Em RMGCODE

Rules for a Better Tomorrow

CM3Ie] SALTTIH S5 2B

Document checklist ¢ template

1| -+ TS FALCTS AfSH erfe

Audit booking sheet, document matrix, file index, $% SItsi@ compliance calendar @ 5% KPI sheet: f&b F<e,

w23 e file-9 wia o

. Audit booking sheet

Audit firm-a3 s sifs s =@ @ee efsfe audit-ag o @t o576 T

B AN @ i1l

efTares @e (BLA 71l EPZ) @ zone
b @i (719, e, pfefefew)
T buyer audit (oTICR

Standard @ version (WRAP / amfori BSCI / SMETA
7.0 2-Pillar 91 4-Pillar / SLCP CAF v1.7)

Audit-a3 g9+ (214, 74, follow-up)

¢OE4l (announced, semi-announced window,
unannounced)

Platform ID (WRAP ID, amfori ID, Sedex ZC/ZS,
SLCP ID)

Audit firm 8 cIIsicis

ff*5® window a1 wifse

Auditor-fa= @ auditor-aa 712l

Scope: unit, ©3=, dormitory, subcontractor
Fee, (& (WS, invoice #1ewl ¢5itg & =
Self-assessment / SAQ / CAF 5/=oitsa sifad
Audit-&7 SIest 51es document, ATSICHIA i
wftgele 35fes ¢ ey e

Buyer-¢ Sifsd Gieitaa sifsra
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%. Document matrix

Document &RES, TAI5Y @ HIRCET ARFCE BF ;I A1l g oy

6T document F: AR @ TS
Document =iz fefe (513 WS Bz [ S
Trade licence, S #1307 (DIFE) BLA 3¢, ©s% - BEPZA  Audit-&3 it t3¥; =% @ O
@9iena sets, IRC/ERC Pranifiec
TN Baw w1, structural @ (g3 eE BLA &5 - BNBC 2050  J59%e floor Samea sy (J
Raereia wf o
Fire licence @ fire safety plan BLA vt - ©fy effstaig e @ifyrs; sRgits eiferssl O
fafioter @Es STRCET A (A
et e @ oAfsmel Som T BT 208% TR Ay, e w<g
e
Environmental Clearance Certificate, ETP  ECR 2039 & 4; ETP 51 log O
@FS

16T document : RTIIsT @ personnel file

Document

Scaistolg @ siffvaog e b 2o WRHE (e, AT, TG @ grade-77 O
S 73 © Wi @fersm v—s q, v S @ ZIETIO O
TS @it (NID / 8, vy 9@ BLA: 58 I % (S 7F; $8-5b 2 Wy TTwwe| [
GrNeEE) @ B ORI @ (BILFE | EPZ: Sb I20ad B (TS T
st ANfS; recruitment © ST IR (AE (@I fee I TN (€T T d
fee =1l (ST I

SIS, TWH S PUIT 20219, 55-%0  DISN SRR 00 FAMICIR W& ANG oAfiTeTias O

el 520(%) (BLA)

16T document si: g, FXH1 @ 3G
Document
Time card, gate 500-50b, Wb—8% (WIS ALY b, AH S0 TB; MAIBT M 8, ad
register, OT @6 959 AR G0, IQF T ¢Y; TR S e g%
Payroll, pay slip, TWEF Al 535-53¢  RY, ¢&— NGEHPR (KT 4 FNMC W05 AT d
MFS-4a3 e=iey (37
OT f2oi= S0b 8¢ T NG 8 T/ ATTF ©reld (T ATF) & @t ad
Wi few Tgffa $8Y qo-qs  &fefb grade gazette-ag =i 41 &M O
gazette
357 @femsa $5a-55b  @0—G©  (ANGT 0, Aol 38, &fs ob M FE s M wfes;, O

Te3q v e (BLA, 20%%) 1 55 e (EPZ)

fS YR aws 8¢—¢O 599 U0 + o fiT (BLA, 20%Y); b + b WeE (EPZ) O
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Document

a9l w1, ofqy wafdet / 55,208, b I S T3 S T LTSS ad
WPPF W8

161 document ¥: ¥fFF TS @ HHA

Document
TemleaTIal Shifs: o, 20@-30Y S8%— o 3 oI @« renEs (BLA); wfis (O
minutes, IBIRH 529 st ifoe, NS
(GG 38 / =i wersier 5q0, $5¢, 58— TECTHS (13; OfTE- R (AW (3 O
stufea @as 20% 530
Sfetalst oigfe, qs/hotline 0 b st wfstaee Sea @ el feife O
log, feoifen s
9w, SifzesTel @ TEEiEa VY, VO, @ 5T, RIS TR, ey g A4, s
wfeals Fesife s 08T 3024 &fSS (AT (BLA 008F)
G FANEAS [(F6: VG, @I, 20, 8 5 TR &Af T Nl W S =i d
e
61 document ©: F1%55 @ Aol
Document BLA 513 TS Tz [ ST
1S5 FhIG: 915w, Iel, minutes 50 (EPZ: w¢, o 3 o7 @& whics FeronEss; Fafe e, (O
SHE-S) I e 5=
3 yemaw @ safety record book 50 @Yy, (am3fesF, chemical, ergonomic @ O
Fire drill, fire fighter af¥rse, Y SIfe @ IR drill-97 2 (@9 30 ad
ST oAfvsfa I A5 O (TG
Chemical if&=l, SDS, PPE qq, 9bF R ST qgEw SDS; PPE Reare [
TGl @fersia 8 (o= bo oS 756 a6, wrog e Wiy wmE U
S
First aid, canteen, re &%, AT by, 5%, 58 7Jf siag, elf¥iffs first-aider; @ wieay
R AR ST

