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Good for you. Good for our foresls:

SFI® Inc. Online Database: SIC Annual Report Data
Before You Start
Who Should Use This Manual The Sustainable Forestry Initiative, Inc. (SFI Inc.) releases an annual pro-

gress report to document its achievements and opportunities to broaden

Any representativ f the SFI Im- . .
* Any representatives of the S the practice of sustainable forestry.

plementation Committee (SIC) for

purposes of SIC annual reporting. SICs must complete an annual progress report outlining their accomplish-
: ments during the previous year and a program of work for the following
What this Manual Covers year. SICs not addressing all components of the program, either through

the SFI Implementation Committee or an existing mechanism, will not be
listed in the annual, national SFI Program progress report, nor be able to
use the service marks associated with the program.

e Setting up an SIC User Account
(Subscription Process)—p. 1-3

¢ Entering Annual Report Data—p. 4-
10 All the information and data submitted is kept confidential, and used in

o ) aggregate form in the SFI progress report. However, reporting data will

¢ Submitting Final SIC Annual Report | e gypplied to the External Review Panel regarding Inconsistent Practices.
Data—p. 11 - 12 If SFI Inc. wishes to use any SIC-specific information as examples of note-

worthy performance, SFI Inc. will seek permission.

Contact:

Amy Doty, SFI Inc. For help or if you have additional questions regarding SIC annual report-
Email: amy.doty@sfiprogram.org ing, please contact Amy Doty at: amy.doty@sfiprogram.org or

Phone: 202.596.3458 202.596.3458.

Skype: adotyl

Setting up a User Account (Subscription Process)

Step 1: Visit the following URL: www.sfiprogram.org/sfidatabase/

The Subscription Process outlined in this section is a one-time process to set up a username and
password for a SFI Implementation Committee representative. Representatives who complete the
process have the ability to set up additional SIC usernames and passwords.

Step la: Select the bottom left tab to initiate the log in process

{30 o 5F Homa Rage Bezron 37 Datanass

,\\_
This website is your gateway to forest products and suppliers independently
certified to the 5F| Standard. It will help you simplify your purchasing decisions, hearch ir SEELabel Uspy
2 -areh 37 300 BE % demonstrate your corporate social responsibility, and meet the needs of your
o~ i organization and customers. When you put your purchasing power behind your SFl-
support for responsible forest management, everybody benefits. Enter 5 digit [0 Number from
label

— TP This database |ets you identify ocsganizations with SFl-certified lands, see how
,\_ R I much land is certified to the SF| forest management standard, check certificate Submit
details, find out which independent cerification body conducted the audit, or I—
search for a specific certificate using its number. There is also a list of cerified
—=-s chain-of-custody locations.

,\h : You can find out what kinds of products — including paper, print & padckaging, and
wood — 5Fl-certified organizations camy, along with their cerification and contact
information. You can use the SFI identification number on a8 product label to

Ssarch Faner F trace the product back to the label user. Certified organizations and certification

f\“‘ SO F : bodies can leg in to updste their information or submit a request for logo use or Enter certificate number

certified product information. Contact Rachel Dierclf for access information.
| Submit

Search for Certificate Holder

\lore information about the SF| program, its on-product Isbels and its standard
gan be found on the SFl Inc. website. Questions about this preduct database can
be directed to Rachel Dierclf, SF1 Manager of Statistics and Labeling.
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Step 2: Select the Request Subscription Code link to set up your username and password the first

time you visit the system.

Access the login page directly: www.sfiprogram.org/sfidatabase/login/

Go to SF| Home Page Search 5F| Databasze

Username:

Password:

Enter Subscription Code

This section of the SFI Certification Database should be used for the following actions:

* Submitting SFl and PEFC US logo use approvals by SFland PEFC US certificate holders

* Updating SFI certified product information

* Entering annual progress report data by SFl Program Participants and SIC representatives
* Submitting certificate details by Certification Bodies

If you do not have a Username and Password for the SFI Certification Database, please reguest a subscription code and SFI wil
contact you within 24 hours of your email.

