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GUIDANCE FOR IMPORTERS ON RESPONDING TO A REQUEST 
FOR INFORMATION NOTICE 

ILLEGAL LOGGING PROHIBITION REGULATION 2012 
 
This document provides guidance on what is expected of you by the Department 
of Agriculture (the department) in responding to a Request for Information 
Notice. 

THIS DOCUMENT 
Where this document refers to ‘a product’, that product is nominated on the 
Notice. 

WHAT YOU NEED TO DO 
If your business is selected by the department to provide information about 
compliance with the illegal logging due diligence requirements, you will need to 
provide a written response  

 The response must address the six items referred to in Attachment A –

Responding to a Request For Information Notice  

 Provide a submission by the due date on the Request for Information 

Notice (Notice). 

 Ensure all correspondence references to the Notice Reference Number. 

 When providing supporting documents, explain how and which sections 

of each document are relevant. 

 Explain how your supporting documents are relevant to the criteria 

 Explain which criteria your supporting documents relate to 

EXEMPTION FROM REGULATION 
If applicable, provide a written claim and evidence that the product was: 

 exempt on the basis that it was made from 100% post-consumer recycled 

content, OR   

 not regulated as the product does not contain timber, wood fibre or pulp 

derived from wood. 
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Frequently Asked Questions 

Q.  Is my product timber? 

A.  For the purposes of this legislation, timber products are products that are 
derived from harvested wood from trees. This includes solid wood, 
reconstituted wood, wood fibre, pulp and paper. It does not include bark, cork 
or grasses such as rice, bamboo and rattan. 

Where the product is partially made from timber, the response needs to 
address the timber content of the product. 

Q. What is a ‘due diligence system’? 

A. A due diligence system refers to procedures and practices used by a business 
in assessing and managing the risk that regulated timber products were 
illegally logged. It includes record keeping practices. 

Q. How do I claim an exemption? 

A. If applicable, provide a written statement that the product was made from 
100% post-consumer recycled content, provide evidence to support the claim, 
showing how the evidence links to the product. 

Provide contact details including an email address. The department will use 
this email address to acknowledge receipt of the claim,  and to provide a 
Notice of Assessment. 

Q. How do I claim the product is unregulated because it does not contain timber? 

A. Provide a written statement that the product was made entirely from non-
timber products, provide evidence to support the claim, showing how the 
evidence links to the product. The evidence may include images. 

Provide contact details including an email address. The department will use 
this email address to acknowledge receipt of the claim, and to provide a 
Notice of Assessment. 

Q. Who is legally responsible for compliance in my business? 

A. The owner of the business is legally responsible for compliance with the 
legislative requirements. 

Q. Is there a form or template I can use? 

A. How you choose to provide a response against the Notice is up to your 
business. 

A copy of optional template for the response is provided. An electronic copy is 
available on request via email at ilca@agriculture.gov.au. 

Q. How will the department assess my response? 

A. The response will be assessed against the regulatory requirements for a range 
of aspects, including, but not limited to:  completeness, evidence of supply 
chain knowledge, traceability of documentation to products, the validity and 
appropriateness of the risk assessment and mitigation undertaken taking into 
account the nature of the product and supply chain, evidence of proactive 
information gathering, evidence of record keeping practices, evidence of an 
reasonably practicable level of effort having been undertaken and the timing 
of the due diligence relative to import. 
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If the information is assessed as not addressing the obligations, the 
department may seek further information from you. 

The department will then issue the importer with a Notice of Assessment. Any 
detected non-compliances will be advised. 
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ADDRESSING THE ITEMS IN YOUR RESPONSE 
Items 1 – 3: Due Diligence System Section 
The first three assessment items relate to your due diligence system and the 
requirements under the Regulation. If your documented system or manual meets 
the requirements for each item you may only need to supply a copy of the 
manual. 
 
If you do not yet have a documented system, you may use the template provided 
to start the basis of a documented system. 

 

ITEM 1 
Criteria 
Your business or company name and ABN or ACN, your business street and postal 
address, and your principal business activity. 

How to respond 
 Provide your business name,  Australian Business Number (ABN) or 

Australian Company Number (ACN), and both street and postal addresses. 

 Provide a simple description of your business activity. 

For example 
‘We are a large company that imports and sells flooring wholesale’, or  ’We are a 
construction company importing timber windows and doors for our projects’, or 
‘furniture retailer’, or ‘We are a small medical supplies distributor’ . 

Further information 
If you do not represent a business and do not have an ABN or ACN, provide a 
description of your import, such as it was for personal use or commercial use. 

 

ITEM 2 
Criteria 
The name, position and contact details of the person responsible for maintaining 
your due diligence system 

How to respond 
 Provide a contact name, job title or position, work phone number and email 

of a person responsible for the due diligence system. 

Further information 
The contact does not have to be the legally responsible entity. For example, it 
could be an administrator, a purchasing manager, or the business manager.  

