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The purpose of this document is to provide auditors, technical reviewers and decision-makers with a clear and detailed
guide to using the CERTIAPP platform in performing their duties within the certification process under the CONFICERT
scheme.

This guide describes the tools and procedures for each role, from audit management (planning, setting up the audit team,
assigning and evaluating the checklist, recording signatures and closing the audit), the evaluation of the Corrective Action
Plan (CAP) and the technical review of the file, to the final decision and the issuance of the corresponding certificate.

The aim of this guide is to enable evaluation staff to work autonomously and efficiently within the platform, ensuring proper
compliance with the procedures set out in the CONFICERT General Rules at each stage of the certification process in which
they are involved.

2.1. General Dashboard

The general dashboard displays a summary of the activity of the entire Certification Body in relation to the CONFICERT
Brands. It shows the requests registered by Brand, the files by Brand, the activity calendar and all evaluation staff (grouped
under the "Auditors" section, regardless of whether they are auditors, technical reviewers or decision-makers), as well as
the news communicated by CONFICERT.
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2.2. Settings

This section does not require any action or modification.
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2.3. Staff

2.3.1. Contacts
No action should be taken in this section. Only the administrators of the Certification Body's administrator account are

authorized to create contacts.

Contacts

2.3.2. Users

This section is used to consult the users registered in CERTIAPP.

H
§
v e v ow

2.3.3. Clients
This section is used to consult client information. However, only the administrators of the Certification Body's administrator
account are authorized to create and modify a client's information.

ROVAL BURGUER

To consult an operator client's information, click on the corresponding record to open its details. These show the
information related to the client, including the internal control code under which it is registered with the Certification Body

®CONFICERT 2024 — All rights reserved. | www.conficert.org | Avda. de la Osa Mayor, 29 — 28023 Madrid (Spain) Page 4 of 48


http://www.conficert.org/

C&}N F |CERT User Guide for Auditors, Technical Reviewers and V1, 25.SEP.2026
tsbing et pramarey Decision-Makers — CERTIAPP Platform

(for example, "C-0001") and the CIN (CONFICERT Identification Number) (in this example, "0000005034"), as well as all its
contact information and the Brands for which it holds a certification authorization.

Contact file for Client 0T
_— mact

BODEGAS PREMIUM SOLANTIS z

823654789

o
B
© VWV -
[, FOODWASTE SAVER V1.1 -HoReCaCHANNEL  pay

A drop-down menu with several options is also displayed:

Contact file for Client €oi
Dashaoard s
Files
BODEGAS PREMIUM SOLANTIS Documentation s Sepe =5 Reramon Creamion

- o HODEGAS PREMIUM SOLANTIS
BODEGAS PREMIUM SOLANTIS o001 Contacts
p— RV1.1 - HORECa CHANNEL-~ BODEGAS PREMILM

Responsible  Technicians soLaNms
Addresses Rawes per page LIRS Vided
imports

o confeens@contioen org [

@ B-23654789

® coletmas o

Observations

v" Files: shows all files related to this client.

Contact file for Client o
BODEGAS PREMIUM SOLANTIS 2 o

BODEGAS PREMIUM SOLANTIS

2 BODEGAS PREMIUM SOLANTIS | cosst

‘oono0nseas \STE SAVER V1.1 - HOReCa CHANNEL - BODEGAS PREMIUM

conficen@conficert.org

Q

823654789

]

@

L]

v" Documentation: shows all documents related to the client in general (such as the request, the contract and the
documents shared with the operator), provided they have been uploaded or shared through CERTIAPP. It can be
filtered by document type and module. To upload a document directly from this section, click "Add Document".

Contact file for Client
Dastbaart . Coreses:

BODEGAS PREMIUM SOLANTIS 2 By > 8 o

BOOEQAS FREMILM SOLANTES | cecei | cossseseas

v" Contacts: used to consult the operator's contact staff.
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Contact file for Client o
Dashbosrd — Camacts
contacts ~
BODEGAS PREMIUM SOLANTIS 2
Link a contact
BODEGAS PREMIUM SOLANTIS | cane1 + ADD RELATIONSHIF
omoosasa

[ conficertb@conficert org
@ 836578

=29 o

@ cale
E)  Observations

2 of BODEGAS PREMIUM SOLANTIS
[+ \.J[‘.'-?WIN[V? 1 m

3 FOOD WASTE SAVER V1.1 - HoReCa CHANNEL
Lo el o]

v" Responsible/Technicians: shows the managers and technicians involved in the audit for the certification Brand.
This record is voluntary and for information purposes only.

Contact file for Client
Dashboard — Contacts
BODEGAS PREMIUM SOLANTIS ) @ Marii

BODEGAS FREMIUM SOLANTIS | coooi | ooooeomss
+ ADD RESPONSIBLE / TECHNICIAN

DELETE
@ confcenbgeonticertorg
] 23654789
@ cmmirame, 13 o

D  observations

v' Addresses: used to consult the registered addresses, whether entered by the Certification Body's administration
or by the operator itself from its profile.

