Quality Certification
Services, Inc.

Auditing Policies and Procedures

Effective January 1, 2012
Version 12.0

The purpose of this manual is to describe the services, rates, and procedures used by
Quality Certification Services Inc. (QCS) to audit service providers
for the Council on Dairy Cattle Breeding (CDCB).
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QCS Organizational Structure

Code of Regulations
Quality Certification Services Inc. is organized as a corporation in the State of Ohio and is governed

according to a Code of Regulations, the term used in Ohio as a synonym for bylaws.

Subsidiary of National DHIA

Quality Certification Services Inc. is a wholly owned subsidiary of National DHIA. Quality Certification
Services Inc. policy, rates, and procedures are reviewed and approved by the National DHIA Board of
Directors. The National DHIA Board of Directors considers recommendations from the QCS Advisory
Committee.

QCS Advisory Committee
The eleven-member QCS Advisory Committee is composed of representatives of the following

organizations:

National DHIA

National DHIA

National DHIA

National DHIA

National DHIA

National DHIA

At-Large Representative

At-Large Representative

Field Service Advisory Committee (FSAC)
10 Laboratory Advisory Committee (LAC)

11. Processing Center Advisory Committee (PCAC)

©CooNoOA~LNE

Auditors
All audits (on-site and off-site) and data analysis are performed by designated auditors.

1. National DHIA management provides administration of the QCS policies and procedures.

2. The Management of Quality Certification Services Inc. is responsible for the designation of
certification status based on reports and findings from the respective QCS-contracted auditor(s).

3. The Manager of Quality Certification Services Inc. provides auditing (both on-site and off-site) of
field service affiliates, meter centers, and meter technicians.

4. The QCS-contracted laboratory auditor provides on-site audits of laboratories and a monthly analysis
of the *Samples Unknown’ data.

5. The QCS-contracted processing center auditor provides off-site audits of processing centers, monthly

administration of the “Test Herd” program, and periodic analysis of the Standard Transfer Format
(STF) compliance.
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QCS Advisory Committee

National DHIA Representative
Lee Maassen, Dairy Lab Services. Co-Chair
4733 Hickory Avenue, Maurice, 1A 51036
712-567-5265
leeandem@mtcnet.net

National DHIA Representative
Doug Brook, NorthStar Cooperative
3655 Forest Road, Lansing, M1 48909
800-631-3510
brookd@northstarcooperative.com

National DHIA Representative
Glenn Easter, United DHIA
900 Eastglen Road, Laurens, SC 29360
864-682-2003
eastglen@backroads.net

At-Large Representative
Pat Baier, AgSource Cooperatives Services
PO Box 930230, Verona, W1 53593
608-845-1900
pbaier@agsource.com

Field Service Advisory Committee (FSAC) Representative

Terry Hopper, Dairy Lab Services
5105 Wolff Road, Dubuque, I1A 52002
800-747-7421

terry@dairylab.com

Laboratory Advisory Committee (LAC) Representative

Jere High, Lancaster DHIA

1592 Old Line Rd, Manheim PA 17545
717-665-5960

jere@lancasterdhia.com

National DHIA Representative

Mark Adam, NorthStar Cooperative, Co-Chair
3655 Forest Road, Lansing, MI 48909
800-631-3510
adamm@northstarcooperative.com

National DHIA Representative

Jim Weller, Minnesota DHIA

33073 Queensfield, Brooten, MN 56316
320-352-3166
jweller@mainstreetcom.com

National DHIA Representative

George Cudoc, Dairy One Cooperative Inc.
730 Warren Road, Ithaca NY 14850
607-257-1272
george.cudoc@dairyone.com

At-Large Representative

Dave Sukup, Heart of America DHIA

628 Pottawatomie Road, Manhattan, KS 66502
800-698-2634

dsukupl@aol.com

Processing Center Advisory Committee (PCAC) Representative
John Clay, Dairy Records Management Systems
313 Chapanoke Road, Suite 100, Raleigh, NC 27603
919-661-3107
john_clay@ncsu.edu
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QCS Auditors and Support Personnel