You may also wish to nominate an alternative contact for correspondence 
relating to this specific assessment. 
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ITEM 3 
Criteria 
A description of the due diligence system used by your business (that sets out how 
your business or company meets the due diligence requirements that apply to the 
import of regulated timber products) 

How to respond 
 Provide a description of any procedures and practices used by your business 

in assessing and managing the risk for all the regulated timber products that 

your business imports. It can include overarching principles that are applied, 

such as procurement policies. 

 It should include a description of relevant record keeping practices. 

For example, the response might include elements such as:  
 
We trace products to the source of the wood... This company has established and 
trusted relationships with our suppliers of the regulated timber.... We ask our 
suppliers to provide documents to show that the products were not illegally 
logged...This company uses in-house timber sourcing expertise.... The company uses 
a procurement policy that covers sourcing of legally harvested timber, which is 
available on our website....The company is FSC / PEFC Chain of Custody certified 
and all our products are also certified ....The company does not buy product that 
comes from countries with known armed conflict or social conflict ... The company 
periodically visits and inspects the supplier’s premises where the products are 
made and/or harvested.......We keep files of suppliers by the products and keep 
records for each of them about the risk that their products are likely to be illegally 
logged...we do not trade in products when we identify that there is anything but a 
low risk that the timber in the products have been illegally logged... we trade in 
timber species that are low risk of having been illegal logging...we use an industry-
recommended due diligence system which involves setting up a system and 
assessing risk in compliance with the Regulation  
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Items 4 – 6: Regulated timber product 
In addressing Items 4 to 6, the Notice states which regulated timber product to 
address. 

 

ITEM 4: 
Criteria 
A description of the information you collected using the above due diligence system 
in relation to importing the regulated timber product. 

How to Respond 
 Provide a product description, the trading name of the product, the common 

name and/or scientific name of the timbers in the product,  

 Where available or relevant, provide the country of manufacture, the 

country/ies of harvest, the regions of harvest and the forest harvesting units 

(or forest management units).  

 Provide a description of the documents and any other evidence that your 

business collected about the product and how this evidence relates to the 

product. 

 Show evidence that the due diligence was undertaken prior to import. 

 List and attach copies of the relevant parts of documents and any other 

evidence that your business collected when gathering information about this 

product. This may include any evidence about:  

 that the harvesting of the species of tree from which the timber in the 

product is derived is prohibited in the place where the timber has been 

harvested, 

 that the harvesting of the timber in the place is authorised by legislation 

(including regulations) and whether the requirements of the legislation 

had been met for the harvesting of the timber, 

 that if payment was required for the right to harvest the timber, whether 

that payment has been made, and/or 

 whether  the person who harvested the tree had legal rights of use and 

tenure in relation to the place in which the timber is harvested. 

For example, the description might include some elements such as:  
We have copies of the quote and file record of a phone conversation prior to 
purchase with the supplier about the legality of the products they can supply...We 
collected the following information on a spreadsheet and filed hardcopies about 
the product...we recorded the product name, the component timber types including 
their common names, the quantity, price and volume. we keep the order and invoice 
from the supplier and the suppliers details... we have a copy of the phytosanitary 
certificate stating the timber type...we have a statement from the supplier about 
the country that the timber in the product came from....we kept copies of internet 
searches about illegal logging and corruption in the countries the timber came 
from...we kept photos and notes from on-site visits of supplier and manufacturer of 
the product....we obtained copies of the documents listed in the country specific 
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guidance and verify that the product we have is within the scope of these 
documents...we have evidence that the product is certified and that it was legally 
harvested...we link the documents to the product on the notice by....we were unable 
to obtain.....the document appeared suspicious so we made further enquiries....we 
have a CITES permit for the timber...we have an export permit that requires the 
exporter to provide evidence to authorities of the legality of harvest... 

 

ITEM 5: 
Criteria 
Copies of any records about your risk identification and assessment against a relevant: 

o timber legality framework, or 
o country specific guideline, or 
o other risk identification and assessment processes you used in relation to 

importing the regulated timber product.  

Information 
Importers have three options for the risk assessment that must have been 
undertaken. 

Importers are also obliged to consider anything else that they ought reasonably 
to know as part of their risk assessment. This means, for example, checking the 
validity of the documents or other evidence if it is reasonable to suspect their 
validity, or considering supply chain knowledge that could indicate that the risk 
of the timber in the product having been illegally logged was not low. 

How to Respond 
Option 1 – Use of a Timber legality framework 
Scheduled ‘Timber legality frameworks’ are timber certification schemes that are 
recognised in the legislation as a valid approach to satisfying the due diligence 
requirements.  

The scheduled frameworks include Forest Stewardship Council (FSC) and 
Programme for the Endorsement of Forest Certification (PEFC).  Information 
about the recognised frameworks is available at : 
http://www.agriculture.gov.au/forestry/policies/illegal-logging/information-
importers. 

If a recognised framework applies to the product, you need to provide a 
description and evidence in accordance with the framework. 

This option also requires consideration of any other information that increased 
or decreased the risk that the product was illegally logged. 

