 be wwed when & suppler provides Fticoh with B sell-chack rmport
2 Focoh Group Guideines for Chemical Substances Maagemant Syster (CMS) Audit Chechist (CMS
Aot
Crecust)
1. The "CMS Autit Checkis!” is 10 be used fof e suppilery’ self-check when Py infialy register for
Focoh Group Chamical Substances Management Systiees Ceriicaton, and rarnew fhe regaiaton

with 2t by Ricoh.
The checkist i 240 used by the Ricoh Group st representative Guing on-she sadts.

Ricoh Group’s Guideline
For Chemical Substances
Management System e R A

*Thin Bockiet shal nol be fevised when & fevision & made wihou! sievance 1o B teat of Rcoh Group's
Guideline For Cherical Substances Managenment System, and whes Bere [4 1o i=gact on the costent of
i bockiel even when B Sext of B Gudeine & revised

(Annex)
CMS Self-check Report/CMS Audit Checklist
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W hereby repont 0w self-check In accordance with the CMS Audit Checkiist
Name of Company.

“Check tems and Check Results®

Ricoh Group Chemical Substance Management System Guideline [Annex] Name of Company : N
CMS Audit Checklist ~ <Edition 6>
Business Establishment/Factory - Certified By - Check Date
Check Results
Ricoh Group's Requests Check ltems pass | Faa | na [*7|  Audit Results (state facts only)
1. Understand the information on Substances of wiich inclusion is banned 1.Cordrm the procedures for clarflying the source of nfoemation on

3. The procedures clarifying source of information on Barned Substance shall be Substances of which inclusion is banned, and the iatest version of Green

documented Procurement Standards are stored.
b. The ist of Substancas of which inclusion is banned must be prepared and kept 2 Confirm that the most curent kst of Substances of which inclusion is
cument. banned is secured and the measures for he changes to the list are eflectve

¢. The nformation on Substances of which nclusion is banned shall be maintained and|3 Confirm that suficent raining is given throughout the company with the
communicated 10 the employees. information of Substances of which inclusion is banned posted or distributed

frocesses
8. Handing of noncondonming products That contan Banned
Sctatances

Check Hema Check Resuts (Circle one)

1 U ] of S of which inchusion i bd  Pass Fal
2E of the pr route of

pacts and supphes for production Pase Fat
i whether S of which Is banned are o ol

contained in the matevials, parts. supples for products
Does it Contain Substances of which inchusion s banned ? Yes (Supphers Subcontracted suppbers) No|
4. Acuw - o' S of which Isbanned | Pass L NA
5 Process manage o S of which Is banned

51.Supplens Pass Fal NA

5.2 Supcontacted supplons Pass Fal NA
6. Process 10 prevent shpeneet of Suostances of which mcluson o Pass Fat
T. Management of Crange i malensls. pars. sugples. mixing Pass Fat

Fad

»
§

2. Examination of the procurement route of materials, parts, supplies for producton | 1. Confim the investigasive procedures of the procurement route of materials.
3. The mvestigative procedures of procurement routes (subconiracied supphiers, parts. suppiles for production are documented and clanfied

process) are documented. and investigation is carnied out to clarity whether or ot |2 Confirm that the records of invessigation resuits show the detais of the
Substances of which inclusion is banned are contained procurement route are fully examined for each part category of for each

b. Each that has the possibity of contamination during the peocurement suppler 10 clariy f Substances of which inclusion is banned are contaned or
process shall be identiied. L

3 Confnm that each process that has the possibility of contamination during
the procurement process is undersiood.

« Crcle the check results appiied.

= Check Sems 4 and & ¥ Substances of which Inclusion Is banned e not contaned circke NA
= I vy Of the results 15 Not Good", comective messures shoukd be teen

(Commective Action Rapar shouid De Aacked )

* When recoiving audit for Ricoh Group's CMS confication, the "CMS Audit Checkiiar® should be attached.

«The porson who cersfies should be the ager o he o0

Certiied by

Toe

Point of Contact:
Name

Departmect'Section:

Telephone No

E-mat

The "personal RICrTaton” Of yours SHced I BUE SOCUMISTE Wil DS USRG Griy 1or LS raed 15 Green Procusement

Provide B information with your agreement.