Please contact Rachel Dierclf at SFI1if you have any questions.

Step 3: Complete Subscription Code Request:
e Ensure ‘User Type'is ‘SIC User’;
o Select your organization from the Organization dropdown menu;
e Enter your email address;
o Enter your first and last name;
e Click ‘Send’ to submit your request.

Request Subscription Code

* indicates required fields

User Type:*

SIC Organization:*
To*

cC:

Email address=*
Subject:*

First Name *

Last Name *

© Company User © Certification Body User

amy.doty@sfiprogram.org

Request Subscription Code

< Send gBack

Once completed, you will receive an email from SFI Inc. with your unique Subscription
Code. Return to www.sfiprogram.org/sfidatabase/login/ and follow Steps 4, 5 and 6.



SFI® Inc. Online Database: SIC Annual Report Data

Step 4: Go to: www.sfiprogram.org/sfidatabase/loqin/ and click “Enter Subscription Code.”

Go to SFl Home Fage Search 5F| Datshase

Username:
This section of the SF1 Certification Database should be used for the following actions:
* Submitting SFl and PEFC US logo use approvals by SFland PEFC US certificate holders
Password:
* Updating SF1 certified preduct information
* Entering annual progress report data by SFl Program Participants and SIC representatives
* Submitting certificate detailz by Certification Bodies

If you do not have a Username and Password for the SFl Certification Database, please reguest a subscription code and SFI wil
contact you within 24 hours of your email.

CD
Please contact Rachel Dierclf at SFIif you have any questions.

Request Subscripticn

Code..

Step 5: Copy and paste your unique subscription code into the field below and log in.

0 ¥o 5F Home Page Seancn 57 Datanase

Enter Subscription Code

SR

Step 6: Create your own username and password for the system and Save.

Hello, you are temporarily logged in with a Subscription Code.
Logout,

30 %0 571 Homs Fage Searcn 57 Defatase Admin Return to Submit Data .

User Management

Create Company User — Organizafion Name: testcompany

* indicates requied fiskds
User Name ~

Email =

First Name =

Last Mame =

Password ~

| Contiem Rassuord
< [ Save JD Cancel ]

Now you can access the system directly (www.sfiprogram.org/sfidatabase/login/ ) with
your personal Username and Password to input SIC Annual Report data.
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Logging In and Entering SIC Annual Report Data

Step 1: Log in to the system with your username and password at: www.sfiprogram.org/

Go to 5F1 Home Page Search 5F| Datsbase

This section of the SFI Certification Database should be used for the following actions:

* Submitting SF1 and PEFC US logo use approvals by SFland PEFC US certificate holders

Password:

* Updating SF certified product information

* Entering annual progress report data by SF1 Program Participants and SIC representatives

* Submitting certificate details by Certification Bodies

If you do net have a Username and Password for the SFI Certification Database, please reguest a subscription code and SF| will
contact you within 24 hours of your email.

Reguest Subswiption

Code..

Please contact Rachel Dierclf at SFIif you have any guestions.

Step 2: Select the hyperlink titled: Submit SFI SIC Progress Report Data

Logout

Go to SFI Home Fage Search SF| Datsbase Progress Report Data Admin Return to Submit Data

SIC Users

Welcome to the Inter Database. Select one ofthe options below to enter or revise information in the SFI database.

» Submit SFI SIC Progress Report Data

To request assistance or if you have any questions, please email us.

Step 3: Choose SIC organization name and reporting year from the dropdowns, then click “SIC
Annual Report”.

Go to SF| Home Page Search SF| Database Organization Frogress Report Data Contact Admin Return to Submit Data

SIC Annual Report

Org: \zatiun:l -

Year: j

SIC Annual Report

4 |
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Complete the online annual reporting form with the information relevant for your SIC.

