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	UGANDA NATIONAL BUREAU OF STANDARDS

STANDARDS MARK REGISTRATION SCHEME 
	Document No: CERT/SM/F02

	
	
	Issue No: 01

Revision No: 00

	Document Title:  APPLICATION FORM FOR STANDARDS MARK (S MARK)
	Effective date: 17/12/2015



	A. APPLICANT’S INFORMATION

	1. NAME AND ADDRESS OF APPLICANT

	Organization Name
	

	Company Tax Identification Number (TIN)
	

	Business Registration / Trading License
	Please attach certificate(s)

	COMPANY ADDRESS
	Office Address
	Factory/Manufacturing facility Address

	Name of facility
	
	 (if different)

	District 
	
	

	Physical address (Street / Plot No.; LC Zone)
	
	

	Postal address (PO Box)
	
	

	Email address 
	
	

	Tel. contact(s)/fax  
	
	

	Website 
	
	

	Personnel details (Give more information in Annex 5)

	
	Chief Executive
	Quality Control  In-charge

	Name 
	
	

	Title (CEO / MD / GM)
	
	

	Mobile number 
	
	

	Email address 
	
	

	Number of staff 
	

	Production capacity 

	Installed capacity 
	Actual capacity 
	Annual Turnover 

	
	
	


	B: PRODUCT INFORMATION

	Information on product intended for certification is deemed mandatory.

Where applicable, name of product, its type(s) and / or mode(s) shall follow as specified in the standard.

The applicant is required to declare proof of ownership of the trademark / brand name or provide a letter of consent from the owner of the trademark / brand name.
	Product Name (as in standard)
	

	
	Trademark / Brand Name(s)
	

	
	Product Description
	

	
	Product Standard 
	

	
	For Equipment / Electric / Electronic Products
	Type(s)
	

	
	
	Model(s)
	

	
	
	Rating(s)
	

	
	
	Size(s)
	

	FOR OFFICIAL USE ONLY

	Sector Code:
	
	UNBS RECEIVED STAMP 

	Lead Auditor Allocation:
	
	

	C: TECHNICAL &  ADDITIONAL INFORMATION

	Raw materials
	i. List all raw materials; items and/or components (e.g. machine parts) used to assemble or manufacture the product – sample format in Annex 1. 

	Process flow & Description
	i. Draw the process flow chart Annex 2 a. 
ii. Provide a brief process description Annex 2 b. 

	Quality control
	i. Prepare a quality control check points schedule – see sample format in Annex 3. 

	Equipment
	i. Prepare a list of production and testing equipment including details of maintenance and/or calibration schedule – sample format in Annex 4. 

	Additional information
	i. Provide organization chart / structure Annex 5 a.
ii. Provide names and qualifications of production & QC personnel Annex 5 b.
iii. Provide any external product analysis reports (tests done in last 1 year) Annex 6.
iv. Provide Product Labels / Markings & Pre-package Inspection Reports Annex 7.
v. Provide some copies of staff medical certificates (if applicable) Annex 8.
vi. Attach a letter of introduction from the LC 1 of the area of location Annex 9.
vii. Attach any other sector specific requirements Annex 10.

	Payment terms and proof of payment
	i. All application, audit and related sampling and testing fees shall be paid at the time of application and proof of payment is required prior to processing of any application.

ii. All license / permit, surveillance and related sampling and testing fees shall be paid at the grant of permit and prior to collection of the license / permit.

	D: DECLARATION AND UNDERTAKING

	In connection with this application, I/We:

a) Undertake to pay UNBS all costs of processing this application and maintenance of certification;
b) Undertake to ensure the product manufactured and the manufacturing processes comply with the relevant standard and the product certification requirements respectively;
c) Undertake to supply all information required by UNBS for the purpose of audit and evaluation of the product(s) to be certified;

d) Undertake to make samples of product(s) and materials available to UNBS for evaluation and testing;
e) Agree to give UNBS auditors and/or representatives reasonable access during normal working hours to the premises wherein the product  specified in the application is manufactured and/or held;

f) Agree that UNBS may release information, obtained in the course of processing the application and/or certification, to the public or government authorities so far as is prudent to warn of health and safety risks in the opinion of UNBS. The client may be informed accordingly prior to release of any information.
g) Undertake to sign the UNBS Product Certification Agreement before grant/renewal of the certification license.
h) I/We also undertake not to involve UNBS, its directors, officers and authorized representatives in any legal proceeding on any disputes between us and other parties.