Contact file for Client B
Bashéoard — Contacis
Addresses -
BODEGAS PREMIUM SOLANTIS 2 Main Office Praductran Factity Production faciliy 2
s BODEGAS PREMIUM SOLANTIS | cooo BODEGAS PREMIUM SOLANTIS
- Busineds Nam Installateon

000005034

&  conficertb@conficert org

@ B2ssi7Ey MODIFY 1
p MODIFY w MOBIFY W

@ coleumss 1]
praducsion fciity 3
2 Obsewations s

ADD ADDRESS
Type
et

AS PREMIUM SOLANTIS

€ VEGWINEVZ1 o)
‘ calle latas 23
Mad a

FOOD WASTE SAVER V1.1 - HoReCa CHANNEL

<o

v"Imports: contains no relevant information.
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Contact file for Client

BODEGAS PREMIUM SOLANTIS 2

o

BODEGAS PREMIUM SOLANTIS | oo
0000005034

=  conficertb@conficertong
@ B2sssee9
@ ciAmiame 13 o

©) Observations

v Licences: shows all the Brands for which the operator is authorized to carry out its certification process.

Contact file for Client
Dashbosrd - Contacts o

BODEGAS PREMIUM SOLANTIS 2 fr Staws  Goyahies

0000005034

BODEGAS PREMIUM SOLANTIS | 6oas1 = =
=3  rwei |

=  conficentb@conficertorg

&

B-23654789

Calle Latas 29 o

@

GI  Obserations

2.3.4. Auditors

This section is used to consult auditor information by selecting the relevant name. The information in this section is for
consultation only and must not be modified.

Once the auditor's profile is opened, a summary of their information is displayed, together with a drop-down menu with
the following options:

Contact file for Auditor

Dashboard — Contacts —

X Competencies
Fernando Corrales Molina P8

Incompatibilities
. Fernando
-

auditor01 Qualifications
PETENCY
Permissions
Contact Information
Addresses

695 585 476
L' Contact

= conficert/@conficert.org
Email

M98564585
NIF
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v" Competencies
This option shows the roles the auditor performs for the assigned Brands.

Contact file for Auditor
Dashboma . Contacts

campetencies +

Fernando Corrales Molina z
o @ Lo meviEwen, pecion .
Femanda ey il
T T Cox
+ ADD comPETENCY
tormation A o
L sesssars

®  confeartTgeonfiartorg

[ MI8S6I5E5

v" Incompatibilities
This option shows the operator clients with whom the auditor has a conflict of interest, whether for family or
other reasons.

Contact file for Auditor o

Incompatibilities ~

Fernando Corrales Molina 2

Femando

+ ADD INCOMPATIBILITY
695585476
conficert?@conficert.org

M98564585

v' Addresses
This option shows the addresses related to the auditor.

Contact file for Auditor o

Doshbosrd

Fernando Corrales Molina 2

Femando
audron ADD ADDRESS

v 695585475

[  conficert’@conticeri.org

= M9B56LSES
B 5 MoDIEY ¥

v' Qualifications
This option contains no relevant information and does not need to be completed.

Contact file for Auditor o
Dastbosrd - Comsets

Qualifications =

Fernando Corrales Molina 2

Femando

No blocks found
There Is no block with that code In the ‘sudiors’ module. Vou can crate one, and it will appesr here.

w 695585476
[ conficert?@conficert.org

@ Mosseases

No blocks found

There is no black with that code in the ‘suitors’ module. Yeu ean create one, and It will appear here.

v' Permissions
No data should be modified in this option.
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Contact file for Auditor £orr
Dashboard — Comacts

Fernando Corrales Molina z

Femando

n, 695585476

E conficert7@eonficert org
=) v

| MoB554SES

Blocks

2.3.5. Internal Staff

This section contains no information or data that needs to be modified.

2.4. Documents

This tool displays all documents exchanged with operators, as well as those uploaded to the platform. It can be filtered by
name, type, module or client.

To add a document, click "Upload Document".

Documents

‘Search Fillers

B @ a

When attaching the document, select the corresponding module and sub-scope, and click "Attach" to save.
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Drag and drop the files you want 10 attach
These files will be securely saved in CertiAPP and recorded for the comesponding user.

= V\{In?u\e - & suaa.\rantpf, -

2.5. Request

No action should be taken in this section from the auditor, technical reviewer or decision-maker role. Request management
is exclusively the responsibility of the Certification Body administrator role.

2.6. Files

This section is used to review the operator's file. There is one file for each Brand in which the operator has been certified,
and the annual certifications are shown as iterations.

Opening the file displays the relevant file information.
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[ Last Audit Last Review # Last Dictum € Last Certificate

Scrolling down, the iterations are shown (the cycles of the certification process that periodically repeat the same sequence
of steps, from the request to the issuance of the certificate, in order to maintain or modify the certification).

In this case, there are two iterations, i.e., two certification cycles. In addition, the iteration dated 31/07/2026
(DD/MM/YYYY) shows a superscript "(+2)", which indicates that this iteration covers 3 sites or locations: the one shown
("Production Facility") plus 2 more.

Ccern i Pooe o o=

£ Last Audit Last Review % Last Dictum 3 Last Cenificate

Clicking on one of these iterations (for example, the one dated 31/07/2026) displays a drop-down bar below it with several
tools.

3 Last Audit Last Review A Last Dictum 0 Last Cenificate

v" Products
Shows all the sites declared in the request, together with the data that defines the audit.
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Last Review A Last Dietum 3 Last Certificate

v' Audits
Shows the audits created for this operator. The status can be:
- Planned: when the audit has just been created.
- Open: when a checklist has been assigned.
- Closed: once the audit has been completed, together with the evaluation of the corrective action plan.

[ Last Audit Last Review A Last Dictum D Last Certificate

v" Request
Shows the previously approved and completed requests.