QC Program Manager/Field Service, Meter Center, and Meter Technician Auditor
Steven J. Sievert, Manager, Quality Certification Services Inc.
PO Box 930399
421 S. Nine Mound Road
Verona WI 53593
608-848-6455 ext 113
sjsievert@dhia.org

Laboratory Auditor
Paul Sauvé, Canadian Lab Services
92 Bentley Avenue, Suite 20
Ottawa, Ontario K2E 6T9 Canada
613-247-1395
jpsauve@bellnet.ca

Processing Center Auditor
Gerald Steuernagel
1918 70" Avenue
Dresser, W1 54009-4519
715-294-3037
steuernagel@msn.com

Samples Unknown Supplier
John Rhoads, Eastern Lab Services, Ltd.
1035 Medina Road, Suite 500
Medina, OH 44256
877-357-5227 ext 7882
jrhoads@elsmilk.com

QCS IT Support
David Harrison
PO Box 930399 421 S. Nine Mound Road
Verona WI 53593
608-848-6455 ext 115
dharrison@requestltd.com

QCS Accountant
Leslie Thoman, Quality Certification Services, Inc.
PO Box 930399 421 S. Nine Mound Rd.
Verona, WI 53593
608-848-6455 ext 108
Ithoman@dbhia.org
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Auditing Rates for Field Services

Initial Certification Audits for Field Service Providers

Quality Certification Services Inc. will perform initial certification audits for field service providers in
accordance with the guidelines established by the Council on Dairy Cattle Breeding (CDCB) as described in
the CDCB Auditing Procedures for Field Services Manual.

Renewal Audits for Field Service Providers

Quality Certification Services Inc. will perform renewal audits for field service providers in accordance with
the guidelines established by the Council on Dairy Cattle Breeding (CDCB) as described in the CDCB
Auditing Procedures for Field Services Manual.

The annual rate for initial certification and renewal is determined by the size of the field service
organization. Rates are listed below.

Field services — Biennial on-site audits ™ ® and maximum allotted audit hours ©

A. Annual fee for field service - <75,000 COWS........cccerervrreennnns [30 hours]©........... $4,050
C. Annual fee for field service - 75,000 — 150,000 cows................ [40 hours] ©........... $4,900
D. Annual fee for field service - 150,000 — 200,000 cows............. [50 hours] ©........... $5,750
E. Annual fee for field service - >200,000 COWS.........cccccervrreennnne [60 hours]©........... $6,600

A Service providers requiring additional time to meet audit standard submission formats, material preparation,
data analysis/review or follow-up for the QC audit process in excess of the allotted audit hours will be subject to
time and material charges of $85.00 per hour.

B Discretionary on-site audits (either requested by cooperator or required as a result of non-compliance) will be
billed for all time and travel expenses. Travel time will be billed at a rate of $400 per day or $250 per half-day.
Additional audit time will be billed at the rate of $85.00 per hour.

€ Maximum allotted auditing hours includes, but is not limited to: audit preparation and scheduling;
email/telephone exchange and support; creation of digital files (if paper documentation is submitted); data
handling, analysis and review; report writing; internal and external review/validation; follow-up; and
compliance enforcement.

The number of cows reported as part of the QC audit submission will determine the fee for renewal.
Payment is due upon completion of the audit. Certification will not be issued until all audit fees are paid to
the auditor by the service provider.
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Auditing Rates for Meter Centers & Technicians

Initial Certification Audits for Meter Centers and Meter Technicians

Quality Certification Services Inc. will perform initial certification audits for meter centers and meter
technicians in accordance with the guidelines established by the Council on Dairy Cattle Breeding (CDCB)
as described in the CDCB Auditing Procedures for Meter Centers and Technicians Manual.

Renewal Audits for Meter Centers and Meter Technicians

Quality Certification Services Inc. will perform renewal audits for meter centers in accordance with the
guidelines established by the Council on Dairy Cattle Breeding (CDCB) as described in the CDCB Auditing
Procedures for Meter Centers and Technicians Manual.