For example, the response might include:  

The company is Forest Stewardship Council Chain of Custody certified. The invoice 
from the supplier with the CoC licence number was obtained and validated on the 
FSC website. This was checked on [DD/MM/YYYY] date. The document did not 
appear fraudulent and we have a trusted relationship with our supplier. We 
assessed the risk as low. A copy of the invoice is included. This is linked to the 
product by the bill of lading that is also included. A copy of the spreadsheet that 
covers this product in this consignment is provided... 
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Option 2 – Use of a Country Specific Guideline 
Scheduled ‘Country Specific Guidelines’  provide guidance on the documents that 
can be obtained by Australian importers that the timber products made from 
timber harvested in those countries were legally harvested.  

Using a CSG requires supply chain knowledge and evidence of where the product 
was harvested. More information about Country Specific Guidelines is available 
at http://www.agriculture.gov.au/forestry/policies/illegal-logging/information-
importers. 

If one or more Country Specific Guidelines apply to the product, and your 
business has chosen to use these guidelines, provide a written record of the risk 
assessment undertaken against the guidelines. 

This option also requires consideration of any other information that increased 
or decreased the risk that the product was illegally logged. 

For example, the response might include some of the following:  
The company asked the supplier to identify where the timber in the product was 
harvested. He provided a written statement of the sources of the product and a 
copy of the appropriate export certificate and license. These met the requirements 
of the [XXXXX] Country Specific Guideline Quick Reference Guide provided by the 
Government of [XXXXX]  and the Australian Government Department of 
Agriculture. We checked that the documents were legitimate..... As a result we 
assessed the risk that the timber in the product was illegally logged was low. We 
have included copies of the supplier’s statement, the certificates and the licence, the 
invoice and airway bill that links the product on the notice to the statement and 
certificates, and a copy of our file record. 

Option 3 - Other risk identification and assessment processes 
If a scheduled timber legality framework or country specific guideline are not 
applicable, or the requirements of them could not be met for the product, a risk 
assessment must have been undertaken that considered the prevalence of:  

 illegal logging in general in the area of harvest 

 illegal logging of the species in the area of harvest 

 armed conflict in the area of harvest, and 

 the complexity of the product’s components and supply chain. 

This option also requires consideration of any other information that increased 
or decreased the risk that the product was illegally logged. 

If a risk assessment for this product was undertaken using this option, provide a 
written record of the assessment undertaken showing consideration of the above 
factors and the overall risk determination. 

Provide copies of supporting evidence of the risk assessment. For example, the 
response might include some of the following:  
We asked the supplier about the source of the timber in the product and received a 
email confirming that the timber was sourced from Fantasy Island and that it was 
Pinus Radiata....we received a certificate of origin for timber that was available to 
purchase from... 
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...we used independent supply chain verification by ILPAct Company to determine 
where the product was manufactured and back to the source.... 

..we visited our supplier and the manufacturer to look at the products and their 
practices and we asked them where they get the fibre from... 

.... We did some research on the internet about reports of illegal logging on Fantasy 
Island and asked other importers about whether they had heard of illegal timber 
from there.... We found on www.fantasialegalitycheck.com and 
www.worldbank.org that there had been some cases of illegal logging.... but none 
involved Pinus Radiata...but the cases were from 1992....There was no information 
about armed conflict on the island.... The product has 5 components but they are all 
the same timber from the same island.... There was nothing else that made us think 
the timber was illegally logged.. 

.... The risk of the product is low....We have included copies of the website that we 
accessed, the supplier’s email... the third party verification report....a picture of the 
product showing it is all the same timber, a copy of the invoice and waybill to link 
the documents to the product on the Notice. 

 

ITEM 6: 
Criteria 
If applicable, copies of any records about your risk mitigation processes in relation 
to importing the regulated timber product. 

Information 
Risk mitigation refers to practices or procedures that reduce the risk that the 
product was likely to be illegally logged.  

Risk mitigation must be undertaken if your risk assessment concludes that the 
risk is not low. The risk mitigation activities need to be adequate and 
proportionate to the risk. 

Risk mitigation is also required if the area of harvest is not known, and a risk 
assessment could not be undertaken against the risk factors, and therefore could 
not conclude the risk to be low.  

How to Respond 
If applicable, provide a written response of the risk mitigation that explains what 
additional actions were undertaken to reduce the risk. Include a description of 
activities to reduce the risk that were not successful to support the level of effort 
applied.  

Provide a statement of the final risk that was arrived at for the product. For 
example, the response might include some of the following:  
After our initial risk assessment, we considered that there was a good chance that 
the timber was illegally logged because it came from the region of {Country} with 
high rates of illegal logging in the northern region.....to mitigate the risk..we sought 
supply chain verification...we visited the supplier and organised to source the 
timber from a controlled source...we changed supplier to one that could source 
from forests under management in the southern region...we asked again for the 
forest harvesting licences and verified that the timber in our product is coming 
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from only the licenced areas...After this we felt confident that the that the timber in 
our product was illegally logged was reduced to a neglible level... 

 