E3 Last Audit Last Review A Last Dictum 3 Last Centificate

v' Reviews
Shows when the file moves to the technical review phase.
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£9 Last Audit Last Review % Last Dictum 3 Last Centificate

v" Dictums

Shows when the file moves to the decision phase, as well as the result —Suitable or Not Suitable— once the
decision-maker has made the corresponding decision.

8032026

£ Last Audit Last Review # Last Dictum & Last Certificate

v' Samplings
Shows the samples for this file, attached during the audit.

= ¢ Fies

[ Last Audit Last Review & Last Dictum B Lost Certificate

v' Checklist
No information is displayed in this section.
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@ Last Audit Last Review # Last Dictum 3 Last Centificate

v" CAP (Corrective Action Plan)
No information is displayed in this section.

1 Last Audit Last Review * Last Dictum 3 Last Certificate

2.7. Planner

The "Planner" section is an interactive calendar of all the Certification Body's activities, showing the planned activities,
including the audits created, which appear here automatically. It can be filtered by time period, event title, person assigned
to the event or operator client.

New events can also be created to keep everything organized in a single calendar.

Clicking on an event displays the information related to it.
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Audit

+ September 2026 18 of Seplember, 2026

¢ September20z

8 of Septemies 2026

2.8. Audits

2.8.1. Audits

This section displays a summary of all audits for all clients, including the status, Brand, file number, client and the assigned
lead auditor.

The audit status can be:

e Planned: when the audit has just been created.
e  Open: when a checklist has been assigned to the operator.
e (Closed: once the audit has been completed, after the evaluation of the operator's Corrective Action Plan.

To locate the file for the audit, enter the operator's name in the "Quick Search" bar, confirming that it is the correct file by
checking the file number and the corresponding date.

Voo

vawoom ao0e

FWE - HORECA-0200 B00EGAS FREMIUM,

FUNS - HORECA-02002 ADYAL IRSUER Femanda Comaies Mo e suat

2.8.2. Checklist

This section contains the checklists for all the Brands for which the CB holds a certification authorization and whose fee is
up to date. No action is required in this section.
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Checklist Template [+
List  Searcr [ exonr |

2.8.3. Audit plans
This section contains the audit plan, which details what will be done during the audit. It has two sections:
e  Description

This section details, point by point, each activity to be carried out on the day of the audit. It works as a template: when it
is assigned to a specific audit, data such as the text or the time can be modified or added.

i o o oo oo o o a i

e Group
In this section, the description lines previously created can be grouped, organized by day or by any other criterion
considered appropriate. Opening a group shows the activities described for that particular day.
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2.9. Reviews

2.9.1. Reviews

This section displays all files for all of the Certification Body's clients that are in technical review status. It shows the status,
Brand, client, assigned reviewer and audit type.

To locate the file for the technical review, enter the operator's name in the "Quick Search" bar, confirming that it is the
correct file by checking the file number and the corresponding date.

Recond

— BODEGAS PREMAIM

2.10. Decision

2.10.1.Decision

This section displays all files for all of the Certification Body's clients that are in decision status. It shows the client, audit
date, Brand, assigned auditor and the corresponding date.

To locate the file for the decision, enter the operator's name in the "Quick Search" bar, confirming that it is the correct file
by checking the file number and the corresponding date.
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Decisions

BODFGAS PAEUM Vw0000 10072006

BODEGAS FREWAM FS - HORECA.00001 2wz 08228 Tmion2038

2.11. Certificates

This section displays all certificates for the operators' files that the decision-maker has assessed as Suitable.

To locate the certificate, enter the operator's name in the "Quick Search" bar, confirming that it is the correct certificate by
checking the certificate code and the corresponding date.

BODEGAS PREVUM o7roar2020 oaoarzozr omoarz020 wsue

2.12. Report

This section contains no relevant information and requires no attention.

2.13. News
This section displays all news and notifications that CONFICERT communicates to Certification Bodies.
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Featured news

# CONFICERT launche:

NUEVOS CURSOS WATER FRIENDLY

Creating and managing operator clients, managing contacts, managing the request, managing auditors, assigning roles and
creating the audit are the responsibility and administrative function of the Certification Body user.

This guide covers the process from the audit onwards, which is the auditor's function; the technical review, which is the
technical reviewer's function; and the decision, which is the decision-maker's function, as well as the issuance of the
certificate.

3.1. Loggingin

Log in with the username and password provided by your Certification Body.

Log in with your account

3.2.  Audit management — Auditor part

3.2.1. General

Go to the "Audits" tool and locate the corresponding audit file.

®CONFICERT 2024 — All rights reserved. | www.conficert.org | Avda. de la Osa Mayor, 29 — 28023 Madrid (Spain) Page 19 of 48


http://www.conficert.org/

C&}N F |CERT User Guide for Auditors, Technical Reviewers and V1, 25.5EP2026
. Decision-Makers — CERTIAPP Platform

wwon0 ODEGAS PREMIM 3 Femands Coraes Mo, ol sudn

The sections related to the Audit Plan are set up beforehand by the Scheme Manager (as explained in the user guide for
certification bodies), since the plan must be sent to the operator at least 48 hours in advance.

In the General tab, the auditor must complete the following sections:
e Representative: registration of the operator's representatives.
e Request information of the Brand: modification of the data declared by the operator, if necessary.
e Annotations: recording of notes, if applicable.
e Signatures: recording of the signatures in the corresponding fields.

» Representative

This section is used to add the representatives of the operator's organization. To do so, click the " = " icon and, in the pop-
up box, complete all the representative's details except the signature, which must be recorded during the closing meeting
at the end of the audit, or whenever the auditor considers appropriate.

