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Audit Report

Business Unit: 
<Business Unit>
Project:

<Project Name>
Auditor:

<Auditor>
Date of Audit:
<Date of Audit>
Reason for Audit:
<Scheduled/Follow-up>
Follow-Up Date:
<Follow-up Date>
Overview

Note: Summarize the audit findings in terms of scope and objectives together with overall impression of the audit and number of actions (major/minor) raised.

Summary of Audit Action Forms (AAF)
Note: Describe each Audit Action as a short factual statement referring to the procedure that has not been followed or reason for the action.  Then describe the action that has been agreed.

Note: The details in this section should be copied word for word from statements on (agreed) individual Audit Action Forms.

Note: Duplicate the following for each audit action and number consecutively.

1
AAF Ref :
AAF Document Ref No.
Title and Category: Title and Category
Note: e.g., AAF Ref: COMM/BT174/AAF/001
Title and Category: Quality Planning (minor)

Description: Description
Note: Define the audit action (non conformity statement) from the AAF.


Corrective Action and Actionee: Action and Actionee
Note: Copy corrective action and actionee from the AAF.

Observations

1
Observation
Closure
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