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What is new? 
 
During the last months UTZ has been working to improve the license request functionality in GIP. It has 
been decided to put the questions which used to be in Section 2 of the license request in a separate tool, 
accessible from the GIP.  We changed part of the questions to fit our new Code of Conduct and Chain of 
Custody and we included built-in data validations with immediate feedback. Together we expect this to 
result in more clarity on what information is expected, less extra time and clarification to be needed and 
therefore a quicker processing of the requests. 
The current section 2 and 3 in GIP were combined, hence you will only see 3 sections in GIP: 
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How would this change practically for you?  
 

You will initiate a license request in GIP in the same way as you are currently used to. You start by filling 
in the details of Section 1 and then proceed to Section 2. Here a link to the new questions will appear: 

 

 
By clicking the link you will be redirected to a new screen where you are asked to fill in your username and 
password. These are the same username and password as you use for the GIP. 
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Click the “Log in” button and you will enter the new tool, which is explained in more detail in the next 
chapters, containing questions about the audit to be answered. It is not possible to save the answers in 
between, so make sure to complete the form and submit the answers.  
 
If you want to change the language in the survey tool, please click on the tab with the flag to change to 
French, Spanish, or Portuguese.  
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When you click on “ENTRY OVERVIEW”, you will be able to see entries that you have submitted. If the 
corresponding license is approved or is under review by UTZ, you can only open the entry as read-only. 
When the corresponding license can be opened by the CB for modifying in GIP, you can also open the 
entry of the survey tool for modifying, either from the link in GIP or by selecting the entry from the ENTRY 
OVERVIEW page.   
 
After completing and submitting the form, a unique ID will be generated as in the example screenshot 
below: 

 
 
Copy the ID and return to the GIP, where the ID is requested. You can choose to use the button 

 to copy the generated ID or to highlight the ID and press Ctrl + C. By entering the 
generated ID we can make sure we can match the information from the GIP with the information in the 
tool. 
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Once the license has been submitted, the process will remain the same, meaning that as long as the 
license is not being reviewed by UTZ, you can still withdraw and modify a license from GIP. If you wish to 
modify information in the survey, you can access it by clicking on the license in GIP and go to the survey 
tool via the link in section 2.  
 

Working with the tool: General  
 
The tool provides us with the opportunity to have some basic checks on the information provided and 
requires immediate feedback from the person entering information in the survey tool. Pop ups have been 
designed with the aim to save time and reduce the back and forward of comments between the 
Certification Bodies and UTZ during license review. 
 
For all the questions marked with an asterisk (*) an answer is required. in case the box is left blank, it won’t 
be possible to proceed to the next page and will receive a warning: 

 
 
And questions requiring action are highlighted in red: 

 
 
Some questions include automated checks. We have two sorts of checks: 

1. In case answers to different questions are conflicting, e.g. it is filled in that a multi-site has 5 sites 
and 10 sites were audited, you are asked to check and correct the answers.  
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2. In case an answer is out of certain parameters, e.g. an extremely high yield, you are asked to check 
whether the value entered is correct and provide additional explanation. 

 
Please note that the system only accept dots as separator for decimals, hence please indicate “200.5” and 
not “200,5”. If a coma is used instead of a dot, the system will automatically remove the coma and the 
final number will be much higher.  
 
When you reach the end of one page of the survey tool, you can go to the next page by clicking the “Next” 
button, but you can always go back to the previous pages by clicking the “Previous” button.  
 

What if I have more questions? 
 
For unanswered questions, please feel free to contact us by sending an email to techsupport@utz.org.  
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Working with the tool: Code of Conduct (CoC) license request 
 

General question(s) on member’s profile (applicable to ChoC/Code): 
 

1. Member ID 
 

 
 
If the name or member ID in GIP changed from the previous year to this year, please choose “Yes”. 
Possible reasons for a change may be: re-registration of the member after a period of non-certification, 
the splitting of one group/multi-site into multiple certificate holders or the combining of multiple 
certificate holders in one certificate. Other reasons may also occur. If you choose “Yes”, the next 
question(s) appear, asking for the reason.  
If it is the first time the client receives an UTZ audit, please choose “No”.  
 
