
CJLR-BO-CO-P002

Issue 01   

Date: May.31
th
, 2016

Page 1 / 10 Chery Jaguar Land Rover Procedure for

Third Party Due Diligence and Risk 
Management Policy

Department Business Office Issuing Dept. Business Office

Originator Jun Yang Authorized By Meng Zhang

/ Information security classification: Proprietary

: S+12 / Retention Start Date: S+12

/ Printed copies without controlled stamps are uncontrolled
CJLR-CQ-QE-T006 01 2014 2 /

Procedure Template CJLR-CQ-QE-T006 Issue 01. Jan. 2014

Content

S/N Title Page

1
Purpose

2

2
Scope

2

3
/

Definition/Glossary
2

4
Third Party Due Diligence Process

4

5
/

Third Party Contracting/Engagement Process
7

6
Rejected Third Party

7

7
Third Party Management

7

8
Legacy Third Party Management

9

9
Document Retention

9

10
Related Reference

9

11
Appendices

9

12
Revision History

10



CJLR-BO-CO-P002

Issue 01   

Date: May.31
th
, 2016

Page 2 / 10 Chery Jaguar Land Rover Procedure for

Third Party Due Diligence and Risk 
Management Policy

Department Business Office Issuing Dept. Business Office

Originator Jun Yang Authorized By Meng Zhang

/ Information security classification: Proprietary

: S+12 / Retention Start Date: S+12

/ Printed copies without controlled stamps are uncontrolled
CJLR-CQ-QE-T006 01 2014 2 /

Procedure Template CJLR-CQ-QE-T006 Issue 01. Jan. 2014

1. Purpose

CJLR

CJLR

CJLR CJLR

CJLR

Chery Jaguar Land Rover Automotive Co., Ltd (“CJLR”) is 
committed to maintaining the highest level of anti-bribery 
and anti-corruption standards in doing business with third 
parties. CJLR does not, and will not, offer, pay or accept 
bribes, nor will it permit any Third Party to do so on its 
behalf. It is important that the third parties that CJLR deal 
with comply with CJLR’s Anti-Bribery and Anti-Corruption
Policy and all the relevant applicable laws and regulations 
and do not engage in corrupt practices. Before entering 
any contract with the Third Parties, including any sub-
agents or other third parties used by those directly 
engaged by CJLR, we need to understand fully what they 
are doing for us and what the bribery and corruption risks 
associated with them are. 

Third Party Due Diligence Procedure (the “Procedure”)
sets out the processes Third Party Due Diligence as well 
as guidelines on how to provide a complete, accurate and 
timely record of the process.

2. Scope

CJLR

CJLR

This Procedure is applicable to all CJLR entities, including

Chery Jaguar Land Rover Automotive Co., Ltd., Chery 

Jaguar Land Rover Automotive Sales Co., Ltd., Shanghai 

Branch of Chery Jaguar Land Rover Automotive Co., Ltd. 

and all the subsequent subsidiary and branch.

The respective CJLR department, which is seeking to 

engage a Third Party, is subject to follow this Procedure. 

The relevant requirements shall be completed before 

CJLR establishes any business relationship with the Third 

Party.

3. Definition/Glossary

CJLR

CJLR

CJLR

�

CJLR

3.1 Third Party: Here Third Party is defined as any firm, 

organisation or individual not owned, controlled or 

employed by CJLR, and already have a contract or 

agreement with CJLR, or intended to be retained by CJLR 

to provide goods or render services, or engage in 

business activities on behalf of CJLR. 

This includes, but not limited to: 

� Any Third Party who is retained directly or 

indirectly to provide goods or services to 

CJLR, including suppliers, suppliers, 

consultants, agents, brokers, representatives, 

or other intermediaries that are engaged by the 

Third Party in connection with the goods or 

services provided to CJLR. 
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� CJLR

� CJLR

� CJLR

�

�

� CJLR

� CJLR

CJLR

�

�

CJLR

CJLR

� Any Third Party that provides services that 

require or involve interactions with 

Government Officials or Government Entities 

on behalf of CJLR.

� Any Third Party that assists CJLR with 

obtaining a regulatory approval (such as a 

license, permit or customs clearance) from a 

Government Official or Government Entity, for 

example custom brokers, freight forwarders, 

importers and exporters, logistic companies, 

and visa application agency. 

� Any Third Party that assists CJLR with the 

resolution of a dispute, claim, debt or audit 

involving a Government Official or Government 

Entity, for example tax and financial advisors, 

accountants, debt collectors and lawyers. 

� Any sales intermediary in the form of resellers, 

distributors, dealers, or similar sales channels.

� Any charitable donation recipient, non-

profitable sponsorship recipient or other similar 

organizations. 

� Any Third Party that receives promotion, 

discount, fleet usage right or other forms of 

benefits from CJLR.

� Any other Third Party that interacts with 

Government Officials or Government Entities, 

or employees thereof, on behalf of CJLR, that 

have some discretionary authority over a 

matter that could impact CJLR’s existing or 

potential business. 