Note: once the signature has been recorded, it cannot be modified.
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e o= o

stancary il s R —r—

Representatives. +

‘the FWS HoReCa

Annotations

Add Representative

Representatives -+

P QuityManager muveagropsbuueres 605658223 x [

Requested Information of the FWS HoReCa Channel Brand

4 oemm pree e —. e fea— IATAY
o ' . sroncE g sunceLE iscivied
/7 ovenstoR CALEPLATA
“ g sz coeur o MASGARTA  AMAGODADGRADGE  AGNAGNOWGNAD  ADWADN

oo
Annotations

» Request information of the Brand

If any of the declared locations contains errors, or the auditor considers it necessary to correct the information on

production or processes indicated in the request, click the " #* " icon in the Request information of the [Brand name and
scope] Brand section and modify the corresponding field.
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Annotations

» Annotations

In this field, the auditor records any notes considered relevant about how the audit is conducted.

= ¢ Asim ¥ = - B =

Requested informatian of the FWS HoReCa Channel Brand

Annotations

» Signatures

Once the audit has been completed, the signatures must be recorded in the highlighted fields. These fields initially show
all the staff involved in the process (auditor, technical reviewer and decision-maker). If the name of the person with the
technical reviewer role appears, their field must be left blank.

Note: once the signature has been recorded, it cannot be modified.

€ hudits * B = B =

Requested Information of the FWS HoReCa Channel Brand

-~ - Aovas
MARAN RESTALRANT i

MARGAATA  ABAGOBADOBADGE ADMAGNDHGNAD  ADHADH e AOTHADTHADTE A

Annotations

Finally, to save the information, click the icon indicated and proceed to the next point.
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Annatations

ANNOTATIONS K12

3.2.2. Checklist

»  Checklist assignment

In the "Checklist" section, the corresponding checklist is assigned to the operator. The checklist is generated per operator,
not per site to be audited. Depending on the type of operator, the procedure varies as follows:

Audit Stustion (preliminary)

Select a checklist to view its score

Cheeklists

For an Individual Operator:

e Individual operator — single site: a single checklist is created, assigning the auditor, the Brand (from the validation list)
and the location (in this case, only one location is shown, since it is a single site). Click the " <= " icon to add the checklist.

e Individual operator — multi-site: a single checklist is created for all sites, since it is a single operator and, as established
in the General Rules, a Non-Conformity detected at one site applies to all of the operator's sites. Assign the auditor
and the Brand, and in the location field select the operator's main location (corresponding to Site 1 declared in the

request). Click the " <= " icon to add the checklist.

Audit Situation (preliminary)

Select a checklist to view its score

Checidists

®CONFICERT 2024 — All rights reserved. | www.conficert.org | Avda. de la Osa Mayor, 29 — 28023 Madrid (Spain) Page 23 of 48


http://www.conficert.org/

C&}N F |CERT User Guide for Auditors, Technical Reviewers and V1, 25.5EP2026
. Decision-Makers — CERTIAPP Platform

Audit Situation (preliminary)

Select a checklist to view its score

Checklists

For a Group of Operators: checklists are generated separately for each operator. To create the checklist for Operator 1,
assign the auditor and the Brand, and in the location field select that operator's main location. The same procedure is

repeated for Operator 2, selecting the main location of its declared sites. As a result, a separate checklist is generated for
each operator in the group.

Select a checklist to view its score

Checklists.

» Checklist evaluation

To evaluate a checklist, open the corresponding checklist and enter the start and end date and time of the evaluation
carried out during the audit.

For individual operators:

e Individual operator — single site: since there is only one checklist (a single operator and a single premises/site), enter
the name and address of the location in the "Observations" box.

L = B =
FOOD WASTE SAVER - HoRleGa CHANNEL by CONFIGERT Compliance: XN cmm
0 ©
Calle Alnirante 13, 28028, Madid (M) - adrSp

Filters. =] (L=l

01, LEGAL COMPLIANCE AND MANAGEMENT COMMITMENT

01,01, Responsible declaration of legal compliance. The operator issues a responsible declaration regarding
logat Fates hat ” 8, health, and Ll L B
aperating aushorl e Ias activty.
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¢ Individual operator — multi-site: since it is a single operator, there will be a single checklist. In the "Observations" box,
enter the name of each premises (site) with its address. Bear in mind that the checklist is assigned to this operator's
main address.

FOOD WASTE SAVER - HoReCa CHANNEL by CONFICERT Compiiance: (X2 (0]

Filers [ B mrom ea |

1. LEGAL COMPLIANCE AND MANAGEMENT COMMITMENT

o Tha apermior esues

o o varifod et of provssiion
nd the 9]0 [C

e  Group of Operators: as mentioned above, a checklist is generated for each operator. In each one, in the "Observations"
box, enter the corresponding operator number together with the sites that belong to that operator. For example, for
Operator 1, which has 2 premises (sites), enter the names of both premises and their addresses.

FGOD WASTE SAVER - HoReCGa CHANNEL by GONFICERT Compliance: [N (O oo |

Filters L=

07, LEGAL COMPLIANCE AND MANAGEMENT COMMITMENT

oo complinnce regarding
compisance heann, s
parung samhoei1atons, csnies, 404 ATt required ot e deveicpmant of i3 BEEiy.

o of provantisn
- o et of e

organizanen.