PAGE: Organization SIC Group

Go o SFI Home Fage Search SFI Database ‘Crganizatiol

Other Involvemant

SIC Annual Report

SIC Report Form

Organization SIC Group Organization SIC Group

SIC Name: | Organ_ization |“
Name:

- Committee
Other States: | Structure: I
Country- |-
Signed NOU: W Active: v
Attach a copy of SIC organizational guidelines (charter, bylaws, I Browse... | Upload
ete.): (The maximum file size is 10MB)
SIC Website: |

Describe how the SFl Implementation Committee (SIC) is organized — part of existing forestry association
committee, formal subcommittee, independent, eic. What organization provides primary support to the
committee?

B
B EEEEEEEEEEEEEEEEEEEREES

Does your statz/province monitor voluntary compiance with BMP's?  ® Yes  © No

If no, how is compliance with BMPs monitored or evaluated in your state/provirce?

=

Il yes, please provide the most cunent overall ligure on the rale of complance I % cormpliance inl

Frogress Report Jata Contact Admin Return to Submit Data

Il available, please send a copy ol the BMP reporl lo Ay Doly@sliprograr.ong.

Back Clear [(_ Save |  Next

Comments:

1.

2.

Downloadable SIC Report Form can be accessed from each reporting page, by clicking on the link at top of page

titled “SIC Report Form”.

When you see a “Browse” and “Upload” button, you are only allowed to upload one document. Additional
documents should be sent to Amy Doty at amy.doty@sfiprogram.org.
“Save” button will save input data so form can be completed later. SFI recommends saving each page as
you work through the form to avoid data loss.

Page 5



SFI® Inc. Online Database: SIC Annual Report Data

Complete the online annual reporting form with the information relevant for your SIC.

PAGE: Part I— Landowner Outreach, Informational Resources, Habitat and Inconsistent Practices

Go to SFl Home Fage Search SF| Database COrganization Frogress Report Data Contact Admin Return to Submit Data

SIC Annual Report

SIC Report Form

Organization SIC Group PartI

Provide a detailed description of activities incorporating SFl-specific recognition or goals in each area
below. Note unique projects you would like to especially highlight. Forward current SIC policies and/or

examples to Amy.Doty@sfiprogram.org.

Does your SIC have programs to address Landowner Qutreach™? ® Yes “ No

Other Invalvement ;I

Description or Plans to Address:

(*Landowner outreach as described in SFI 2010-2014 Standard Indicators 17.11 - 17.1.3)

OO OOOOOOOIOOOOOOOIOIVIOPPIIVSPVILIPIIVP

Does your SIC have a mechanism in place to address concerns with Inconsistent Practices?
®Yes No

If YES, is there a confidential mechanism to track/record complaints in such a manner that identifies SFI
participants that are the subject of multiple/recurring complaints (if yes, quantify below)?
“Yes No

If NO, when will your SIC have an inconsistent practices mechanism in place?

Attach a summary of your SIC process for

receiving/responding to inconsistent practices, | Browse... | Upload |

including a flow chart if available (The maximum file size is 10MB)

Back Clear | @ D

3.8 || Privacy Staternent | Copyri

Comments:

1. Send examples of Landowner Outreach and Informational Resources materials via email to Amy Doty at:
amy.doty@sfiprogram.org.

2. Upload a copy of your committee’s Inconsistent Practices policy/process. Only one document can be uploaded.
Additional documents should be sent to Amy Doty at amy.doty@sfiprogram.org.

3. “Save” button will save input data so form can be completed later. SFI recommends saving each page as
you work through the form to avoid data loss.
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Complete the online annual reporting form with the information relevant for your SIC.

PAGE: Part Il — Inconsistent Practices continued

Go to SF1 Home Page Search SF| Database Organization Progress Report Data Contact Admin Return to Submit Data

SIC Annual Report

Comments:

SIC Report Form

“Save” button will e——
save input data so

form can be Describe how your SIC advertises/communicates the inconsistent practices process (publications, target

audiences, websites, ad frequency, etc):
completed later. |
SFI recommends
saving each page
as you work
through the form
to avoid data loss.