*All personal information provided in this document is private and will not be disclosed without

3. Examine the Presence of Substances of which inclusion is banned 1.Verify the examinaion procedures and the documentation for detecing the
3. The procedures for examining whether o not Banned Substance i contained shal |presence of Substances of which inclusion is banned

e documented 2 Confirm verication of whether or not Substances of which inclusion i
b. Check all related documents, eic. 1o find whother or not Banned Substance banned are contained in materials, parts, supples for producson.

ined inside of raw is, parts, supplies for producton. However, 3 part of 3 Whan there are referred peoducts, make sure 10 receive and store
products submct 10 Ricoh's management s exchuded verification records fom the company referred by Ricoh for supply of
producs.
4. Actual management of Substances of whch inclusion is banned 1.Confirm the ¢ d procedure 10 Segregate and store materals, parts,

8. The procedure to siore separately the materials, parts, supplies for producton hat  [Supplies for production hat contain Subsiances of which inclusion & banned.

contain Substances of which inclusion is banned shall be documented

b. There shal be records of acceptance inspecion, and e documentaton of recespt
and shipmants of the materials, parts, supplies for production hat contan

2 Confirm by the acceplance inspechion record, mventory reconds showng
receiving and shipping (tractabiity) of he materals, pans, supphes for
producson that contain Substances of which indusion is banned

Substances of which inclusion is banned 3 Confirm that the materials, parts, supplies for producton hat contain

Substances of which inclusion is banned are segregated and managed
separately so that the operators will not mispiace them (1 be stored on
separate shehves, &4 )

¢. The materials, parts, suppbes for production that contain Substances of which
inchusion is banned shall be segregated and managed saparaiely

4. Confirm Brough intenviews with operators and on-sile obsenvations that the
materals, parts, suppies for producion that contan Substances of which
indiusion is banned are segregated and managed separately

*For the definitons of products subject 1o Ricoh's management and products refermed by Ricoh, see VIL Definition of tenms and VIl Products subject 1o investigation of presence of Substances of whch inclusion is banned in the text of CMS guseline.
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Ricoh Group Chemical Substance Management System Guideline [Annex) Name of Company : i
CMS Audit Checklist <Edition 6>
Business EstablishmentFactory - Certified By - Check Date :
Check Results |
Ricoh Group's Requests Check ltems Pass | Fail | NA Ome Audit Results (state facts only)

d

5. Process management of Substances of which inclusion is barned

5-1. Suppliers
a. The work process must be documented s that the flow of work can be undersiood.

b. The procedure to prevent contamination with Substances of which inclusion 8
banned s documented, and make sure the work is pedformed in conformity o the
procedure.

1.Make sure he work process of pants for Ricoh Growp is documented.

2 Confirm hat the operational procadures ane documented 5o that he
operators will not mix Substances of which inclusion & banned.

3.ConSrm Beough the inlerviews with the operators that the documented
opecatonal procedures are properly ob d

5-2. Subcontracted suppliers(”)
a. The work process must be documented 50 that the Bow of work can be undersiood.

b. The procedure o prevent with Sub of which nclusion s
barned is documantod, and make sure he work is performed in conformity to the
procedure.

1 Make sure he work process of parts for Ricoh Growp is documented.

2 Confirm operatonal procadures are documented 10 ensure the operators
Jfrom mixing Substances of which inclusion is banned.

3 Confirm through interviews with the operators that the documented
operatonal procedures are property cbserved

16. Prevention of shipment of Substances of which inclusion is banned

a. Procedures shall be & d 1o check shipment lots.

b. The documented procedures shal be propedy observed, and nspection records of
shipment lots, etc. shall be kept

1.Confirm that procedures are documented 1o check shipment lots.

2 Condirm that the documented procadures are peoperly observed, and
Inspection records of shipment lots, efc. (ractabiity) are kept.

7. Management of change in matenals, parts, supples, mbong processes
a. There shall be a documenied procedures in case of changing materials, parts,
supplies for production or mixing processes, and make sure 1o submit a report in
advance should there be such a change

b. When abnormal freatment work 1ook place with respect to banned
substances, apart from normal operation, record the incident and report
immediately to Ricoh b ensure appeopriateness of the treatment.

1.Confirm there is 3 documentad procedure for changes in materials, parts,
suppies for producson of mixing pr and thal he procedure
followed completsly when such 8 change takes place

[However,  there are separate rules for changing materials and pants, those

ndes shal be observed. As for changing supplies for production o mixing
peocesses, this requrement applies 1o changes involving Substances of
which inchusion is banned only.

2. When sbnormal Featment occurred which is different from nocmal
operaton, confrm document of report 1o Ricoh Growp
" Form for reporting abaormal ireatment resull must be prepared in advance

banned
a. Adocument shall be prepared on procadures for actions to be taken when

an incident of incompliance with respect to banned substances occurred
internally or extermally, and when it is believed or suspected that products

8. Handling of nonconforming products that contain Substances of which inclusion is | 1. Venfy he proced,

ncaseof gency and 10 be taken
when problem ocours ( Ricoh Group must be nofified)

2 Verify $he procadure when nonconforming products are delecied (A
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