FOOD WASTE SAVER - HoReCa CHANNEL by CONFICERT compliance: (X0 (@00 ]

Filters [ B wrosr xce |

1. LEGAL COMPLIANCE AND MARAGEMENT COMMITMENT

Tha opeemtor

ealth, and
sparacing sutharizssons, ko P

and —

Requirements are rated in the same way for all types of operator. Bear in mind that there are two types of requirements:
regular and major requirements, rated A, B, C or N/A; and essential requirements, rated only A, B or C. The rating assigned
depends on what is established in the "Requirements Evaluation" document for each Brand.
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To expand all requirements with a single click and enable the observations section, click "Expand All Questions" and "Expand
Observations".

et and A B oc owa

2. Management cammitman. it i verified that the masagemen i csmtiod 10 the abjectinosof prevenion

nd y and

1.3, Gualiy Pty that

‘ebjecivas and sparilically inchades 2 cumemiomund 1 lou wista managemon

1,04, Food

mitigation massures as 8 prority aption i the hiscarchy of use.

02 PREVENTICN IN HoReCh CHANNEL

5 appied 10 48 stages

uuuuuuu

iions and ¢lgssing s isieection erters in s faciines, mesalls, sertaces nd squipmens.

If the requirement, whether regular or major, is fully met, select rating A. The "Observation" field is used for internal
comments, which will not appear when the checklist is issued and will not be visible to the operator when the Non-
Conformity pack is issued. The "Comments" field, on the other hand, is used for a comment that will be visible both in the

checklist and to the operator. Clicking "Attach Evidence" allows supporting documents to be attached to the requirement
evaluation.

01, LEGAL COMPLIANCE AND MANAGEMENT COMMITMENT

If evidence is attached, it is listed above the "Observations" section. To download it again, simply click "Download", or the
" "icon of the Document Manager, which shows all the evidence for the requirements of this checklist.

€ Audns

s o -

Detected obss
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If rated B or C, the available text fields are different. "Observations" is used for internal comments, which will not be visible
when the checklist is issued or to the operator. Since a B or C rating constitutes a Non-Conformity, the "Non-Conformity
Text" field is used to record why the requirement is not met. The "Non-Conformity Number" is generated automatically.

Bear in mind that a major requirement rated B is a minor Non-Conformity, and rated C is a serious Non-Conformity. For a
regular requirement, both a B and a C rating are a minor Non-Conformity.

o erplopees.+ The polcy svstatie in 13 updaned verawn

[Non-conformity text

orthe polcy

WS - HORECA G0002/26.1/1.NCO1 63

oroe BT I
migution maatures a3 8 prioiy option in the Nerarchy of ute.

i il wignsis,

Obeervation Mon-conformity text
[l ————————— T ——

IS  HORECA GUOR26_1/1_MGU202

o2,

&

The organizasien s

s focusing on ensaring ot sai wang

If the requirement does not apply, select the "N/A" option and record the corresponding observation and comment.
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© Audin

06, SUBCONTRAZTORS.

06,01, GENERAL SUBSONTRAETORS

s A
bosn implemantsd

Ohservation

memaleomments that vl ot apEear o the s Ehaclat

Detocted obser

For essential requirements: if the requirement is fully met, select rating A, following the same criteria described for
"Observation" and "Comments" in regular and major requirements.

et E

Detected observations to Issue

If rated B or C, the "Observations" and "Non-Conformity Text" fields are completed in the same way as described above.
The "Non-Conformity Number" is generated automatically.

Bear in mind that an essential requirement rated B is a serious Non-Conformity, and rated C is a critical (K.0.) Non-

Conformity, which, according to the General Rules, allows the audit to be completed on that day but not the certification
process to continue.

ATTACH EVIENCE

Observation

on-confarmity text

FIS - HORECA-DDO0Z/20. 171 NCO1 08
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Observation ‘Non-conformity text

Once all requirements have been evaluated —bearing in mind that the evaluation must be completed in English—, a
summary table of the requirements evaluation is shown at the top. The drop-down menu shows the requirement
categories, the number evaluated for each rating, the number for each Level and the total score obtained.

FOOD WASTE SAVER - HoReCa CHANNEL by CONFICERT Complance: [0 [0 710

% man
MAloR -

1. LEGAL COMPLIANCE AND MANAGEMENT COMMITMENT

The e
Pp—— dmisraion,heskh, 18 | S

ot s ity

e ——
- e H -

To download the checklist, it is necessary to exit and reopen it so that the system updates the information with the new
data added. Then click the " 5 " icon in the top right corner of the screen. A panel opens on the right with the formats for
this operator's checklist, available for download:

e 'Internal Checklist — FWS HoReCa Channel": document for the CB's internal use, since it contains all the explicit
comments and observations recorded during the checklist evaluation.

e "Public Checklist — FWS HoReCa Channel": document in which sensitive information has been removed and replaced
with generic comments. When downloading this document, the auditor must edit the wording of the Non-
Conformities, taking care not to disclose sensitive data or private information about the operator, since this document
will be published on the CONFICERT Transparency Portal once the operator obtains the certificate.

FOOD WASTE SAVER - HORSCS CHANNEL by CONFICERT compiiance: |ICIEN ==

Total score of the cat

Filtess LI [ =]

7, LEGAL COMPLIANCE AND MANAGEMENT COMMITMENT
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Returning to the previous screen, the summary of the preliminary audit status for each checklist is shown. Bear in mind
that if a checklist receives a K.O. rating or does not reach the minimum pass threshold (70% in an initial audit or 80% in a
renewal audit), the certification process cannot continue, although the audit day can still be completed.