Provide aggregate reporting infarmation (no names) on inconsistent practices below
Total number of inquiries received last year, valid or not, SFl and non-SFI: I

How does the SIC determine when a complaint is resolved (optional)?

|
Lli&l#lllllll‘llil&l&lllll’

Of the total number of inconsistent practices reported above, how many were SFl-specific? |

PLEASE ITEMIZE SFI INCONSISTENT PRACTICES BELOW - ALL SHOULD ADD UP TO THIS TOTAL
NUMEBER

Number of Participants
with more thean one
inconsistent practice

Addressed &

Addressed & Resolved UnResalved

Obj. 1 (Forest Management I I I
Planning):

Oby. 2 (Forest Productmty): | | |

0bj. 3 (Protection and Maintenance | | |
of Water Resources):

PIFFITIV rrrrrvrrrrrerrres

[ O dE AL VB 2, - I [

Describe circumstances (without names) for each unresolved inconsistent practices claim, current
status, and plans to resolve:

=

Back Clear sae | Next |
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Complete the online annual reporting form with the information relevant for your SIC.

PAGE: Part 11— Public Outreach and Program Growth

. Bo to SFI Home Page Search SFl Datsbase Organization Progress Report Data Contact Admin Return to Submit Data
Comments:

1. Upload one _ SIC Annual Report
example of Public
Outreach in the SIC Report Form

o |

have additional

items, please Send Communications-Non Core
attachments via Does your SIC specifically promote the SFI program in communications efforts? & Yes ' No
email to Amy Doty =
at: Other Involvement
1 Describe SFI communications
amy'dOty@Sflprog activities last year and planned
ram.org. activities this year:
2. If SFI recruitment
/|
targets are If your SIC does non-core paid
advertising and/or marketing, please
provided under : it 15, et
enclose publication or advertising
Program Growth, examples. If you have more than one I : — B”&IM
please ensure to file to upload, please forward as email (11e maximum file size is 10MB)
attachments to
M A K -
include full contact SRR, -
information.
3. “Save” button will
. Li b hi he SFI
save input data so et sy here e SHprogram
form can be
completed later. [
SFI 5
recommends
SaVing eaCh Identify at least 3 publications serving
your state or province where the SFI
page as you program has or could be effectively
Work through advertised/promoted:
the form to El
avoid data loss. Program Growth
Does your SIC have plans to recruit SFI program participants? & Yes  No
E
Identify at least 3 organizations that
could enhance SFI recognition in your
state or province by enrolling in the SFI
program (please provide contact
information):
[l

3.2.8 || Privacy ment | Copy
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Complete the online annual reporting form with the information relevant for your SIC.

PAGE: Part IV— Program Input

Comments:

1.

Go to SFl Home Page

Search SF| Dstabase

Onganizstion

Frogress Repoit Data Contact Admin

! Return to Submit Data

Provide
information on
potential SIC
project ideas
and/or
opportunities.
Provide SFI
program
feedback,
comments or
suggestions for
SFI Inc.
Consideration.

Organization SIC Group

Other Involvement

SIC Annual Report

SIC Report Form

The SFI Implementation Committees are one of the greatest strengths of the SFI program and are one of the
things that make the SFI program stand out from all the rest. SFl Inc. values your work and contributions to the

SFl program.

Please list below any ideas or opportunities your SIC may be interested in pursuing or reporting on not covered by

this report.

|

PAGE: Part V— SIC Leadership Contact Information

Comments:

1.

“Save” button will
save input data so
form can be
completed later.
SFI recommends
saving each page
as you work
through the form
to avoid data
loss.