� Any sub-agents or other intermediaries acting 

on behalf of a Third Party. 

� Specifically, the third parties involved in 

dealing with scrap collection or recycling shall

also follow this policy.

3.2 Business Department: The respective CJLR 

department which is seeking to engage a Third Party.

3.3 Department-in-Charge: The respective CJLR 

department that has actual contract relationship with a 

third party.  For example, Purchasing Department is the 

department-in-charge for suppliers, and Marketing 

Department is the department-in-charge for dealers.
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4. 4. Third Party Due Diligence Process

Third Party Due Diligence is a three-staged process.

4.1 Stage 1 – Send and Collect Third Party Due 
Diligence Questionnaire  

Before engaging any new Third Party, the Department-in-

Charge shall send the Third Party Due Diligence 

Questionnaire (the “Questionnaire”) to the potential Third 

Party and collect the completed Questionnaire. The 

purpose of sending the Questionnaire is to gather the 

Third Party’s company information and to further evaluate 

its compliance risks.

1. 1-2

2. 3-6

3. 7-10

4. 1-10

�

�

�

�

�

�

� CJLR (

)

�

4.2 Stage 2 – Perform Risk Assessment

The Department-in-Charge shall start to perform the risk 

assessment once it is confirmed that the Third Party has 

provided full answers to all the relevant questions and 

obtained all the required documents in the Questionnaire 

from the Third Party.  Assessment steps are listed below:

1. The assessment form generates the answer for 

Question 1-2;

2. Department-in-Charge completes Question 3-6;

3. Compliance Office completes Question 7-10;

4. The assessment form generates a High, Medium or 

Low Risk rating based on the answers to Question 1-

10.

When evaluating the risks associated with this Third Party 

relationship, the Department-in-Charge and Compliance 

Office shall consider the following factors, but not limited 

to: 

� The completeness and accuracy of information 

provided by the Third Party

� The reputation of the Third Party

� The nature of services provided by the Third 

Party

� The Third Party’s links to Government Officials 

or Government Entities

� The circumstances of the Third Party ( i.e. 

referred by a customer, Government Official or 

Government Entity)

� The proposed remuneration to the Third Party

� The relationship between the Third Party and 

CJLR (i.e. conflicts of interest, previous 

experience dealing with this Third Party)

� The financial status of the Third Party
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4.3 Stage 3 – Mitigate Identified Risks and Obtain

Final Approvals 

CJLR

The due diligence process may identify certain indicators 

of risk, referred to as Red Flags. The presence of red 

flags may increase the existing risk assessment score by 

one level. Any red flags identified during the due diligence 

process must be fully explored, documented and resolved 

before a business relationship may be consummated.

4.3.1 Low and Medium Risk Third Party

For low or medium risk Third Parties, if any red flags are 

identified during the risk assessment process, the 

Department-in-Charge shall consult Compliance Office 

and take relevant steps to address the risk(s) properly. 

The identified risk(s) and mitigation steps shall be fully 

documented in the Third Party Risk Assessment and 

Approval From.

4.3.2 High Risk Third Party

In general, CJLR does not encourage the business 

departments to engage high risk Third Parties

The business department which needs to recommend/hire 

a high risk Third Party shall provide sufficient reason(s) in 

writing to explain why to select a high risk Third Party and 

propose relevant steps to mitigate or control the risks(s) 

for the high-risk relationship. Compliance Officer, and VP 

and EVP from the Department-in-Charge shall review the 

request and relevant supporting documents for final 

approval. 

The decision whether to proceed with a Third Party where 

red flags have been identified lies with CJLR Compliance

Office.

Based on Compliance Office’s analysis and discussion 

with relevant departments, Compliance Office will inform

Department-in-Charge in writing that it: (a) has approved 

the Third Party; (b) has rejected the Third Party; or (c) 

requires more information or engages an outside service 

provider to perform additional due diligence.

4.3.3 Approval Matrix

After all the red flags being resolved, the relevant

approver(s) will be required to check that all the Due 

Diligence steps have been completed, review all the 
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information obtained and ensure all the identified red flags 

have been dealt with to an appropriate level prior to the 

approval of the Third Party.

1

2

See the “Third Party DD Approval Matrix” below for the 

required approvers of the final sign-off. 

Third Party DD Approval Matrix

Risk Rating Required Approval Level

Low & Medium

Risk

1) Senior Manager or Director

2) Compliance Staff

High Risk

1) Compliance Officer

2) VP

3) EVP

4.4 Flowchart
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5. / 5. Third Party Contracting / Engagement 
Process

5.1 Contract 

Timing 

No contract or agreement with a Third Party can be 

signed unless the Third Party goes through the Due 

Diligence process and has been approved based on the 

Third Party DD approval matrix. 

Contract Terms 

Contracts with third parties shall contain appropriate anti-

bribery and anti-corruption (“ABAC”) language and audit 

rights to the Third Party. 