In the case of a Group of Operators, if an operator receives a K.O. rating or does not reach the minimum pass threshold
during the evaluation on the audit day, that operator cannot continue with the certification process and will be removed
from the group. The remaining operators that have passed the audit with more than 70% (initial audit) or 80% (renewal
audit) can continue with the certification process. However, if it is the lead operator (Lead Operator) that receives a K.O.
rating or does not reach the minimum pass threshold, the certification process for the whole group will not continue.

Qi cmmn i Pecwe =

Select a checklist to view its score.

apenET s n

Clicking on a checklist in the "Audit Situation" box opens a section with the scores for each type of requirement.

FOOD WASTE SAVER - HoReCa CHANNEL by CONFICERT

s

Score (%): 88.48%
P Number of non-conformities: 7

e

In the category drop-down menu, select the type of requirement whose evaluation information is to be displayed.

®CONFICERT 2024 — All rights reserved. | www.conficert.org | Avda. de la Osa Mayor, 29 — 28023 Madrid (Spain) Page 30 of 48


http://www.conficert.org/

C \N F IC ERT User Guide for Auditors, Technical Reviewers and V1, 25.5EP.2026
S B R Decision-Makers — CERTIAPP Platform

Audit Situation (preliminary) €20
cnmt R - FOOD WASTE SAVER - HoReCa CHANNEL by CONFICERT
Fo0D wASTE S
weecaoumeity  mzam wmas @ | Score (%) 88.48% [ -
e Mumber of non-conformities: 7 wew
mcicHELLy  dsuiaa 9s
conceRr e e o
. ' 2 n
Piccon o o m 0
Score/Total MAJOR: 156
MNumber of requirements MAJOR: 30
Number of non-conformities MAJOR: 3
Checklists "y
o ” Empiazamientas . e

» Audit closing signatures

At the closing meeting, held on the last day of the audit, together with the reading of the Non-Conformities, return to the
"General" section and record all the required signatures: those of the auditor or auditors and that of the representative of
the operator's organization.

‘Add Representative

Matia Vergara mergeragiroyalburguer £s
freveeey Quatey Manager

SB6ATESEM code

Finally, click "Add" to add the information. Special care must be taken in this step, since once signed, the signature cannot
be edited.

Add Represemtative

Matia Vergars mvergaragivoyalburgueres
68555223 Quality Manager

9647856M

oy

Scrolling down, the operator's signature is shown, corresponding to the representative added previously. The auditor's
signature must be added by the auditor, by clicking the box for their signature.
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A pop-up window opens; follow the same procedure as for the representative's signature. Bear in mind that, once recorded,
it cannot be edited either.

Once both signatures have been added, both the auditor's and the operator representative's signatures are displayed.

"
Aok BRONCE 20

> RATOR AL ATH
v, N

Annotations

ANNOTATIONS XYZ

Famando Carales Molingas Audis igmature Ane Gezmin Ramos s A grature ROYAL BURGHER 32 Che

e Moy

Finally, click "Save" so that all the information added is recorded.

Do you want to save the data?

To download the preliminary internal audit report, click the " 5 " icon in the top right corner of the screen. A panel opens
on the right with the corresponding document available for download: "Preliminary Internal Audit Report". This document,
together with the internal checklist (or the corresponding checklists, in the case of a Group of Operators), must be shared
with the operator applying for certification.
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» Corrective Action Plan (CAP) evaluation

In the "CAP" (Corrective Action Plan) section, the Non-Conformity packs are created from the Non-Conformities recorded
during the checklist requirements evaluation carried out in the previous section. To create a group of Non-Conformities,
select the corresponding Non-Conformities in the "Pending Non-Conformities to Assign".

In the case of a Group of Operators, it is recommended that the Non-Conformity packs be organized by operator; in the
system, the corresponding operator can be identified by the name assigned to its "Site".

= ¢ s = = B =

CAP List

[— Hon contrmties e contrro e

Pending Non-Canformities ta Assign

=]
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D et | WS  HORECA 200G2136.171_HE 01 e

O/ ooooDaOoao
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As an example, assuming both operators have passed the audit under the conditions mentioned above, select the Non-
Conformities for the first site ("ADDR") and click the " <= " icon to create the corresponding Non-Conformity pack.

GENERAL  CHECKLISTS AMPLES  BLOCKS cuose auorr

CAP List

[—p— [e———" N comteiy o
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Open the Non-Conformity pack to enter the creation date ("Creation Date") of the group, as well as the due date ("Due
Date"), which is a maximum of 28 days after the creation date of the corrective action pack. The CAP validation date must
be entered on the day the corrective action plan submitted by the operator is evaluated, once the operator has resolved
the Non-Conformities sent; until then, this field must be left blank.

CAP Data

Corrective Actions

Non-conformities

Once the Non-Conformity pack has been created and the corresponding dates entered, it is updated directly in the
operator's profile, allowing the operator to resolve the Non-Conformities by uploading its corrective action plan from its
own profile. The operator must be informed that this information is now available in its profile.

Once the operator has uploaded all its corrective actions (the procedure is described in the CERTIAPP User Guide for
Operators), the auditor must be informed so that they can evaluate the Corrective Action Plan. The auditor can view the
proposed corrective actions in the "Corrective Action".

Carrective Actians

Non-conformities

To evaluate a corrective action, click on it to open a pop-up window. The fields outlined in blue show the data completed
by the operator for that corrective action (cause, proposed action and proposed evidence), as well as the evidence
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documents attached. In the fields outlined in red, the auditor must complete the evaluation of the cause, action and
evidence proposed by the operator, selecting one of the following options: "Complies", "Does Not Comply" or "Not
Applicable", and indicating the date on which each action was evaluated. In the "Type" field, the auditor must always select
the "Specific" option and leave a brief summary comment (for example: "CA OK").

