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User Guide: Conducting Technician Process Audit

· When conducting the process audit, the Auditor will need the following:
1. One or more samples of the Technician’s current work.

2. The job paperwork

· Document the appropriate information at the top of the checklist.

· Following the Technician Process Audit Checklist, check each requirement listed using the current job being built.

· Mark each statement pass or fail.  If an item fails, mark the appropriate number of points deducted in the appropriate column of the checklist.  Add any relevant comments in the “Comments” section.

· Total the number of points deducted and write the total at the bottom of the checklist.

· Document any immediate actions taken as a result of the audit.

· Document any future actions to be taken on the CTP Action Log or NC Engineering Request database.
· Review the findings, actions taken and recommended future actions with the employee’s supervisor.  Any disputed audit findings that cannot be resolved with the auditor and supervisor should be brought to the attention of the Director of Operations and Director of Quality.
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