Meter Centers and Technicians — Biennial on-site audits B

A. Annual fee per meter center (includes 1 technician) - with field service audit.............. $800
B. Annual fee per meter center (includes 1 technician) - not with field service audit.....$1,100
C. Annual fee per additional meter teChNICIAN...........ccoiveiiiiiieie e $100

AService providers requiring additional time to meet audit standard submission formats, material preparation,
data analysis/review or follow-up for the QC audit process will be subject to time and material charges of
$85.00 per hour.

B Discretionary on-site audits (either requested by cooperator or required as a result of non-compliance) will be
billed for all time and travel expenses. Travel time will be billed at a rate of $400 per day or $250 per half-day.
Additional audit time will be billed at the rate of $85.00 per hour.

Payment is due upon completion of the audit. Certification will not be issued until all audit fees are paid to
the auditor by the service provider.
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Auditing Rates for Laboratories

Initial Certification Audits for Laboratories

Quality Certification Services Inc. will perform initial certification audits for laboratories in accordance with
the guidelines established by the Council on Dairy Cattle Breeding (CDCB) as described in the CDCB
Auditing Procedures for Laboratories Manual.

Renewal Audits for Laboratories

Quality Certification Services Inc. will perform renewal audits for laboratories in accordance with the
guidelines established by the Council on Dairy Cattle Breeding (CDCB) as described in the CDCB Auditing
Procedures for Laboratories Manual.

The annual rate for participation in the ‘Samples Unknown’ program is determined by the total number of
components subject to analysis at the rate of $150 per component per instrument. For example, the annual
rate for one instrument certified to analyze for butterfat, protein, and somatic cells is $450.

Laboratories — Biennial on-site audits B

AL ANNUAL TEE ..t ns $2,400
B. Annual ‘Samples Unknown’ analysis fee (per component analyzed).............ccccven..... $150

A Service providers requiring additional time to meet audit standard submission formats, material preparation,
data analysis/review or follow-up for the QC audit process will be subject to time and material charges of
$85.00 per hour.

B Discretionary on-site audits (either requested by cooperator or required as a result of non-compliance) will be
billed for all time and travel expenses. Travel time will be billed at a rate of $400 per day or $250 per half-day.
Additional audit time will be billed at the rate of $85.00 per hour.

Milk urea nitrogen (MUN) analysis via the ‘Samples Unknown’ program is not required for certification and
is an optional service provided by QCS.

Payment is due by the last day of the centering period month. Certification will not be issued until all audit
fees are paid to the auditor by the service provider.
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Auditing Rates for Processing Centers

Initial Certification Audits for Processing Centers

Quality Certification Services Inc. will perform initial certification audits for processing centers in
accordance with the guidelines established by the Council on Dairy Cattle Breeding (CDCB) as described in
the CDCB Auditing Procedures for Processing Centers Manual.

Renewal Audits for Processing Centers

Quality Certification Services Inc. will perform renewal audits for processing centers in accordance with the
guidelines established by the Council on Dairy Cattle Breeding (CDCB) as described in the CDCB Auditing
Procedures for Processing Centers Manual.

Dairy Record Processing Centers — Annual audits * ®

A. Annual fee per center for primary software platform ...........ccccovvviiviiie e, $9,500
B. Annual fee for second software platform per center

AService providers requiring additional time to meet audit standard submission formats, material preparation,
data analysis/review or follow-up for the QC audit process will be subject to time and material charges of
$85.00 per hour.

B Discretionary on-site audits (either requested by cooperator or required as a result of non-compliance) will be
billed for all time and travel expenses. Travel time will be billed at a rate of $400 per day or $250 per half-day.
Additional audit time will be billed at the rate of $85.00 per hour.

Payment is due by the last day of the centering period month. Certification will not be issued until all audit
fees are paid to the auditor by the service provider.
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Auditing Procedure for Field Services

Quality Certification Services Inc. conducts field service audits as stipulated in the CDCB contract. Below
is a summary of the planned routine for the program:

1.