Corrective Action

il il |

CAUSE X¥Z PROPOSED ACTION XVZ

COMPUANT

NON COMPLIANT

Eioe
—

Evidences

20972028 D0 EVIDENCE 1

Corrective Action

T S |

CAUSE K12 PROPOSED ACTION X¥Z bocxyz

o II== II=5

[ | [5 i | [ v

Evidences

DOCEVIDENCE |

Add the comments on the evaluation of the corrective action and assign a rating: A, B, C or N/A. If the same corrective

action corrects more than one Non-Conformity, the details can be viewed by clicking the " [l " icon, which shows the title
of the requirement for each Non-Conformity.

Corrective Action
Twosrazs

Click "Save" to save the evaluation of the corrective action, and repeat the same procedure for the remaining corrective
actions.
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Non-conformities resolved by this action

Once the CAP evaluation has been completed, the corresponding evaluation date must be entered. If the operator has not
submitted a corrective action sufficient to change the rating of the Non-Conformity requirement to A (full compliance), the
auditor can inform the operator so that it can propose a new corrective action, provided that it is still within the established
28-day period. Once the deadline is reached, no changes can be made, since the option to edit corrective actions from the
operator's profile is closed automatically. If the auditor considers it necessary, the deadline (Due Date) can be extended,
which re-enables editing of the corrective actions in the operator's profile.

CAP Data

23/09/2028 R o | a2m0r2028 o)

Carrective Actions

o

= € Audits " " = E =

CAP List

Creston e - oot

0512028 01,43, 0201, 02, 0264,02164, 0208 - s n

ez o s u

Pending Non-Canformities to Assign

[ Qe — - -

> Final audit status

Returning to the checklist section, once the Corrective Action Plan has been evaluated, the audit status changes from
"Preliminary" to "Final". For the operator to move on to the next stage of the certification process, it must have achieved
100% compliance after the evaluation of the corrective actions for the requirements rated as Non-Conformities.
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In the case of a Group of Operators, if any operator does not reach 100% compliance after the evaluation of its corrective
actions, that operator is excluded from the next stage of the certification process.

To view the preliminary results, click "Switch View to Preliminary".

Select a checklist to view its score

Checklists

[Audit Situation (preliminary)

Select a checklist to view its score

Chacklists

When opening a checklist, the change in rating can be seen for the requirements originally rated other than A (which
therefore constituted Non-Conformities), which now show an A rating following the evaluation of the corrective action
plan.

91 LEGAL COMPLIANCE AND MANAGEMENT COMMITMENT

- . B
nnnnnnnn
.. ‘
oo . .a e

To download the final audit report, go back to the "General" section and click the " " icon in the top right corner of the
screen. A panel opens on the right with the documents available for download:

e "Final Internal Audit Report": includes the operator's explicit information recorded during the audit. This document
must only be shared between the auditor, the CB and the operator concerned.
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"Final Public Audit Report": the final audit report that will be published on the Transparency Portal, since it contains
no sensitive information. This document must be shared with the CONFICERT team administrators only if the operator

reaches the stage of obtaining the certificate.

5 Avalablaformat for FOOD WASTE SAVER V1.1 - HoRaCa CHANNEL

» Samples

If information on samples needs to be added as part of the requirements verification, go to the "Sample" section and click

the " == " icon to add a new sample. This record is voluntary and optional.

A pop-up window opens; select the corresponding option in the drop-down menu and click "Create".

Do you want to create a sample collection?

ncumeted e of e FWS HoReCa Chasoe Brand

Complete all the corresponding fields. In the "Responsible" field, enter the responsible auditor, and in "Name of the Staff
Present During Sample Collection", enter the operator's staff representative present during sample collection.
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Samples

Operator No.; FWS - HORECA-00002/26_1/1_SA01
Status: New

ROVAL BURGUER

WS- HORECA DOD02/26.1/1 5401

NI of the staff presert dusing sarmple collection

The batch number, the substance detected and the shipping and receipt dates must also be recorded. Clicking the " ="

icon allows the data for each sample to be entered.

Sample Data @o

Sample code Product Sample descripti

In the pop-up window, enter the sample code, the product it belongs to, a brief description of the sample, the date it was
sent to the laboratory and the date the results were obtained. Click "Save" to save.

Sample Data

To delete a sample, select it and click the " T "

Finally, save the information by clicking the three-dot icon in the bottom corner.
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» Audit closure

Before closing the audit, all data must be checked and saved. Once the information has been checked, click "Close Audit"
to close the audit.

Audit Situation (final)

Select a checklist to view its score

Checklists

A pop-up window is shown with a message indicating that once the audit is closed, no data can be modified, and that a
review of the file will be generated automatically.
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CLOSE AUDIT
‘The audit must be closed when the checklist, CAP and
samples are fully completed. It cannot be reopened. Are you

sure you want o close the audit?
A review will be created for this audit.

The audit appears with "Closed" status in the main panel of the "Audits" section. To reopen the audit, the corresponding
technical review must first be deleted (from the "Reviews" section), and then the " /1" icon next to the delete icon must be
clicked.