Questions to appear if previous answer was “Yes”: 
 

2. Reason for change of member ID 
 

 
 
Please tick the appropriate box(es). Depending on the box(es) ticked the following questions may appear: 
 

3. Previous member ID details  
 

 
By clicking the  sign, it is possible to provide the ID(s) of multiple members. For example, if two 
members merged into one new member, please provide the Member ID of the member whose ID was not 
kept. If two members split, please indicate there the ID of the other member(s) which registered under a 
new UTZ ID.   
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General audit information: 

1. Country 

 

Under the section General audit information, you will be required to choose the country of the perspective 
UTZ member from a scroll down. This information is linked to a check on average yield later in the survey. 

2. Non-conformities  

By ticking “No” to the following question, another one will pop up on the non-conformities of the member 
last certification year: 

 

If “Yes” is chosen, please provide those control points where non-conformities were found last 
certification year: 
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If any non-conformity was found in this year’s audit, new questions appear that will allow you to indicate 
the block(s) where the non-conformities have been found. 

 

Based on these answers, a list will appear that will allow you to report the non-conformities: 

 

Provide the details asked of the non-conformities by:  
 

1. Choose the applicable control point from the drop down list. In case the member has outgrowers 
and you have answered YES to the related question, you will be able to choose the control points 
for both Group and Individual Code.  

2. Fill boxes with the description of the non-conformity, the root cause of the non-conformity, the 
correction,  the corrective action, the evidence used for closure and the date of closure 

3. By clicking the  sign, you can add another line for another non-conformity (  removes the line 
again) 
 

After listing all non-conformities found, the Certifier (approved by UTZ) should confirm that the non-
conformities have been resolved and the member is compliant by filling in the name (as registered in the 
GIP) and date that the Certifier reviewed and agreed with the closure of all non-conformities:  
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Production details 

1. Harvest  

 

 

 

 

 

 

Additional coffee question: 

 

If both Arabica and Robusta 
are produced, the questions 
about Certified Area and 
Certified Volume will show 
two boxes to indicate the 
area/volume for Arabica and 
Robusta coffee. 
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2. Certified Area 

 

In the example above, you will get the following message: 

 

This is one of the examples of built-in checks that help decreasing mistakes. 

3. Certified Yield  

Another check being performed is on yield (kg/ha). In case the yield calculation based on the information 
filled-in by the CB is higher than the built-in country benchmarks, a pop-up box requesting to do a second 
check and/or provide a reason will appear:  

 

The example above is of course imaginary, but it can happen that a high yield is actually feasible. In this 
case, please provide explanation why in this case the Total certified area and Total certified volume are 
possible for this Certificate Holder: 
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For Individuals and Multisite only, we ask to enter information on the mechanization of the certified 
crop: 

 

Please know that for the questions above, the system only accept dots as separator for decimals, hence 
please indicate “200.5” and not “200,5”. If a coma is used instead of a dot, the system will automatically 
remove the coma and the final number will be much higher.  

Once you reach the end of Step 2 of the Survey Tool on General audit information, you can go back to the 
previous pages and answers by clicking the “Previous” button, or go to the next page by clicking the 
“Next” button. 

 
 
Code implementation details 

Block A: Management 

 

If the coordinates are available, choose “Yes” and boxes to provide the coordinates will appear: 
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If “Only a percentage” is chosen, a new question appears: 

 

 

By selecting “Yes”, the following questions asking for more details will appear: 

 

And again, we have a built-in check helping you to check the answers: 
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The following blocks (A.3. and A.4.) show only for members beyond year 1: 

1. Traceability & Previous year harvest 

 

 

 

 

 

 

 

 

By combining this information with the certified volume filled in at the previous step, the percentage 
increase or decrease is calculated automatically. If the change is more than 20%, you are requested to 
provide the reason: 

 

You are then asked to enter the percentage sold or not sold, and under which certification scheme: 

 

If the total sums up to more than 100%, the following warning will automatically appear: 
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If volume was sold as UTZ Certified volume, questions corresponding to block A.4 will appear. 
Otherwise you can proceed to the next page. 

