RAINFOREST ALLIANCE CERTIFICATION PLATFORM
USER MANUAL
FOR

SUPPLY CHAIN ACTORS

Learn how to use the Rainforest Alliance Certification Platform (RACP) to
create and maintain your RACP Account, manage your Licenses and
efficiently report your crop related activities within the Rainforest Alliance
2020 Certification Program.
Important note: The RACP account described in this manual is for the New Rainforest Alliance
2020 Certification Program and does not replace your current account. This means that you
still need to maintain the current traceability and certification system(s) with your current
credentials.
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EDITORS NOTE

This User Manual is being created in parallel with the RACP system development, therefore
screens may slightly differ from the live version of RACP due to ongoing development.

ABOUT THIS USER MANUAL
This handbook is a concise guide for Supply Chain Actors to learn how to
effectively use RACP to create and maintain their RACP account, licenses
and report crop related activities within the Rainforest Alliance 2020
Certification Program.
This handbook is ‘work in progress’. Future sections will provide useful information on activities
concerning trade and stock, transactions, trademarks and labelling requests.
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GLOSSARY
Below table lists the most frequently used terms and abbreviations and their significance for
working with RACP. Understanding these terms is necessary to accurately complete your
registration.
See also our online glossary, designed to provide an easily accessible tool to explain some of
the terminology you will find within the Rainforest Alliance 2020 Certification Program's
documents and tools.
Term
Certificate
Scope
Certification
Profile
Certified

Farm

Group

Group
Management

Group Member

Identity
Preserved

Intermediary

Internal
Management
System (IMS)

Definition
A set of activities, processes, actors, and products covered under the
certification of a certificate holder.
The page in RACP where a Certificate Holder can submit the
information on their 'certificate scope'.
The reference of the term “certified” in the requirements refers to
crop/volume produced and traded by certificate holders, verified
against the 2020 Rainforest Alliance Sustainable Agriculture Standard.
All land and facilities used for agricultural production and processing
activities under the geographical scope of the farm/group
management. A farm may be composed of several neighbouring or
geographically separate farm units within one country provided that
they are under a common management body. All farms and farm
units falling within this geographical scope must comply with the
Rainforest Alliance standard, even when a different crop from the
certified one is cultivated (e.g. farm/farm unit with a plantation of rice
belonging to a producer part of a certified group for coffee that falls
within the same geographical scope).
A farm may be composed of several neighbouring or geographically
separate units of land within one country if they are under a common
management body.
An association of organized producers that have a shared Internal
Management System (IMS) and are certified together under the
Rainforest Alliance standard Certification Protocol. The group of
organized producers can be organized in an association or
cooperative or managed by a supply chain actor (such as an
exporter) or another entity.
The entity that signs the certification agreement with the Rainforest
Alliance accredited certification body and takes responsibility for the
development and implementation of the group’s internal
management system and all member farms’ management systems.
The group management is responsible for assuring member farms’
compliance with the Standard.
A producer who is certified as part of a group. It is the person who is
the actual operator of the farm (e.g. a sharecropper) and does not
need to be the landowner.
A traceability option in which it is possible to identify the Rainforest
Alliance Certified ingredient or product back to a single farm
certificate holder. There is no mixing of certified ingredient or product
with non-certified ingredient or product.
Any actor that trades (buys and sells) Rainforest alliance Ccertified
product before it reaches first buyer level. Intermediaries can also
physically handle and based on their activities, intermediaries shall be
compliant with the applicable requirements of the Farm Standard.
A documented system of quality management with the purpose to
facilitate an efficient organization and management of the group and
of ensuring that the group and group members comply with the
applicable requirements of the Rainforest Alliance Sustainable
Agricultural Standard.
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Management
Plan