Contract Review 

Contract terms and conditions shall be reviewed by Legal 

Office to ensure the ABAC clauses are attached and most 

updated. 

5.2 Third Party Setup in System

The responsibility of new supplier set-up stays in 

Purchasing Department. Purchasing Department cannot 

set up any new supplier in the purchasing system unless it 

has been confirmed that the Third Party went through DD 

process and has been approved as required. 

6. 6. Rejected Third Parties Management

Compliance office shall maintain a list or database of 

rejected Third Parties, with detailed company information, 

rejection reason, date, and etc.

7. 7. Third Party Management 

7.1 Payment to Third Parties

All payments to Third Parties must be made through wire 

transfer and into the Third Party’s bank account, either in 

the country in which the Third Party is resident or 

incorporated or the territory where the services are 

provided.

Any payment request to pay into an offshore bank account 

or bank account in a foreign country not relevant to the 

Third Party shall raise an immediate alert and be 

investigated before making any payment. Payments must 

only be made to a bank account in the exact name of the 

Third Party (not a bank account in a similar name) and the 
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CJLR 

payee’s name and account number details must 

correspond to the bank account information provided 

during the Due Diligence process.

No payment can be made to the bank account other than 

that recorded in the supplier setup process; any update in 

the supplier’s bank account shall follow the proper 

approval flows specified in CJLR’s Supplier Information 

Maintenance Work Instruction. 

CJLR CJLR

7.2 Third Party Review and Audit 

Compliance Office has the right to conduct reviews or 
audits of Third Parties selected on the basis of risk. Such 
reviews or audits may be conducted by CJLR, or a 
compliance or audit service provider hired by CJLR.

CJLR

CJLR

CJLR

7.3 Training

It is vital to ensure that all Third Parties maintain the 

ethical standards required by CJLR. Training therefore

can be provided to Third Parties on a regular basis and as 

part of the renewal process. Compliance Office shall

organize training sessions to Third Parties and keep them 

informed on CJLR’s Compliance Policies. Refer to CJLR

Training Policy for more details.

7.4 Re-screening 

Unless otherwise noted in the procedure, all Third Parties

shall be re-screened: 

1. In the event materially changed circumstances (as 

described below):

a) If any Business Department becomes aware of a 

material change of ownership, management, 

control, line of business or change of 

administrative structure regarding the key 

employees, the corporate structure, the 

stock/shares distribution and/or capital structure 

of a Third Party, that Business Department shall 

promptly and in writing inform the Department-in-

Charge and Compliance Office of the change. 

Compliance Office will determine whether re-

screening is required.

b) If Business Department wishes to hire an 

approved Third Party for services different from 

those for which the Third Party was previously 

approved, it must notify the Department-in-Charge

and Compliance Office. Compliance Office will 
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determine whether re-screening is required.

2. Two years from the date on which the Third Party was

last approved by Compliance Office; or

3. When Compliance Office determines that such re-

screening is needed.

8. 8. Legacy Third Party Management

CJLR
For the existing Third Parties (hereinafter referred as 

“Legacy Third Parties”) that have already been engaged 

by CJLR before the issuance of this procedure,

Compliance Office shall develop a “Legacy Third Party DD 

Program”, through collaborating with the Department-in-

Charge, to prioritize and rollout a timeline to complete DD 

for those Legacy Third Parties. The designated staff from 

the Department-in-Charge shall corporate with 

Compliance Office and complete the relevant due 

diligence procedures for the identified Third Parties.

Those existing Third Parties will not be affected by the 

lack of third party due diligence procedure.

All other third parties must go through the DD procedure 

before being set up in CJLR systems.

9. 9. Document Retention

Compliance Office should keep all the records that 

relating to third party DD. All documents shall be retained 

for a minimum of 5 years and safely kept at a centralized 

place or database.

10. 10. Related References

CJLR-PUR-PC-W001

CJLR-PUR-PN-F001

CJLR-PUR-PC-W001 Supplier Information Maintenance 
Procedure 

CJLR-PUR-PN-F001 Non Production Supplier Information 

Maintenance Form

11. 11. Appendices

N/A



CJLR-BO-CO-P002

Issue 01   

Date: May.31
th
, 2016

Page 10 / 10 Chery Jaguar Land Rover Procedure for

Third Party Due Diligence and Risk 
Management Policy

Department Business Office Issuing Dept. Business Office

Originator Jun Yang Authorized By Meng Zhang

/ Information security classification: Proprietary

: S+12 / Retention Start Date: S+12

/ Printed copies without controlled stamps are uncontrolled
CJLR-CQ-QE-T006 01 2014 2 /

Procedure Template CJLR-CQ-QE-T006 Issue 01. Jan. 2014

12. 12. Revision History

/

Date of Issue/Revision

/

Written/Revised by Issue Level

/

Summary of and Reason for the new issue/revision

2016/05/31 Jun Yang 01 First release


