sheet

		Responsible procurement self-inspection checklist

		Company Name									Answerer’s Name								Date 

		Your company's situation on initiative related to responsible procurement
		Item		Question									Choice									Answer column
		０ General promotion of responsible procurement
			＜Responsible procurement activities＞
				(１)　Does the compony policy have clear direction 								3	Very clear
				　　　which pays attention to  general promotion of responsible 								2	Incomplete but similar contents are availbale in company policy
				      procurement?								1	Not available in company policy
			　	(２)　Is there any company action guideline  for general promotion								3	Clearly stated in company action guideline
				　　　of responsible  procurement activities?								2	Incomplete  but similar contents are availbale in company action guide line
												1	No included in company guideline
			　	(３)　Is there any general promotion of responsible  procurement 								3	Clear related commitee members are available
				　　　Promotion Commitee available  in company organization?								2	No clear organization is available, but somehow related job are assigned to selected staff
												1	No related job assignation is available
			　	(４)　Is the general promotion of responsible  procurement 								3	Open to public 
				　　　activities progress always open to  public access ?								2	In planning stage to open to public
												1	Do not open to public, and have no plan to open to public.
				(５)　Are there any rules for Human Rights and Labor 								3	Promotion department is formed and PIC assigned, and follow 
				　　　Laws Compliance?									the policy & guideline, to apply activities which open to public
												2	Have clear info on department and PIC, but no complete 
													 guideline yet or noy yet disclose the info to public. 
												1	No special activities related to Human Rights and Labor Laws

				(６)　Are there any rules for Health and Safety 								3	Promotion department is formed and PIC assigned, and follow 
				　　　requirement?									the policy & guideline, to apply activities which are open to public
												2	Have clear info on department and PIC,  but no complete guideline 
													yet or not yet disclose the info to public. 
												1	No special activities related to Heath and Safety.

				(７)　Are there any rules related to Enviromental or 								3	Promotion department is formed and PIC assgined, and follow 
				　　　Pollution Control?									the policy & guideline, to apply activities which are open to public
												2	Have clear info on department and PIC, but no complete 
													 guideline yet or not yet disclose the info to public.
												1	No special activities related to Enviroment.
			　	(８)　Is there any Enviroment Management System put  in								3	Acquired external certification such as ISO14001 continuously 
				      place and in use?									for 3 years and more.
												2	Environment Management System similar to ISO14001 is being used
												1	No Environment Management System


				(９)　Are there rules on Fair Deal and Ethics ?								3	Promotion department is formed and PIC assgined, and follow 
													the policy & guideline, to apply activities which are open to public
												2	Have clear info on department and PIC, but no complete guideline 
													yet or not yet disclose the info to public.
												1	No special activities related to Fair Deal and Ethics.

				(１０)　Are there rules on Quality and Safety?								3	Promotion department is formed and PIC assgined, and follow 
													the policy & guideline, to apply activities whichare open to public
												2	Have clear info on department and PIC, but no complete guideline 
													yet or not yet disclose the info to public.
												1	No special activities related to Quality and Safety.

				(１１)　Are there rules on Information Security?								3	Promotion department is formed and PIC assgined, and follow 
													the policy & guideline, to apply activities whichare open to public
												2	Have clear info on department and PIC, but no complete 
													guideline yet or not yet disclose the info to public.
												1	No special activities related to Information Security.

				(１２)　Is there any target or policy for Social 								3	Promotion department is formed and PIC assgined, and follow 
				　　　　Contributions?									the policy & guideline, to apply activities whichare open to public
												2	Have clear info on department and PIC, but no complete guideline yet or not yet disclose the info to public.
												1	No specific activities related to Social Contributions.
				(１３)　Is there proper management to ensure no law is 								3	Regular internal investigation/ audit is done to ensure no vioaltion of law
				　　　　violated when carrying out business related 								2	No regular internal investigation/ audit is done but able to recognize
				　　　　activities? 									the extent of law violation
												1	There is some violation of law but not able to fully recognize the whole situation
				(１４)　Is there any risk manangement on "Human 								3	Able to identify the risk, and have procedure to minimize the impact 
				　　　　Rights & Labor Law", "Health & Safety", 									of the risk. Evaluate the action regularly and apply corrective actions on procedure when necesssary 
				　　　　"Enviroment", "Fair Deal & Ethics", "Quality & Safety"								2	No clear procedure but able to manage the risk and apply action when needed
				　　　　and "Information Security"? 								1	No management on the risk
		1 Compliance with laws and respect for international norms
			＜Compliance with laws and respect for international norms＞
				Do you publicize your respect for the International 								3	Respect for the International Code of Conduct is stated internally and externally as a policy.
				Code of Conduct in your policies？								2	Respect for the International Code of Conduct is stated internally in the policy.
												1	The policy does not disclose respect for the International Code of Conduct.
		2 Human Rights and Labor
			＜2-1  Prohibit forced labor＞
				Are all the staff employed on their own will, and 								3	Apply routine internal investigation/ audit to verify.
				no force is being used to make the staff work unwillingly?								2	No audit, but no such law violation complaint has been received
				 								1	Not able to grasp if any major law violation is happening or not