2.

The Quality Certification Services Inc. Manager conducts both on-site and off-site field service audits.

Approximately 30-60 days prior to the centering period month, the auditor contacts the field service and
sends an audit preparation guide that specifies the documents and files needed for the audit. If the audit
is to be scheduled on-site, the auditor identifies potential date(s) to be selected for the on-site audit. The
field service provider is asked to electronically submit data prior to the audit date for review by the
auditor prior to the on-site audit. If the audit is to be conducted off-site, the auditor will specify a
mutually agreeable date (not to exceed 30 days from the last day of the audit period) by which all
electronic and hard-copy data submission must be completed. A secure FTP site is available for the
convenience of all field service providers.

During the visit, the auditor reviews the documentation, analyzes the data, and enters the results in a
standard field service audit report format. The report describes deficiencies and makes recommendations
for improvements.

A. In cases where minor deficiencies are identified, the auditor provides instructions for correction and
allows the field service the opportunity to address the deficiencies prior to the next audit.

B. Incases where the deficiencies are deemed critical to certification, the auditor provides a detailed list
of tasks that must be completed before certification will be issued.

At the completion of the on-site audit, the auditor reviews the findings to the field service management.

Once the Quality Certification Services Inc. Manager has returned to the QCS office, the final report and
a cover letter are written that confirms the renewal certification or describes the steps required for
certification. The appropriate number of copies are made, bound, and mailed as described in the audit
report.

A. If certification has been attained and the auditing fees paid, a certificate is mailed to the field service
provider.

B. If additional documentation is required, the certificate is withheld until the field service has
addressed deficiencies as described in the audit report.

The off-site audit will be conducted at the QCS office, with a final report, cover letter, and certification
notification handled in the same manner as the on-site audit.

When the audit process has been completed and certification has been issued, QCS management will
update the listing of certified field service providers on the QCS website.
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Auditing Procedure for Meter Centers

Quality Certification Services Inc. conducts meter center audits as stipulated in the CDCB contract. Below
is a summary of the planned routine for the program:

1. The Quality Certification Services Inc. Manager conducts the meter center audits.

2. Approximately 30-60 days prior to the centering period month, the auditor contacts the meter center and
schedules a time for the on-site audit.

3. During the visit, the auditor reviews the operation of the meter center equipment and enters the results in
a standard meter center audit report format. The report describes deficiencies and makes
recommendations for improvements.

A. In cases where minor deficiencies are identified, the auditor provides instructions for correction and
allows the meter center the opportunity to address the deficiencies prior to the next audit.

B. Incases where the deficiencies are deemed critical to certification, the auditor provides a detailed list
of tasks that must be completed before certification will be issued.

4. Atthe completion of the on-site audit, the auditor reviews the findings of the audit with the meter center
personnel and/or manager.

5. Once the Quality Certification Services Inc. Manager has returned to the QCS office, the final report and
a cover letter are written that confirms the renewal certification or describes the steps required for
certification. The appropriate number of copies are made, bound, and mailed as described in the audit
report.

A. If certification has been attained and the auditing fees paid, a certificate is mailed to the meter center.

B. If additional documentation is required, the certificate is withheld until the meter center has
addressed deficiencies as described in the audit report.

6. When the audit process has been completed and certification has been issued, QCS management will
update the listing of certified meter centers on the QCS website.
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Auditing Procedure for Meter Technicians

Quality Certification Services Inc. conducts meter technician audits as stipulated in the CDCB contract.
Below is a summary of the planned routine for the program:

1. The Quality Certification Services Inc. Manager conducts the meter technician audits.

2. Approximately 30-60 days prior to the centering period month, the auditor contacts the meter technician
and schedules a time for the on-site audit.

3. During the visit, the auditor reviews the meter technician knowledge and operation of the meter center
equipment and enters the results in a standard meter technician audit report format. The report describes
deficiencies and makes recommendations for improvements.