Beand Fae Glient Loeatiens Raditors it Type Actions,

vaw-Dc01 BODEAS FREMILM - FemndoCormbes Mo Il audt 20
vawoor BODEGAS PREMILM _ > FemnsocomksMo. inmalavan =Y

FWS - HORECA 20001 BODEGAS FREMILM - 5 FemndoCormes Mo Il audt .}

WS- MOREGA Q0002 ROYAL BURGUER B Femando Conales o It audt @o

3.3.  Technical Review management — Technical Reviewer part
The technical reviewer assigned to this file must go to the "Reviews" section, where all files under review are shown, locate

the corresponding file and open it.

For the person acting as reviewer to be able to carry out the evaluation, their role as technical reviewer must have been
set up beforehand, which is the responsibility of the Certification Body's administrators.

If the file status is "No Decision", it has not yet been reviewed. To evaluate the audit, the reviewer must open the
corresponding review.
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Within the review, only the "General" section is accessible, where all the information recorded by the auditor during the
audit can be viewed. The review status is shown as "Pending", since the review has not yet been carried out. A priority level
can be assigned in the "Priority" field as considered appropriate.

Once the entire audit file has been reviewed, click "Extend Review".

Representatives

A pop-up window is shown; click "Accept".

Are you sure?

A second pop-up window then opens, in which the fields for the technical review decision ("Technical Review"):

e  Select the result as "Suitable" ("Suitable") or "Not Suitable" ("Not Suitable").

e Enter the date on which the technical review is carried out.

e |Indicate the responsible technical reviewer, checking that their role is shown as "Reviewer".
e Write the corresponding observations or comments.

e Tick the "Mark as Reviewed".

e C(lick "Save and Mark as Reviewed" to save the review of the file.

Note: Bear in mind that, from the moment the operator submits its corrective actions, there is a period of 28 days to issue
the final certification decision. Of this period, the auditor has a maximum of 7 days to evaluate the operator's Corrective
Action Plan , while the technical reviewer and the decision-maker have the remainder of the period (the remaining days of
the 28 days , minus the days used by the auditor for their evaluation).
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If any issue is detected, click the "New Incident" button, selecting who the incident is addressed to and the corresponding
reason.

Once the review has been saved, the file status changes to "Closed Approved" ("Closed Approved"), showing the assigned
technical reviewer. Click "Save" to save the changes.

uuuuuuuuu

Representatives e

Returning to the main panel, the file is shown with "Closed Approved" status, which indicates that the file has been
generated automatically in the "Decision".
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3.4. Decision-Making management — Decision-Maker part

The decision-maker assigned to this file must go to the "Decision" section, where all files pending a decision are shown,
locate the corresponding file and open it.

For the person acting as decision-maker to be able to make the decision, their role as decision-maker must have been set
up beforehand, which is the responsibility of the Certification Body's administrators.

a2z

When opening the file, enter the decision date. After reviewing all the information in the file, select the decision made
("Approved" or "Not Approved"), as well as the action to be taken according to the result. The relevant comments must
also be recorded. The "Checklist" section at the bottom of the screen should be disregarded, as it plays no role at this stage.

Click "Save" to save the information entered.

For the "Generate Certificate" button (highlighted in blue) to be enabled, the Royalty Fee must have been paid and assigned
to the operator (once the decision-maker has approved the certification and proceeds to issue the certificate). The
procedure for making this payment is described in the document "User Guide for Certification Bodies — CONFICERT web
platform", section 4.8. Assigning a Brand Royalty Fee to an Operator.

In addition, in order to issue the certificate, the CB must inform the operator that the certification decision has been
favorable, and the operator must sign the Brand Use License Agreement .
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Once the Brand Use License Agreement has been signed by the operator (and returned to the Certification Body) and the

Royalty fee has been paid, the "Generate Certificate" button is unlocked. As a CB, the certificate must be issued within no
more than 72 hours . Click to generate the certificate and move on to the next section
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3.5. Certificate management — Decision-Maker

To manage the certificate, the decision-maker must complete the fields highlighted in red: validity start date ("Valid From"),
validity end date ("Valid To"), issuance date ("Issuance Date") and certificate date ("Certificate Date").

To plan the next audit, click the "Plan Next Audit" button, which opens the corresponding section, where the following data
must be completed: the audit modality, the date range within which it must be carried out (not before or after the dates
indicated), and whether it will be announced or unannounced. The certificate is initially shown as inactive and unpublished;
the procedure for enabling both options is explained in the following points.

Once this information has been completed, click "Save".

For a certification due to a change of scope, the modification date must also be indicated and the corresponding comments
added.

Once the information has been saved, go to the general panel of the certificates section, where the "Active" and "Published"
options are not enabled. Click on both to enable them.
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When reopening the certificate, its status has changed to "Active" and "Published". Once enabled, the CB must inform the
operator that the certificate has been issued and is available in its user profile, in the "Certificates".

To download the certificate, click the " =" icon in the top right corner of the screen. A panel opens on the right, from
which the certificate corresponding to the type of operator evaluated must be downloaded.

Qi cen S * il

Cenificate; FWS-HORECA26_D0DO1 (Certificate grant)
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Once the operator has been approved and the certificate issued, the internal audit report and the public audit report must
be sent to the operator, and the operator must be asked for the corresponding graphic material (company logo; for a
product, photographs of the certified product; for a service, related images; a document describing the company; and any
other document considered relevant or that the operator wishes to share), so that this information can be published on
the CONFICERT Transparency Portal (https://portal.conficert.org/).

This material, together with the public audit report and the certificate issued, must be sent to the CONFICERT
administration team by email at conficert5@conficert.org for prompt publication on the transparency portal.
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