1. Current Organization Chart and employee list.
1. Employee insurance records and relevant employment records.
1. Training records, including packaging training and training provided to other employees.
1. PPE issue/training records, including PPE provided to drivers, packers and painters.
1. Employee competency/performance evaluation records, including driver test-drive/competency assessments.
1. Defensive driving training records for drivers, if available.
1. Approved Supplier List, supplier registration forms and supplier evaluation records.
1. Paint/chemical SDS or MSDS for materials used by painters.
1. Environmental aspect/impact and waste management records, including waste segregation and disposal arrangements.
1. Records/receipts for recycling or disposal of packaging waste.
1. Customer feedback, complaints and corrective action records – sample completed records.
1. Daily vehicle inspection checklists and vehicle preventive maintenance/service records.
1. Warehouse fire and safety documents, including Civil Defense approvals and fire-system inspection certificates.
1. Emergency preparedness records, including first-aider/fire warden training and mock-drill records.
1. Current QHSE objectives and targets with monitoring/action plans, where applicable.
1. Internal Audit programme/report and internal auditor competency/training records.
1. Management Review Meeting records/minutes covering QHSE performance and improvement.
1. HSE statistics and incident records, including accidents, near misses, first-aid cases and vehicle incidents.
1. Relevant SOPs/work instructions, particularly for packing, manual handling, transportation and painting activities.