Mandated user
rights
Mass Balance

Multi-site

Producer

SCRA

Segregation

Site

Small farm

Subcontractor

Sublicensee

Supply chain
actor
Verification level

A detailed overview, set up by the management, of the goals that are
set to be compliant with the requirements (for both management,
workers, and/or group members) and the respective services
necessary to meet these goals. The services can include training,
technical assistance, access to inputs (e.g. seedling), and awarenessraising activities. The Management Plan indicates details on the
services such as the timeline, the responsible person for the provision of
the services, and the beneficiaries.
Authorization is given to a supply chain certificate holder to make
transactions in the traceability platform RACP on behalf of a farm
certificate holder.
Administrative traceability that allows a supply chain actors to claim
product as Rainforest Alliance CertifiedTM when the equivalent quantity
was sourced as Rainforest Alliance CertifiedTM.
A supply chain actor that does not have farming in the scope of its
Rainforest Alliance certification and has an identified central location
under which two or more sites are operating.
A person (either male or female) who owns and/or operates an
agricultural enterprise, either commercially or to sustain him or herself
or his/her family.
As a part of the assurance system, data is collected through the
Supply Chain Risk Assessment (SCRA) which is embedded in the
registration and profile completion process. The SCRA evaluates the
potential risks of an organization’s operations on individual site level in
order to determine the type and frequency of verification required.
A traceability process in which the certified product is kept separate
from the noncertified product, both physically and on documentation.
This segregation occurs during all receipt, processing, packaging,
storage, and transportation stages of the supply chain. There is no
mixing of non-certified product with certified product.
A geographically separate entity belonging to a certificate holder
(farm or supply chain actor) where a specific number and type of
operations are conducted.
Small farms primarily rely on family or household labour or workforce
exchange with other members of the community. They might hire
temporary workers for seasonal tasks or even hire (few) permanent
workers. Small farmers are usually organized in a group to be certified
and rely on the Group Management for record development and
record keeping.
An organization or individual contracted to carry out one or more
specific operations on the certified products, for example, processing,
storing, packaging, and/or labelling products.
One Legal Agreement can cover multiple entities called sublicensees.
Permitted sublicensees inherit the rights and obligations of the Legal
Agreement signed by your organization.
Any non-farming organization that relates to the certified product from
its production up to its final sale.
The verification level is the result of the Supply Chain Risk Assessment
(SCRA) and defines the type, intensity and frequency of verification
that is required.
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GETTING STARTED WITH RACP
Like all producers, farmers or farmer groups, supply chain actors that want to
sell their products as Rainforest Alliance Certified need to become a member
of the Rainforest Alliance 2020 Certification Program.
To join this program, you need to register in RACP. Only after you are registered and
have obtained a valid license, you are allowed to buy and sell Rainforest Alliance
Certified products.

PROCESS OVERVIEW
Registration is easy and is entirely effectuated in RACP with five process steps. After
submitting your registration in this program, you receive a confirmation e-mail with a link by
which you can start providing relevant information about your organization.

The five steps in the registration process

For an overview of the actions in these five steps, you can download the Quick Start Guide
for Supply Chain Actors.

The Quick Start Guide provides a helpful overview of the actions in the registration process
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SUBMIT YOUR REGISTRATION REQUEST
Following the link to the RACP login page, you immediately can select your preferred
language. Available languages are English, Turkish, Spanish, Portuguese, French, German,
Indonesian, Japanese, Vietnamese and Chinese.

Your first interaction with RACP is to
set your preferred language

Follow the link ‘Create an account
here’

You arrive at the page where you have to select the type of organization you want to
register, so choose to sign up as a Supply Chain Actor. On the next page, please read all
information before you continue with providing your company’s information.

Select Supply Chain Actor to create
your account
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Please read this information about
the certification options

To complete your account registration, you will have to fill in a number of forms, to provide
information about your organization, address information, some personal details and finally
read and accept the Terms & Conditions, as illustrated in the following screenshots.

On the first page, you will fill in your
organization’s name, select crop
and your crop related activities.
Please note! If you already have a
current UTZ or Rainforest Alliance
account ID, do not forget to provide
that here as well!

On the next page, fill in your
organization’s address
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Then provide your name and your
contact information

When you have filled in the required information, you shall carefully read the Terms &
Conditions and accept these by clicking the corresponding tick-box and submit your
registration request.

The final step to register an account is accepting the Terms & Conditions

Upon receipt of your request, you will get the following message:

Your registration request has been received and will be reviewed by the Rainforest Alliance

Your request will be reviewed and when approved, within a few business days you will
receive an account activation e-mail to provide you with access to RACP.
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The first step is then to activate your account and start providing more details about your
organization and activities.
Please note: This account is for the new Rainforest Alliance 2020 Certification Program and
does not replace your pre merger account. This means that you still need to maintain the
current traceability and certification system(s) with your current credentials.

CREATING YOUR CERTIFICATION PROFILE
Using the credentials in the activation mail, you login to the RACP to arrive at the dashboard.

The RACP dashboard. Your first task is clearly indicated

You will first be asked some questions about the site(s) you want to certify. During the entire
process, you are guided through the steps, with clear instructions what to fill in or what to
select.
Creating your certification profile starts with a number of questions, as illustrated by the
below screen shots.
If you cannot complete this part in one session, you can save the input provided so far with
the button ‘Save’.