2. Premium  

 

Please fill in the average premium the group received. In the drop-down, you can choose to change the 
currency from Euros to US Dollars and the volume from Metric Ton (MT) to Kilogram (kg) or pound (lbs). 

The form automatically converts this to euro/MT and checks this with our premium database. If the 
premium seems to be extremely high or low, the system will automatically issue a warning: 

 

Regarding the question on premium allocation, when choosing “Other”, you will be asked to provide extra 
explanation: 

 

Please note that when entering data on volume, percentages, and premium value, the system only 
accept dots as separator for decimals.  

Once you reach the end of Step 3 of the Survey Tool on Block A – Management, you can go back to the 
previous pages and answers by clicking the “Previous” button, or go to the next page by clicking the 
“Next” button. 
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Block B: Farming Practices 

  

If in the last question the answer is “Yes”, the following questions will appear: 

 

Please note that it is possible to select more than one ingredient, by holding Ctrl and selecting multiple 
options. 

Once you reach the end of Step 4 of the Survey Tool on Block B – Farming practices, you can go back to 
the previous pages and answers by clicking the “Previous” button, or go to the next page by clicking the 
“Next” button. 
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C. Working conditions 

If you have indicated that the member hires workers in Step 3 of 5 the Survey Tool on Block A – 
Management, the following questions will appear: 

 

 

 

If in kind benefits were provided, please elaborate: 
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Please also indicate if the member has a plan to gradually increase wages: 
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In the ‘Other Comments’ box, you can provide any other detail or information concerning working 
conditions that may be relevant for UTZ or the next audit. 

Once you reach the end of Step 5 of the Survey Tool on Block C, you can go back to the previous pages 
and answers by clicking the “Previous” button, or submit the form by clicking “Submit”  
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The tool has slightly different questions for Individual and Group certification.  

Individual or multi-site license request 
 
General audit information: 
 
1. Site information 

The following questions only accept numbers: 

 

The term production sites was introduced because GIP only says farms or group members also for 
individual/multi-site. A multi-site is a farm that consists of two or more sites that are owned by different 
producers who use the same farming practices and have a joint management system (therefore the 
different sites are considered as one farm). In the box asking about ‘# of audited production sites’, please 
enter the number of audited sites where a multi-site member produces the certified crop.  

2. Additional tea questions  
2.1 Garden Mark 
For tea an extra question has been added. The reason for this additional question is that for tea marketing 
the origin is identified per garden name and mark instead of simply the site name.  
 

 

 

 

 

By clicking the  sign, you can add another line for another tea gardens (  removes the line again).  
 
2.2 Outgrowers 
Unlike GIP you can now indicate when a tea member has outgrowers (Annex 1 of UTZ Protocol) by ticking 
the answer YES. The Annex 1 of the Protocol is mostly used in tea producing regions but it is, however, 
available for also coffee and rooibos producers. It is not available for cocoa producers.  
 

 

Additional tea question: 
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Group or multi-group license request 
 
General audit information: 
 
The following questions only accept numbers: 
 
 -Code Group:       

 

 

 

 

  

  

 -Code Multi-group: 
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Production details 

1. Certified Area  

 

 

The Certified area per group member is calculated and checked automatically for Ghana and Ivory 
Coast. The same goes for the yield (kg/ha), which is checked for all countries against built-in country 
benchmarks. In another example you could get the following message: 

 

Additional coffee question: 

 

If both Arabica and Robusta 
are produced, the questions 
about Certified Area and 
Certified Volume will show 
two boxes to indicate the 
area/volume for Arabica and 
Robusta coffee. 
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If the provided numbers are correct, we ask you to provide an explanation: 

 
 
 
Please know that for the questions above, the system only accept dots as separator for decimals, hence 
please indicate “200.5” and not “200,5”. If a coma is used instead of a dot, the system will automatically 
remove the coma and the final number will be much higher.  

Once you reach the end of Step 2 of the Survey Tool on General audit information, you can go back to 
the previous pages and answers by clicking the “Previous” button, or go to the next page by clicking the 
“Next” button. 

