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User Guide: Auditor

Opening Meeting

· Send Opening Meeting Notice to affected personnel:
· list the auditors,
· the defined scope, 
· area(s) to be audited, 
· method (i.e.: process audit, vertical audit) to be used, 
· the start week (s) the audit is to be performed.

· Update status of audit per QA006 Audit Schedule Key

· Enter Audit Report number in schedule: 

· Internal/Supplier Audit: (ex: MWB0214), where MW = Auditors initials, B = second audit of the month for the auditor, 02 = Month & 14 = Year

· Customer/3rd Party Audit: (ex. DNYA2LA0214), where DNY (Facility – same as database) = Depew NY, A2LA = Customer/3rd Party, 02 = Month & 14 = Year. Facility prefix due to the potential of a Customer/3rd Party audit conducted in 2 different facilities within the same month.
Perform Audit

· Perform desktop audit to ensure checklist (s) generated are to current revisions of the documents contained in the TCS documnent control system.
· Create / update audit checklists, reviewing results from previous audits to ensure all issues are accounted for on the checklists.

· When performing program specific audits, create / update checklists per customer requirements (i.e.: customer purchase orders, quality requirements, etc.)

· Complete standard checklist to ensure PCB’s Quality Management System documentation addresses all regulatory requirements. Confirm TCS system documented information addresses latest requirements of AS9100, ISO9001, ISO17025 and other applicable requirements related to the process being audited.
· Complete PCB documentation checklists by recording objective evidence (ie: area or department, employee name or job title, gage numbers, date of sited nonconformance) to support compliance and/or noncompliance.

Note: Deficiencies detected outside of the audit scope shall be documented.
· Update status of audit per QA006 Audit Schedule Key.

· Review results with QA Manager

Closing Meeting

· Schedule and lead the closing meeting to address issues identified during the audit.

· Record all closing meeting attendees on print out of Outlook meeting.

· Assign due dates to any audit findings issued.
· Update status of audit per QA006 Audit Schedule Key.

Audit Finding Database

· Enter audit into audit finding database:

· For “No Findings”:
· Facility

· Auditor 

· Audit Report No. (Same as the schedule)(ex: MWB0214)
· Check “Successful Audit (No Findings)” box
· ISO Clause: (select clause, standard or type of audit)
· QA Mgn’t Rep
· Check “Should this Audit be Revisited” box to “NO”

· “Audit Successfully Closed on:” Date, once QA Manager approves
· For Findings: 
· Facility
· Auditor
· Audit Report No. (Same as the schedule)(ex: MWB0214)
· Audit Finding number (ex: MWB0214-1) 

· Finding Desc
· ISO Clause: (select clause, standard or type of audit)
· QA Mgn’t Rep
· Orig Due Date (30 days from date issued)
· Print out Audit Management Report and place into audit report.  This provides evidence that report was entered into the audit finding database and will ensure effective review of results via Policy Deployment.

· When closing an Audit Finding in the audit finding database, enter the date closed.  
· Update “Should this Audit be Revisited?”
· Update status of audit per QA006 Audit Schedule Key.

Audit File Folder

· Compile Audit Report in the following order (Report may not contain all the records stated below) 
· Management Audit Report print out from Audit Finding Database.

· QA004 Audit Summary Report – summary to include observations

· Closing meeting notice (signed)

· QA005 Audit Findings
· QA005 when not completed by original due date:
· Containment has been completed and is documented
· Root cause has been identified
· Corrective action plan with planned completion date(s) if assignee is unable to resolve a finding by the 30 day due date.
· Keep in audit folder until Audit Finding responses are obtained. Once obtained, verify Audit Finding contains: containment, root cause and corrective action plan with planned completion date(s). 

· Opening meeting notice

· Standard checklist

· PCB documentation checklists

· AS9101 Standard.
· PEAR Form 
· Update status of audit per QA006 Audit Schedule Key

Returned Audit Finding from Assignee
· Perform Verification  
· File hardcopy of the closed audit findings in the audit report file. 

· Update the Audit Finding Database
· When closing an Audit Finding in the audit finding database
· “Audit Successfully Closed on:” Date, once QA Manager approves
· “Should this Audit be Revisited?”
· Update status of audit per QA006 Audit Schedule Key

Revisits

· Revisit (follow-up) closed audit findings to verify effectiveness get there own audit report number. 

· To close a finding in the audit finding database, click on “Effective” or “Ineffective”;
· For “Effective” revisits:

· For new revisit identification numbers, add an “R” at the end (ex: MWB0214-1R)

· Record the reason why the revisit was determined to be effective

· Enter the date closed
· Update “Should this Audit be Revisited?”
· For “Ineffective” revisits:

· The audit finding database will go to a new Revisit Finding Entry Form;

· Enter this record the same as a regular Audit Finding (see above). 

· Update status of audit per QA006 Audit Schedule Key

· Compile Audit Report in the following order (Report may not contain all the records stated below) 
· Management Audit Report print out from audit finding db.
· QA004 Audit Summary Report – summary to include observations
· QA011 Audit Revisit Summary
· Closing meeting notice (signed) if held
· QA005 Audit Findings (If issued): Attach any new Audit Findings to the original Audit Finding
· QA005 when not completed by original due date:
· Containment has been completed and is documented
· Root cause has been identified
· Corrective action plan with planned completion date(s) if assignee is unable to resolve a finding by the 30 day due date.
· Keep in audit folder until Audit Finding responses are obtained. Once obtained, verify Audit Finding contains: containment, root cause and corrective action plan with planned completion date(s). 
· QA008 Follow Up For Effectiveness with copy of original audit finding
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