Go to SFI Home Page

Search SF| Database Organization

Progress Report Data Contact Admin

| Return to Submit Data

Organization SIC Group

Other Involvement

SIC Annual Report

SIC Report Form

Current SIC Chair

First Name:

Last Name:
Company/Organization:
Complete Mailing Address:
Phone:

Fax:

E-mail:

Current SIC Coordinator
First Name:

Last Name:
Company/Organization:
Complete Mailing Address:
Phone:

Fax:

E-mail:
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Complete the online annual reporting form with the information relevant for your SIC.

PAGE: Other Involvement—Conservation Partnerships and Government Outreach

Ga to SFI Home Page Search SF| Database Organization Progress Report Data Contact Admin Return to Submit Data

Cirganization S5IC Group

Part I

Part 11

Part II1

Part IV

Part V

Other Involvement

SIC Annual Report

SIC Report Form

Other Involvement

Conservation Partnerships: ®Yes CNo
Project Name: |

Short Project Description
(include conservation objective
and other relevant information):

Partners: |
Start Date (estimated): | i
Completion Date (estimated): | |

Total Cost of Project: ®3US  $CDN
SIC Contribution: ®sUs ¢ SCDN

If you have mare information on your conservation project and involvement, please send an email with relevant
information to Amy Doty@sfiprogram.org.

Government Relations
Government Relations: Fyves O No

Description:

Please contact Amy Doty(@sfiprogram.org if you require a copy of your report or if you have any questions.

Back Clear @hﬂ ext

Comments:

1.

2.

If applicable, include information for one conservation partnership. If you have additional partnerships to report,
please send attachments via email to Amy Doty at: amy.doty@sfiprogram.org.
If applicable, include any information regarding your committee’s government relations outreach efforts. Please
include any information regarding policies, legislation, etc., which you feel SFI Inc. should be aware of.
Click the “SAVE” button to save all of your work. If you are satisfied with your report, please press “Submit” and
follow instructions on page 11.
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Confirming your Submission: When you submit your final annual report, you will be asked to
confirm your request to submit the data. The system will also confirm you have submitted your

report successfully.

Go to SFl Home Page

Part 1
Part 11
Part 111
Part IV
Part V

Other Involvement

Organization SIC Group

Search SF| Database Organization Progress Report Data Contact Admin

SIC Annual Report

SIC Report Form

Other Involvement

) Return to Submit Data

Conservation Partnerships:
Project Name:

Short Project Description
(include conservation objective
and other relevant information):

Partners:

Start Date (estimated):
Completion Date (estimated):
Total Cost of Project:

SIC Contribution:

Governmen
Government

Description: ( 04

®Yes CNo

Cancel

Lz
i)
& $US
# 5US
If you have more information on your conservation project and involvement, please send an email with relevant

information tc
Message from webpage

€ $CDN
' $CDN

x|

\ ? ) Are wou sure you want ko submit this STC Repork?

Comments:
1. Upon completion of annual report data entry, click the “Submit” button.
2. A pop-up window will appear confirming submission of your SIC annual report.

3. Once your report is submitted, you will no longer have the opportunity to make changes to your data. Please
ensure all information is accurate and complete before submitting.
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Email Confirmation: Once SFI has reviewed your information and approved your report, you
will receive an email confirmation of your annual report submission for your records.

= = 9 . @ @ |= SFI Annual Report Form Submission - Message (Plain Text) = = e
File Message  Adobe PDF v @

From: rachel. dierolf@sfiprogram.org Sent: Tue 13/12/2011 11:12 AM

To: Dieralf, Rachel

Cc

Subject: SFI Annual Report Form Submission

Thanks for the successful submission of your annual report form data. SFI will contact you if there are

any questions on your form. In the meantime, if you have any questions, please contact me at the
info below.

Best Regards,

Rachel Dierolf

Manager of Statistics and Labeling, SFI
PEFC US Governing Body Secretary
tel: 513-274-0124

email: rachel.dierof @sfiprogram.org

rachel.dierolf@sfiprogram.org ~

Comments:

1. If you have questions regarding the SIC Annual Report, please contact Amy Doty at: amy.doty@sfiprogram.org
or 202.596.3458.
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