A. In cases where minor deficiencies are identified, the auditor provides instructions for correction and
allows the meter technician the opportunity to address the deficiencies prior to the next audit.

B. Incases where the deficiencies are deemed critical to certification, the auditor provides a detailed list
of tasks that must be completed before certification will be issued.

4. At the completion of the on-site audit, the auditor reviews the findings of the audit with the meter
technician.

5. Once the Quality Certification Services Inc. Manager has returned to the QCS office, the final report and
a cover letter are written that confirms the renewal certification or describes the steps required for
certification. The appropriate number of copies are made, bound, and mailed as described in the audit
report.

A. If certification has been attained and the auditing fees paid, a certificate is mailed to the meter
technician.

B. If additional documentation is required; the certificate is withheld until the meter technician has
followed up as described.

6. When the audit process has been completed and certification has been issued, QCS management will
update the listing of certified meter technicians on the QCS website.
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Auditing Procedure for Laboratories

Quality Certification Services Inc. conducts laboratory audits as stipulated in the CDCB contract. Below
is a summary of the planned routine for the program:

1.

Under normal circumstances, the laboratory auditor conducts the laboratory audits. Under particular
circumstances though, other auditors may be assigned to conduct audits in place of the laboratory
auditor.

Approximately 60 days prior to the centering period month, the auditor contacts the laboratory and
schedules a time for the on-site audit.

During the visit, the auditor reviews the operation of the laboratory and enters the results in a standard
laboratory audit report format. The report describes deficiencies and makes recommendations for
improvements.

A. In cases where minor deficiencies are identified, the auditor provides instructions for correction and
allows the laboratory the opportunity to address the deficiencies prior to the next audit.

B. Incases where the deficiencies are deemed critical to certification, the auditor provides a detailed list
of tasks that must be completed before certification will be issued.

At the completion of the on-site audit, the auditor reviews the findings of the audit with the laboratory
manager.

A complete audit report in copy-ready format is then forwarded to the QCS management for review.
Once the report has been received, the QCS manager writes a cover letter that confirms the renewal
certification or describes the steps required to attain certification. The appropriate number of copies are

made, bound, and mailed as described in the audit report.

A. If certification has been attained and the auditing fees paid, a certificate is mailed to the laboratory
provider.

B. Ifadditional documentation is required, the certificate is withheld until the laboratory has addressed
deficiencies as described in the audit report.

When the audit process has been completed and certification has been issued, QCS management will
update the listing of certified laboratories on the QCS website.
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Auditing Procedure for the Samples Unknown Program

Quality Certification Services Inc. administers a ‘Samples Unknown’ program as stipulated in the CDCB
contract. Below is a summary of the planned routine for the program:

1.

On Monday of the second full week of each month (subject to change for holidays, etc.), the ‘Samples
Unknown’ supplier sends two duplicate sets of 12 samples to each certified laboratory via one or two-
day air shipments. Additional sets are provided to equipment manufacturers and other specific
laboratories as deemed necessary.

Laboratories are required to analyze the samples using routine operating procedures and submit the
results to the ‘Samples Unknown’ website by midnight EST on the Friday following the shipment.

After a laboratory has entered or uploaded their data, a Batch Entry Confirmation Report verifying that
the data entered can be printed from the website. The report shows the actual data included.

On or by the following Monday, the laboratory auditor downloads the raw ‘Samples Unknown’ data and
analyzes it for accuracy and consistency.

Once the laboratory auditor has analyzed the data and made any adjustments deemed necessary, the
corrected data is uploaded into the ‘Samples Unknown’ website.

The laboratory auditor then prompts the web site to email the Batch Certification Report to the
laboratories and submits a summary report to QCS management. The QCS-contracted laboratory auditor
will copy QCS management on all communications related to the *Samples Unknown’ program.

QCS management reviews the summary report and follows up directly with laboratories having
machines outside of the CDCB approved tolerances.

In addition to establishing a normal routine for the ‘Samples Unknown’ program, QCS has set the
following policies in place as supplements to the program:

1.