As your organization doesn't have farming in scope, click NO and then Continue
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If this location is where central management takes place, click Yes and continue

In this example, you have no additional sites to add, so click No and continue

If you do have additional sites you want to certify, click Yes and Continue.
In the following screen, you will see the summary of your entries so far. You have now provided
all basic information for your certification profile. You can still make some edits and when you
are ready, click on the green button Submit to submit your profile data.

This screen summarizes your input so far. When ready, click the Submit button

The following screen shows your certification profile, from where you need to enter more
information about your organization. Before you will be able to confirm your certification
scope, more information is required, which can be added after following the ‘edit’ link.
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More information about this site is required before you can confirm your scope

Clicking on the edit link will open the first of eight forms that need to be completed with
information about this site. The following screens illustrate their contents.

The first page about your site involves some general details, like name and address

In the next page, you need to indicate what volumes you expect to process or handle over
the next 12 months for each crop.
Please make sure to select all crops and activities for which you want to be certified, as this
determines your certification scope.

The crop you selected in the registration is pre-filled, while more crops may be added
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Select the activities you perform for this crop

Select your input products for the activities

Select the output of the activities
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Select here the traceability levels at your central management location

If you have not selected your applicable traceability level this will not be part of your
certification.
The next page contains the questions related to your certification scope. Please read
carefully before you answer. More questions may appear depending on your answers.

This page includes important questions about certification
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The page summarizes the information that you have provided for this site

Using the Submit button will show a message confirming that you have successfully updated
the site information.

You have successfully updated your site

When you continue, you will see the result on the overview page.

After you have provided all information about your site(s), you can confirm your certification scope
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Upon confirming your certification scope, you will be redirected to the requirements page
where you can see the requirements applicable to your situation.

CONFIRM CERTIFICATION SCOPE
Clicking the button ‘Confirm scope and view requirements’ will start a process of generating
the requirements, which are the result of the answers and selections that you have made in
the previous steps. You will be directed to the requirements page once it’s done. This process
can take a few minutes.

A set of filters helps you to navigate through the list of requirements. Please make sure to download the
applicable requirements for all sites under your certification scope as this is requested by the CB.

Please review and download the requirements applicable to your organization (and
different sites). Return to the dashboard to see the changes and new tasks.

Your certification scope is confirmed and new tasks are visible

AUDIT PREPARATIONS
Following the task ‘Provide your audit/endorsement preparation’ you arrive at the tab
‘Certification scope’ of your Certification Profile.

Calculate your verification levels
The first task is to initiate the calculation of your verification level(s). The verification level is the
result of the Supply Chain Risk Assessment (SCRA) and defines the frequency and intensity of
verification that is required to properly assess the risk associated with a particular site.
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Your verification levels will indicate which of the sites in your profile need an audit, what that
audit should look like, and/or if any of your sites qualify for endorsement, where no audit is
required. When your verification levels are determined, you will also receive your next steps in
the process to get certified based on your particular scope.

Part of the audit/endorsement preparation is the calculation of your verification levels

Click on the light green button ‘Calculate my verification level(s)' to get your Supply Chain
Risk Assessment results and next steps.
Before the calculation starts, two subsequent messages inform you what will be verified,
when and how you will receive your verification levels and what these levels mean.

First a message to make sure that your certification scope is complete
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Clicking on the Submit button in the second form starts the calculation of your verification level

The verification level for this site is now under review

Any next steps for you are visible when you click on the link ‘What do I need to do next?’

You need to wait to receive a mail from Rainforest Alliance with your verification level and next steps

Once the Rainforest Alliance has reviewed your profile, you will be contacted within 3 weeks
via email within 3 weeks with your risk results and next steps.
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Verification level received: next steps
Once you have received your verification level, login to your account, open your
Certification Profile and at the tab ‘License Preparation’ you see what you need to do next,
which is explained as shown below.

You will need to go through an audit process to continue with certification

As a requirement, Certificate Holders are only allowed to select a Certification Body after
they have received their verification levels, to determine whether or not they need an audit
or they can proceed with endorsement.
You can select your Certification Body in the section ‘Your Certification Body’
You will need to sign a certification agreement with the selected CB. Please note that this is a
manual activity outside RACP! Therefore, you will find a dedicated Certification Application
Form (CAF) that you need to use to request a quote from the Certification Body. You can
find all authorized CB’s via this link.
Only when this agreement has been signed by both you and the CB, it is confirmed in RACP.
This will give the CB access to your full profile, where progress can be monitored and the
necessary information for the audit preparation will be shared. In most cases, the
Certification Body will approach you with an invitation.

