Baystate Organic Certifiers

Renewal Processing Application Checklist 

Step 1:  Updating Your Organic System Plan



Review the Organic Handler Plan we sent you.  If any of the information on your Plan is 

incorrect, provide the correct information by writing directly on the copy of the Plan.  Please do 

not use pencil to make corrections.  If you want to make the corrections electronically, contact 

me and I will email or mail you an electronic version of the application.



Complete the Organic Handler Plan Supplemental Form.


  
Review the copies of the Flow Chart, Organic Integrity Plan, and Sanitation Plan we have on 



file for you.  Copies of the documents we have on file are provided with your renewal 



application.  If there are not copies in your application packet then review your Application 



Checklist Addendum to see if new copies of these documents are required.  Update all of these 



documents to reflect your current practices. Check your Application Checklist Addendum to see 



if specific updates are required for any of these documents.




Review all Organic Product Profiles we sent you.  If any of the information on the Product

Profiles is incorrect, provide the correct information by writing directly on the copy of the 

Product Profile.  If any of your organic ingredients have changed, or if the source of any of your 

organic ingredients have changed, provide proof of certification for the ingredient.



Sign and Date the Affidavit Page of your Organic Handler Plan (the last page)



Are you making any new organic products?  If so, include Organic Product Profiles for each 

new product that you want certified.  You must also include the following additional 

documentation - a recipe for each product so that your ingredient calculations can be verified; 

proof of certification for any organic ingredients you are using; proof of compliance for any 

non-organic ingredients you are using, this proof must include a complete list of sub-ingredients 

in the non-organic ingredient as well as proof that the ingredient is not from a genetically 

modified source, has not been irradiated, and has not been produced using sewage sludge as a 

fertilizer.  If your practices and procedures have changed as a result of this new product, then 

you must submit an updated flow chart for this product that includes a complete description of 

all practices and procedures to be performed and maintained, as well as any new monitoring 

steps you have implemented.  Copies of the labels for the new product must be submitted to 

Baystate for review before the product ships.




Submit any additional information clarifying changes made to your Organic Handler Plan.  

For example: If you are operating out of a new facility you will need to submit a new 

facility and pest control map.  If you are using a new cleaner, send us the MSDS sheet for 

the cleaner.  



Submit new copies of your facility and pest control maps if anything has changed since your 



last inspection.



Submit samples of your labels if any information has changed since you submitted your 

application last year.

(Over)


Review the Baystate Website Listing form we sent you.  Update any information that is 



incorrect.   If we did not send you a form, then you can request a form from our office if you

want to be listed on the Baystate Organic Certifier’s website.

Step 2:  The Fee Worksheet



Complete the enclosed Fee Worksheet.  Enclose a check for your certification fee made payable 

to Massachusetts Independent Certification.  Submit proof of revenue to back up the amount 

you have put on the Fee Worksheet.

Step 3:  Mailing the Renewal Application Packet

You have two options for submitting your application materials, described below.  Whichever method you chose, you must retain a complete copy of all materials with your own records.


Hard copy method:  Send two copies of the corrected Organic Handler Plan, all attachments, 



and the Fee Worksheet to Baystate Organic Certifiers, c/o Don Franczyk, 1220 Cedarwood 



Circle, North Dighton, MA 02764.  Include a check for your certification fee.  



Electronic method:  Email the updated Organic Handler Plan, all attachments, and the Fee

                          Worksheet to baystateorganic@earthlink.net.  You will need to either email a PDF version of

                          the signed affirmation page of the Handler Plan, or mail the signed affirmation page.  The check

                          for your certification fee will have to be mailed to Baystate Organic Certifiers, c/o Don

                          Franczyk, 1220 Cedarwood Circle, North Dighton, MA 02764.
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