standard S=1H A5fS document
Document WRAP BSCI SMETA SLCP BW &%&s WIW

Customs compliance; security risk assessment, @ (55— d
visitor @ Fi7 ID, container @ cargo 513, IIT 5%)
aifrer

Social management system; supplier @ ®(PA @ (4- O
subcontractor-a3 FItg cascade effect; gafReaidl 5, 5©) Pillar)
© IR CRfoTel
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Document

Management Systems Assessment; FITSd
Sfgesia; wiftrg et fCasY; subcontracting @ home-
working

Facility profile; 5% Sitsia fget ©2y; 2ifeft Seraw
document reference
Living wage gap analysis © roadmap

sffcaiore SRS, e, #iifs ¢ qrdna o2y @ e

Bipartite committee- S99 d; improvement
plan-&% &¥is; Progress Report 1
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WRAP

® (50)

BSCI

® (PA
@)

® (PA
5%)

SMETA

@ (ETI
@)

® (4-
Pillar)

SLCP BW 2BS w3/ S_EN

a



©. Document file index (template)

93 @Y TR 774 M+, TS auditor FEF (TS &fsfs document o=

pa

E ) cSetad document wiftrg ST qI51R
S RS @ TG
2 TS @ siafs (qzam, FrEkrs, i)

© Personnel file @ ¢ &siey
8 WgfR, payroll 8 IRH/MFS GF6
¢ IV (GG, SOlbEN 8 B

- e 9 S, IR, sifecs
g5 @ faroral: drill, &frwey, oifzwsfa
b offfeaer @ aemfae

O

S Subcontractor @ supply chain

0 Coid audit, CAP @ J0Fd &Nl

S iR GG

°R Management review 8 internal audit
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8. Compliance calendar (5% 1)

Tl scheme-93 TETNISTE A5 ST Gaj, 1Ao7 7<=, drill @ internal audit-a3 Ex st S

Calendar-4 (sie7I9 Itel scheme- 99 SR

Audit-a9 =tTet

Standard

Audit-a9 2itg

WRAP Registration & NI% (3; 8 FA=T semi-
announced window

amfori Request-&d =% AR 29 window &, =8

BSCI AR 5

SMETA Buyer @ AAC-&3 IC¥ pillar, scope @ ifqy
5% =41

SLCP T HL NI ©2F

Better & ~500 T self-diagnosis; ST ©-8-4

Work unannounced assessment

AN S WA

Audit < follow-up

50 FAACH report; wo t=a Wwes CAP-ad
Y, (ICHTH T PCA

£8 T ZT alert; C—E (e &-5% W7 follow-
up (8- SIST Si1sT=f)

Report-4 I&l 2rafsts follow-up (desktop
on-site)

TN < WK Sy verification; on-site visit-
97 97 & FAHACH Solfg e

& wo i 917 report; & WITH Progress
Report 1; S $5-5%-4 SR

Internal audit-a3 RT3

Drill, {5, aiffrwet

o

aféet
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¢. If5i< KPI sheet

KPI G

SRR Yo T @ Fer Fal wfiesa 2= 0
SRS NG AT (A FHHACHT W) $00%

feifare e freeife zem wiferatst $00%

T CSITATT ¢l CAP item 0

Fire drill ST (57 Ir6oTR) Sifsregr| S
FrfRaaorE St el sl ST
a3 e efifrs wfie sffsregl S

50 TRTTE CHF G (XY RS FHIBCHH, [IFI 3 0

rmgcode.com - TI5Ie] SIS H @S - Document checklist

Ty & WM A o W gEl W Gh weEl Wwe e



	Document checklist ও template
	১. Audit booking sheet
	২. Document matrix
	মূল document ক: লাইসেন্স ও অনুমতি
	মূল document খ: নিয়োগ ও personnel file
	মূল document গ: মজুরি, কর্মঘণ্টা ও ছুটি
	মূল document ঘ: শ্রমিকের মতামত ও আচরণ
	মূল document ঙ: স্বাস্থ্য ও নিরাপত্তা
	Standard অনুযায়ী বাড়তি document

	৩. Document file index (template)
	৪. Compliance calendar (১২ মাস)
	Calendar-এ তোলার মতো scheme-এর সময়সীমা
	আপনার ১২ মাস

	৫. মাসিক KPI sheet