			＜2-2  Prohibition of child labor, consideration for young workers＞
			　	Do all the staff meet the minimum age of 								3	Apply routine internal investigation/ audit to verify no problem 
				employment, and no child labour is practised ?									on this
												2	No audit, but no such law violation complaint has been received
												1	Not able to grasp if any major law violation is happening or not

			＜2-3  Consideration for working hours＞
			　	Is there proper management of employee works 								3	Apply routine investigation/ audit to verify no problem on this
				hours, non-work days and leave without 								2	No audit, but no such law violation complaint has been received
				violation of the law?								1	Not able to grasp if any major law violation is happening or not
													 

			＜2-4   Appropriate wages and allowances＞
			　	Are the staff paid at least the minimum wage 								3	Apply routine internal investigation/ audit to verify no problem 
				and above, and no abnormal wage reduction is 								 	on this
				being performed?								2	No audit, but no such law violation complaint has been received
												1	Not able to grasp if any major law violation is happening or not

			＜2-5  Prohibit inhumane treatments and infringements of human rights＞
			　	Are all the staff treated with respect for human 								3	Apply routine internal investigation/ audit to verify.
				rights, and with no abuse or harrassment, or 								2	No audit, but no such law violation complaint has been received
				other forms of inhumane treatment?								1	Not able to grasp if any major law violation is happening or not
													 

			＜2-6  Prohibit discrimination＞
			　	Is there any effort to practise fair employment 								3	Apply routine internal investigation/ audit to verify no problem 
				oppurtunity without discrimination?								 	on this
												2	No audit, but no such law violation complaint has been received
												1	Not able to grasp if any major law violation is happening or not

			＜2-7   Freedom of association, collective bargaining rights＞
			　	Does the company respect employee labour 								3	Apply routine internal investigation/ audit to verify no problem 
				rights by providing the work environment 								 	on this
				standard, wage level, etc per agreement 								2	No audit, but no such law violation complaint has been received
				between management and employees?								1	Not able to grasp if any major law violation is happening or not

		3 Occupational Health and Safety
			＜3-1  Promote safe activities in the workplace＞
			　	Is there any risk evaluation on the working 								3	Routine checking is done and recorded, and verified no issue on this
				enviroment safety, and any proper design or 								2	No routine checking is done and recorded, but no such law violation 
				technical method used to ensure human safety?									complaint has been received
												1	Not able to grasp if any major law violation is happening or not

			＜3-2  Preparing for emergencies＞
			　	Is there any preparation for Emergency response 								3	Emergency response measure (with training and manual) 
				to  accidents or disasters which might happen in 									is performed and positive efforts are taken to meet related targets
				the working area, and the preparation info is well aware								2	Emergency response measure is performed.
				by the staff?								1	No emergency preparation
			＜3-3 Apply appropriate measures for occupational injuries and illnesses＞
			　	Is there any management on industrial accident 								3	Routine checking is done and recorded, and verified based 
				or labor diseases in working enrioment?									on data there is no issue on this
												2	No routine checking is done and recorded, but no such law 
													violation complaint has been received
												1	Not able to grasp if any major law violation is happening or not
			＜3-4  Industrial hygiene＞
			　	Is there any management on biohazard or 								3	Routine checking is done and recorded with risk evaluation, 
				chemical material , and noise or odour in 									and verified no issue on this
				working enrioment?								2	No routine checking is done and recorded, but no such law 
													violation complaint has been received
												1	Not able to grasp if any major law violation is happening or not
			＜3-5  Be careful about physically demanding work＞
			　	Is there any management on work which may 								3	Routine checking on the working enviroment, and verified 
				cause stress to the human body, in order to 								 	no issue on this
				prevent related accident or illness?								2	No checking, but no such law violation complain received
												1	Not able to grasp if any major law violation is happening or not
			＜3-6  Apply safety measures for equipment and instruments＞
				Are the tools and equipement safe to use, with 								3	Routine checking is done and recorded, and verified no issue on this
				proper safety measures?								2	No routine checking is done and recorded, but no such law violation 
													complaint has been received
												1	Not able to grasp if any major law violation is happening or not