Complete and upload your self-assessment
After receiving the applicable requirements via email, you can determine whether you
comply with these requirements by means of our self-assessment tool. For this please log in
into RACP.
The self-assessment is an evaluation of the compliance against the applicable requirements
of the Sustainable Agriculture Standard and must be conducted by you as the certificate
holder.
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Click on the link ‘open’ to be able to download the self-assessment tool

The self-assessment tool is available for download

To get the self-assessment document that you need to fill in, use the button ‘Download’ and
open the file. Carefully read the guidance information on this page to be able to accurately
respond to the requirements listed in this spreadsheet.

For all requirements, fill in the columns as applicable in your situation

Once you are confident you comply with the applicable requirements and have addressed
or closed any non-conformities you identified, upload the self-assessment. You will receive a
confirmation when you have successfully uploaded this document.

At the same page, you can upload your completed self-assessment file
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The Rainforest Alliance has received your self-assessment

FIND AN AUTHORIZED CERTIFICATION BODY
To find an authorized CB, go to the tab ‘License preparation’ to search for an authorized
Certification Body. If you already have received an invitation from a Certification Body, that
will be visible on this page. In this example however, you initiate the process to find a CB and
sign a contract.

The list will show all CBs authorized to perform audits in your country

To find a Certification Body, click the link ‘Open’. When available, one or more authorized
Certification Bodies will be displayed.
Download the Certification Application Form using the green button ‘Download CAF file’,
read the instructions in this document and when done, send this offline to the CB of your
choice, not through the RACP.

In this example, there are three CBs you can choose from
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Based upon your information provided with the CAF, the CB will send you a quote.

When you agree with the quote from the CB, you can confirm the contract

Before confirming the contract, a form will open where you have to confirm that you indeed
have signed the certification agreement with an authorized Certification Body.

Only when you have signed the contract with the CB, you can confirm the contract

Upon confirming this contract, you will have to wait for a confirmation from the Certification
Body, as visible in the following screen.

You will have to wait until the CB has also confirmed the contract

SIGN A LICENSE AGREEMENT
The final and formal step to complete your registration is to sign a license agreement with the
Rainforest Alliance by logging in into RACP. For that purpose, we use DocuSign for the
electronic signature process.
DocuSign provides a secure and legally binding, digital online contract signing process,
replacing paper contract handling for specific countries where allowed. This offers a number
of attractive and important benefits:
• Saves the hassle of printing, manually signing, scanning and mailing or uploading
contract documents
• Saves paper and trees, so saving our forests and the planet
• Free of charge for you in this case, no account registration required
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Please note: If electronic signatures are not allowed in your country, you need to print,
manually sign, scan and upload the license agreement.

PREPARATIONS
At the dashboard, a new task is visible, to set up a legal hierarchy and the legal agreement.

The final and formal step to complete your registration

A number of introduction pages open, briefly described below.

Select your type of organization. In this example, we choose standalone organization

Read the information, then click to request your legal agreement
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In this example, you do not have an existing License Agreement (2020 version)

In case you do have an existing license Agreement (2020 version), click Yes, and you will be
prompted to upload that document and send this to the Rainforest Alliance.

With a few steps you can upload an existing License Agreement (2020 version)

In the following screen you can, if applicable, include sublicensees in your license
agreement request. You can also select the language of the license agreement.
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If applicable, you can add other organizations for your license agreement request

SIGNING THE LEGAL AGREEMENT WITH DOCUSIGN
Clicking the Continue button brings you to the DocuSign part of this process, where clearly
visible instructions guide you through the signature process.
To prepare you for what is coming at you, this is the sequence of steps in this process, which
are illustrated on the following pages.
1.
2.
3.
4.
5.
6.
7.
8.

Select the language of the DocuSign application
Tick the box to agree with using electronic documents and electronic signatures
Enter your name, job title and company address
Select a style for your signature as it will appear in the document
Apply that style to sign the license agreement
Repeat the steps 3, 4 and 5 for the second signature block of the license agreement
Complete the signature process by clicking the button ‘Finish’
Submit the signed license agreement with the button 'Send to the Rainforest Alliance'

The Rainforest Alliance will then review your submission. You can see your license agreement
status at any time in the Legal Agreement status overview.

Select your language, agree with electronic documents and electronic signatures, click Continue

You can now start signing this agreement which brings you to signature fields
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Fill in the red lined fields: your full name, job title and company address, then place your signature

Before signing the license agreement, you can still select another style (try it …)

If you are happy with your electronic signature, adopt it and sign!
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There is your signature. Click on Finish to continue to the next signature block

Repeat the previous steps in the second signature block .