	I, hereby, declare that all information given in this application form is correct to my knowledge.

	An authorized representative of the applicant shall fill in this section
	Signature
	
	Applicant’s stamp

	
	Name
	
	

	
	Position / Title
	
	

	
	Date
	
	


Note: This application is valid for a period of 6 months from the date of submission. 

Please return form duly completed to: 

Certification Division, 
Uganda National Bureau of Standards,
Bypass Link Bweyogerere Industrial Area & Business Park, Kyaliwajala Road, Bweyogerere, Buto,
P.O. Box 6329, Kampala, Uganda.

Tel. 041-222367, 041-505995, 031-262688; Fax 041-286123
Annex 1 - Raw Materials / Components
List of Raw Materials and/or Components Used to Assemble/ Manufacture the Product
· List all raw materials and/or components, including all additives and processing aids used for the product. 
· All applicable information of the raw materials and/or components shall be provided in the relevant column below. 
· Where the components or raw materials used are required to have specific approval from the relevant authorities, the certificate or letter of approval shall be attached
	Item
	Brand 
	Manufacturer/ Supplier
	Is material accompanied by a CoC/CoA/ MSDS?

	a). Main Ingredients (Raw Materials) 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	b). Additives (flavours, colors, preservatives, sweeteners, etc)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	c). Processing Aids

	
	
	
	

	
	
	
	

	
	
	
	


Note:

1. Provision of a Certificate of Conformity (CoC); Certificate of Analysis (CoA) and Material Safety Data Sheet (MSDS) is not mandatory. These documents can be obtained from / provided by the manufacturer / supplier or retailer / importer / inspection body. These documents usually provide key information on the composition / ingredients and characteristics (physical / chemical / microbiological) of materials and may be required for particular items.
2. Raw materials, ingredients and/or additives should be approved for use in the product e.g. for food products, US 45 sets forth the conditions under which certain food additives may be used in foods.
Annex 2 a – Production Process Flow Chart
Draw flow chart / diagram with the main production process steps; identify all materials, in-process & final product inspection / testing points. You can do this on separate sheet of paper if necessary. 

Annex 2 b – Description of the Production Process
Provide a brief description of the production process including details for materials reception / handling, processing steps, points for quality control, product despatch (as applicable). You can do this on separate sheet of paper if necessary.
Annex 3 - Quality Control Checking Schedule
i. All items / materials, ingredients / additives, in-process and final products that undergo quality control / testing, verification / inspection shall be listed. These shall include the incoming components or raw materials, in-process or semi-finished product and finished product. 
ii. Quality control / test, verification / inspection that are carried out on each item, the frequency of testing and the identification number of the document (e.g. form / book) used to record the results shall be provided

	QC Check No.
	Items Inspected / Tested 
	Test / Inspection Parameters
	Frequency
	Standard or Company Specifications
	Document / Record / Form No.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Annex 4 
Production and Testing Equipment List with Calibration / Verification Schedule

i. All production and testing equipment shall be listed together with its name, model, serial number and details of use of the equipment. 
ii. Information on maintenance (whether done internally or externally; by mechanic / technician) and calibration / verification (if applicable) shall be provided.
	Equipment (Name, Model)
	Serial No. 
	Equipment Used for (e.g. weighing, pressure check)
	Maintained by (internal / external)
	Calibration/Verification
	Name of Calibration Laboratory

	
	
	
	
	Frequency
	Date Last Calibrated
	Next Due Date
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Annex 5 a
Organization Chart / Structure
Draw the organization chart for the organization clearly showing responsibility for Quality Control
Annex 5 b
 Details of Technical Personnel Employed in Production and Quality Control

	No.
	Name 
	Title/Position
	Qualification
	Other Training
	Responsibilities

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	


Attach all other information required under Section C – Technical & Additional Information of this application (including information required as Annex 6 – 10).
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