			＜3-7  Promote safety and hygiene in all company facilities＞
			　	Is safety or hygeine level ensured for facilities 								3	Routine checking on the working enviroment, and verified 
				(such as toilet, canteen, dormitory etc) used 								 	no issue on this
				daily by employees?								2	No checking, but no such law violation complain received
												1	Not able to grasp if any major law violation is happening or not
			＜3-8  Health and safety communication＞
			　	Is there any training to start a new work (in a dangerous								3	Health and safety training is conducted multiple times a year (monthly or regular).
				work environment, etc.)？								2	Health and safety training is held once a year.
												1	Training on health and safety is not conducted.
			＜3-9  Workers' health management＞
			　	Is there any health management for all the staff?								3	Health screening which meets the minimum law requirement and 
													above is being done, and proper action is taken when necessary
												2	Health screening is being done and within controlled range where 
													no problem is reported.
												1	No health screening and health management
		4 Environment
			＜4-1  Environmental permit and report＞
			　	Are company management reports submitted as required								3	Routine audit/ checking is done, and verified there is no issue 
				by the government or  national regulation department?									on this
				 								2	No routine audit/ checking is done, but no such law violation
													has been reported
												1	Not able to grasp if any major law violation is happening or not
			＜4-2  Reduction of energy consumption and greenhouse gas emissions＞
			　	For reduction of greenhouse gases, is there any 								3	Set mid/  long term target and positively work to achieve it 
				initiative to set a target and any effort to continuously 								2	No target is set, but greenhouse reduction activities are carried out 
				reduce such gases?									and able to keep track of progress
												1	No activities at all and not able to recognize the current condition
			＜4-3  Emissions to the atmosphere＞＜4-4  Water management＞
			　	Are the national laws regarding treatment of industrial waste								3	Routine checking is done and recorded, and verified based 
				 (waste water, sludge, and exhaust gas) being obeyed? 									on data there is no issue on this
				And is there any  initiative to improve the standard?								2	No routine checking is done and recorded, but no such 
				 									law violation has been reported
												1	Not able to grasp if any major law violation is happening or not
			＜4-5  Effective use of resources and waste management＞
			　	For efforts in saving resources and energy, is there any								3	Set mid/  long term target and positively work to achieve it 
				initiative for improvement target set for the efficient								2	No target is set, but energy saving activities are carried out 
				use of Renewable Engery or  Resources?									and able to keep track of progress
				 								1	No activities at all and not able to recognize the current condition
			＜4-6  Chemical substance management＞
			　	In the production process, is there proper 								3	Routine checking is done and recorded, and verified based 
				management on chemical substance regulated by law?									on data there is no issue on this
				 								2	No routine checking is done and recorded, but no such law violation 
													complaint has been received
												1	Not able to grasp if any major law violation is happening or not
			＜4-7  Management of chemical substances contained in products＞
				For all products, is there proper management on 								3	Routine checking is done and recorded, and verified based 
				chemical substance regulated by law?									on data there is no issue on this
												2	No routine checking is done and recorded, but no such law 
													violation complaint has been received
												1	Not able to grasp if any major law violation is happening or not
		5 Fair Trading and ethics
			＜5-1  Anti-corruption＞
				Is there a normal, healthy relationship with 								3	Routine audit/ checking is done, and verified there is no issue 
				government administration being maintained, 									on this
				without any bribery or unlawful political 								2	No routine audit/ checking is done, but no such law violation has 
				monetary contribution?									been reported
												1	Not able to grasp if any major law violation is happening or not
			＜5-2  Prohibition of improper provision and receipts of profits＞
			　	Are there rules or systems to prevent or detect 								3	Perform internal training to avoid unlawful actions and 
				the unlawful actions in the company ?									verify no problem on this
												2	No proper training, but no unlawful actions have been reported
												1	No action taken to prevent unlawful actions in the company

