Socially Responsible Supply Chain Programme Audit Workflow

Audit Workflow Audit provider receives supplier information
— from Reed Elsevier

g
Audit provider contacts facility by phone Audit denied
g

Audit date confirmed

REED ELSEVIER is informed of audit date

Vv

Fax document checklist to supplier Report to REED ELSEVIER
Conduct the supplier audit Factory access denied
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Auditor prepares report

Report review by supervisor

Report sent to REED ELSEVIER
within 5 working days after audit

REED ELSEVIER reviews audit result

REED ELSEVIER decides if follow-up action File closed
is needed
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Socially Responsible Supply Chain Programme Audit Process

Audit Process

Opening Meeting

Document Review

Factory Tour (includes production

floors, dormitories, canteens, kitchens,

warehouses, etc.)

Employees Interview

Pre-closing Meeting

Closing Meeting

— Explain the purpose of the audit

— State the standard and requirements
of the audit

— Request for required documents

— Review payroll, hours worked and others

— Personnel record checking

— Safety/environmental certificates and other
government certificates

— Observe working and residential conditions

of employees

— Select employees for private interview and
payroll verification

— Verify answers in the Factory Compliance
Questionnaire

— Conduct interviews with employees in a
private room

— One on one interview

— No presence of factory personnel

— Auditors review findings

— Prepare the Corrective Action Plan (CAP)

— Present findings to factory management
— Discuss findings and CAP with management

— Pass copy of CAP to factory for follow-up