Nearly done! Click on Sign, then on ‘Finish’ to complete the electronic signature process

Upon finishing the steps in this process, you get the following message in RACP.

The last thing to do is to send the signed license agreement to the Rainforest Alliance
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While waiting for approval from the Rainforest Alliance, you can check the status of the
license agreement on the same page Legal.

The status of your license agreement is now ‘Pending review by the Rainforest Alliance’

UPDATE YOUR ORGANIZATION
Once you have added the most relevant information to your RACP account, you may add
other contact persons of your organization and new RACP users, with their respective roles.

ADD A NEW USER
By default, as the person who has registered the account, you have three roles in working
with RACP with the corresponding access rights.

As the only RACP user, you can perform the activities belonging to these three roles

Below tables shows the difference between these three available roles.
Roles

Available functions in RACP

Administrator

Add members, change roles, change information, contact CBs or
Members, and upload or fill in required information
Change financial information
View information only, but not modify anything

Finance
User

To add a new user, use the buttons ‘Add new User’ and complete the form that appears
with name, e-mail address and the designated role(s). By default, a new user will have the
basic role ‘User’.
Note: Please use the new user’s e-mail address as their username, as this is unique and easy
to remember.
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In this example, the new user gets the role ‘Finance’

The new user has received the role ‘Finance’ on top of the default role ‘User’

You can edit the user’s data, including their role, at any time by clicking on the name and
update the information. Multiple users can have the role ‘Finance’ and ‘Administrator’.
If applicable, as Administrator, you can now remove your Finance role by clicking on your
name and de-activate the corresponding tick-box.
Please note: if you remove your own role ‘Administrator’, you cannot make any changes
yourself anymore! Only a newly assigned administrator can do so.

DELETE A USER
To delete a user from RACP, click on the name and in the following form, use the button
‘Delete’ and confirm your decision.

You can easily edit a user’s information and role(s), or delete a user
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ADD A NEW CONTACT
An employee registered as User has a specific role in working with this platform, e.g.
Administrator or Finance. Any User is automatically also listed as a Contact.
However, when you add an employee as Contact, they have no role with respect to working
with the RACP, but another job responsibility that may be relevant for the Rainforest Alliance
or a Certification Body.
To add a new contact, use the menu Organization and choose Add new contact. Fill in the
form with basic details and save the new contact.

Adding a new contact requires a form to be filled in with general information

To add a contact person’s responsibilities, click on the name which opens the details form,
now with also a tab ‘Contact type’. Here you can select the contact type.

A contact person can have multiple responsibilities
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ANNEX – USEFUL LINKS
The glossary of the terms used in the documents of the Rainforest Alliance
Certification Program.
https://www.rainforest-alliance.org/resource-item/annex-1-glossary/
The glossary is available in multiple languages.

General Guide for the Implementation of the Sustainable Agricultural Standard.
https://www.rainforest-alliance.org/resource-item/general-guide-for-the-implementation-ofthe-sustainable-agricultural-standard/
This General Guide aims to assist Certificate Holders with the implementation of the Rainforest
Alliance Sustainable Agriculture Standard by providing clarifications to interpret the
requirements and the evidence required for compliance.

Supply Chain Risk Assessment - Guidance Document for RACP
https://www.rainforest-alliance.org/resource-item/supply-chain-risk-assessment-guidancedocument/
This document is provided after having received the Supply Chain Risk Assessment (SCRA)
verification level. It is a Guidance Document on steps to take after receiving the verification
level.

Certification Application Form
https://www.rainforest-alliance.org/resource-item/certification-application-form-caf/
The Certification Application Form (CAF) is a mandatory document to be filled out by
Certificate Holders and Certification Bodies along the Certification Process of the Sustainable
Agriculture Standard 2020.

2020 Certification and Auditing Rules
https://www.rainforest-alliance.org/resource-item/2020-certification-and-auditing-rules/
In line with the Rainforest Alliance’s long-term vision of ‘reimagining certification’, the
Assurance System of the 2020 Certification Program introduces numerous innovations to
ensure that certification is more context-specific, data-driven, and risk-based.

Find An Authorized Certification Body
https://www.rainforest-alliance.org/business/certification/find-a-rainforest-allianceauthorized-certification-bodies/
This is a PDF document that lists the Certification Bodies that are authorized to carry out
audits. The Certification Bodies are listed first. Then follows a list of countries and the
Certification Bodies that operate in those countries.
<end>

You will be informed of any future updates of this manual.
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