The website is programmed to disable the data entry function once the deadline has been reached. After
that time, all data must be forwarded to the QCS Manager in order to be included in the batch. The
laboratory auditor may be copied on this data, but cannot enter late data for a laboratory.

Data submitted late will not be included in the batch data. Late data may be accepted if the laboratory
contacts the QCS Manager prior to the submission deadline with a request for late submission
accompanied by a valid reason; instrument(s) affected, and anticipated availability of results. Any
laboratory that submits data late more than twice in the previous twelve (12) month period without a
valid reason will have its respective certification status changed to provisional.

Summaries of the ‘Samples Unknown’ results, including late data entries, will be included in the audit
reports and will contribute to the overall pass/fail decision for laboratory certification.

Current and historical Batch Certification and Comparison Reports can also be downloaded directly
from the website.
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Auditing Procedure for Processing Centers

Quality Certification Services Inc. conducts processing center audits as stipulated in the CDCB contract.
Below is a summary of the planned routine for the program:

The processing center auditor conducts the processing center audits.

1.

Prior to the centering period month, the auditor sends the processing center a list specifying the
documents and files needed for the audit.

Once the data has been received, the auditor reviews the documentation, analyzes the data, and enters the
results in a standard processing center audit report format. The report describes deficiencies and makes
recommendations for improvements.

A. In cases where minor deficiencies are identified, the auditor provides instructions for correction and
allows the meter center the opportunity to address the deficiencies prior to the next audit.

B. Incases where the deficiencies are deemed critical to certification, the auditor provides a detailed list
of tasks that must be completed before certification will be issued.

At the completion of the off-site audit, the auditor provides a complete audit report in copy-ready format
to QCS management for review.

Once the report has been received, the QCS manager writes a cover letter that confirms the renewal
certification or describes the steps required for certification. The appropriate number of copies are made,
bound, and mailed as described in the audit report.

A. If certification has been attained and the auditing fees paid, a certificate is mailed to the processing
center.

B. If additional documentation is required, the certificate is withheld until the processing center has
addressed deficiencies as described in the audit report.

When the audit process has been completed and certification has been issued, QCS management will
update the listing of certified dairy records processing centers on the QCS website.
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Auditing Procedure for the Test Herd Program

Quality Certification Services Inc. administers a ‘Test Herd” program as stipulated in the CDCB contract.
Below is a summary of the planned routine for the program:

1.

On a monthly basis, the processing center auditor creates a new set of data for two test herds and
distributes the data to the processing centers.

Processing centers are required to enter the data using routine operating procedures and process the herds
as noted in the corresponding test plans. The results are then submitted to AIPL.

Once the data has been entered into an AIPL comparison database and the records are compared, the
processing center auditor views the comparison report for individual records from each processing center
and performs an analysis.

Several times a year the processing center auditor requests Standard Transfer Files for the test herds from
the processing centers. The files are comparatively analyzed.

The results are summarized and distributed by the processing center auditor as deemed necessary.
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Auditing Procedure for the Handling of Complaints

In order to ensure that complaints regarding deficiencies are legitimate and handled consistently, the
following procedure has been established:

1.

2.

Only complaints submitted in writing and signed by the allegedly damaged party will be investigated.

The complaint should accurately describe a violation or deficiency of the Code of Ethics or Uniform
Data Collection Procedures and provide reasonable cause for the matter to be investigated.

Upon receipt of a properly documented complaint, the Quality Certification Services Inc. staff will
provide copies of the complaint to all parties involved.

The Quality Certification Services Inc. staff will then investigate the complaint in a timely manner and
prepare a report of the facts. The report will include a list of recommended sanctions, remedies, and/or
deadlines if needed to resolve the complaint.

The report will be sent to the all parties involved in the dispute.

If any party finds the recommended Quality Certification Services Inc. staff solution unacceptable, the
matter will be turned over to the QCS Advisory Committee for deliberation.

If any party finds the recommended QCS Advisory Committee solution unacceptable, the matter will be
turned over to the CDCB for review.

The decision of the CDCB will be considered final.
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