 

Code implementation details 

Block A: Management 

 

 

If the coordinates are available, choose “Yes” and boxes to provide the coordinates will appear: 
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If “Only a percentage” is chosen, a new question appears: 

 

 

Again, depending on the answers, a selection of the following asking for more details appears: 
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Please be aware that you can tick multiple boxes in the above questions. 
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A check is performed comparing the previous year harvest with the purchased product. If the volume 
purchased is larger than the harvested volume you will be presented with the following warning: 

 

 

 

If the total sums up to more than 100%, the following warning will automatically appear: 

 

If volume was sold as UTZ Certified volume, questions corresponding to block A.6. on Premiums and 
Transparency will appear. Otherwise you can proceed to the next page. 

  

Please fill in the average premium the group received. In the drop-down you can choose to change the 
currency from Euros to US Dollars and the volume from Metric Ton (MT) to Kilogram (kg) or pound (lbs). 

The form automatically converts this to euro/MT and checks this with our premium database. If the 
premium seems to be extremely high or low you will receive a warning: 
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When choosing ‘Other’ you can provide extra explanation: 

 

 

 

Once you reach the end of Step 3 of the Survey Tool on Block A – Management, you can go back to the 
previous pages and answers by clicking the “Previous” button, or go to the next page by clicking the 
“Next” button. 

 
 

 

If in the last question the answer is ‘Yes’, follow-up questions will appear: 
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Please note that it is possible to select more than one ingredient, by holding Ctrl and selecting multiple 
options. 

Once you reach the end of Step 4 of the Survey Tool on Block B – Farming practices, you can go back to 
the previous pages and answers by clicking the “Previous” button, or go to the next page by clicking the 
“Next” button. 

 
 

Block C: Working conditions 

 

If the answer is ‘Yes’ you are requested to provide more information: 

 
 



29 
 

 
In the ‘Other Comments’ box you can provide any other detail or information concerning working 
conditions that may be relevant for UTZ or the next audit. 

Once you reach the end of Step 5 of the Survey Tool on Block B – Forced labor and child labor, you can 
go back to the previous pages and answers by clicking the “Previous” button, or submit the form by 
clicking “Submit”.   
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Working with the tool: Chain of Custody (ChoC) license request 
 
After logging in, you will enter our new survey tool. This section will guide you through the questions 
asked and provide explanation on new or changed questions. 
 
General question(s): 
 

1. Member ID 
 

 
 
If the name or member ID in GIP changed from the previous year to this year, please choose “Yes”. 
Possible reasons for a change may be: re-registration of the member after a period of non-certification, 
the splitting of one group in multiple certificate holders or the combining of multiple certificate holders 
in one certificate. Other reasons may also occur. If you choose “Yes”, the next question(s) appear, 
asking for the reason.  
If it is the first time the client receives an UTZ audit, please choose “No”.  
 
Questions to appear if previous answer was “Yes”: 

 
Please tick the appropriate box(es). Depending on the box(es) ticked the following questions may 
appear: 

 
By clicking the  sign, it is possible to provide the ID(s) of multiple members. For example, if two 
members merged into one new member, please provide the Member ID of the member whose ID was not 
kept. If two members split, ple ase indicate there the ID of the other member(s) which registered under a 
new UTZ ID.   
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Chain of Custody Certificate questions: 
 
General audit information  

 
1. Processing Units  

 
 
2. Logo  

 

 
 
In case the UTZ logo is on one of the UTZ consumer products handled by the member requesting the 
license but the latter is only subcontracted and doesn’t own the product, the CB has to clarify in the 
comment box (see section below Second page of the questionnaire) at the end of the survey tool: 1) for 
which other members (please indicate the UTZ member ID) they are packing and 2) whether that member 
received a logo approval.  
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Once you reach the end of Step 2 of the Survey Tool on General audit information, you can go back to 
the previous pages and answers by clicking the “Previous” button, or go to the next page by clicking the 
“Next” button. 

 
 
Second page of the questionnaire: 
 
Comment box for other comments 
 

 
 
This space can be used for any other comment relevant to UTZ or the next auditors. 
Once you reach the last page of the Survey Tool, you can go back to the previous pages and answers by 
clicking the “Previous” button or submit the form by clicking “Submit”.   

 
 
 