			＜5-3  Appropriate information disclosure＞
			　	Are there actions to disclose positively related 								3	Disclose the info to stakeholders positively based on the 
				information to stakeholder (with or without any 									company policy
				requirement by regulation)?								2	No company policy set on this but disclose info which is 
													applicable to stakeholders.
												1	Do not dislose any info to stakeholders
			＜5-4  Respect intellectual property＞
			　	Is there any infringement of intellectual property 								3	Routine audit/ checking is done, and verified there is no issue 
				rights of other companies?									on this
												2	No routine audit/ checking is done, but no such law violation has 
													been reported
												1	Not able to grasp if any major law violation is happening or not
			＜5-5  Fair business execution＞
			　	Are there rules to prevent obstruction of Fair, 								3	Routine audit/ checking is done, and verified there is no issue 
				Transparent, and Free competition?									on this
												2	No routine audit/ checking is done, but no such law violation has 
													been reported
												1	Not able to grasp if any major law violation is happening or not
			＜5-6  Protection of whistleblower＞
			　	Is there a complaint desk available to person concerned,								3	There is a complaint desk available to employees of the company 
				including employees of the company and it's suppliers?									and  it's suppliers.
												2	There is a complaint desk available only to employees of the company.
												1	There is no available complaint desk.
			＜5-7  Responsible mineral procurement＞
			　	Do you ask your suppliers to cooperate with the Conflict								3	We request all the suppliers involved in the survey to conduct a conflict mineral survey.
				Mineral Survey?								2	We request a conflict mineral survey from some of the purchasers involved in the survey.
												1	We have not requested a conflict mineral survey.
		6 Product Quality and Safety
			＜6-1  Ensure product safety＞
				Are there rules to make sure the products 								3	Routine checking is done and recorded, and verified based on data 
				designed are able to meet each country's safety 									there is no issue on this
				regulations?								2	No routine checking is done and recorded, but no such law violation 
													complaint has been received
												1	Not able to grasp if any major violation is happening or not
			＜6-2  Quality control＞
			　	Is there a Quality Management System put in 								3	Acquired external certifications such as  ISO9001 continuously  
				place and in use?									for the last 3 years  and more
												2	Using a quality management system similar to ISO9001
												1	No quality management system in use

			＜6-3 Providing accurate product and service information＞
			　	Do you provide customers with the correct information								3	Providing correct information about products and services to 
				about their products and services？									customers also, available when customers need it.
				Is the above information available when the customer								2	Providing correct information about products and services to 
				needs it?									customers, but not available when customers need them or vice versa.
												1	Not providing correct information about products and services to customers.
		7 Information Security
			＜7-1  Defense against cyber attacks＞
				Is there any measure to counter computer 								3	Routine checking is done and recorded, and verified based on data
				network security risk which may harm the 									that countermeasure is effective or education and training are
				company itself or other companies								　	provided to all employees on a regular basis
												2	No checking done but there is a countermeasure against such risk 
													and no major problem has been reported
												1	No checking done and not able to assess current risk level
			＜7-2  Protection of personal information＞
			　	Is there any management  to ensure that all 								3	There is an official rule that is set. Routine checking is done and 
				confidential data (including customer, 3rd party 									recorded and verified based on data  there is no issue on this or 
				and employee info) are protected?									education and  training are provided to all employees on a regular basis.
												2	No official rule set, but no related violation complaint has been 
													reported
												1	Not able to grasp if any major violation is happening or not
			＜7-3  Prevention of the leakage of confidential information＞
			　	Is there any proper management to ensure that 								3	There is official rule set. Routine checking is done and recorded, and 
				all confidential data received from customer and 									verified based on data there  is no issue on this or education and 
				3rd party are protected?									training are provided to all employees on a regular basis.
												2	No official rule set, but no related violation complaint has been 
													reported 
												1	Not able to grasp if any major violation is happening or not
		8 Business Continuity Plan
			＜8-1  Formulation and preparation of business continuity plan＞
				In the event of an emergency, do you create a manual that documents								3	Confirmation meetings are held regularly and reviewed.
				the activities for recovery and the processes and procedures leading up								2	We don't hold regular confirmation meetings and review them when necessary.
				 to the completion of recovery, and  regularly review them?								1	Not reviewed.
		Ａ. Building management system
				Is your company committed to a management system for								3	The company's commitment to a management system for responsible procurement has 
				responsible procurement?									been made, explained by management, and the person in charge has been determined.
												2	Although the company has made a commitment to a management system for 
													responsible procurement, it has not been explained by management and  
													the person in charge has not been determined.
												1	There is no corporate commitment to a management system for responsible 
													procurement.
		Ｂ. Supplier management
				Are you doing something about sustainability (corporate 								3	We have established our own responsible procurement policy, worked with
				social responsibility) to your business partners (supply 									our business partners, and regularly checked the status of their efforts.
				sources/suppliers)?								2	We are currently planning to reach out to our business partners.
												1	There are no particular plans to implement it.
		Ｃ. Appropriate import/export control
			　	Are there rules or systems for managing the 								3	Routine audit/ checking is done, and verified there is no issue 
				export of regulated good or technology, and is 									on this
				proper export procedure followed?								2	No routine audit/ checking is done, but no such law violation 
													has been reported
												1	Not able to grasp if any major law violation is happening or not
		Ｄ. Maintenance of complaint process mechanism
			　	Do you have a complaint mechanism and are you educating 								3	There is a complaint mechanism and employees are regularly educated.
				your employees to make the complaint mechanism work 								2	There is a complaint mechanism, but employees are not regularly 
				effectively?								　	educated or vice versa.
												1	There is no complaint mechanism.











