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In Reply Refer To: <<Letter Log Number>>
<<Month Day, Year>>






<<Supplier Name>> 

<<CAGE>>

<<Supplier Address >>

<<Supplier City>>, <<Supplier State Supplier>>, <<Zip Code>>

Attention:
<<Supplier Point of Contact Name>> <<Supplier Point of Contact Title>>

Subject:
Scheduled Quality Survey/Audit Notification

Reference:
Teleconference on <<2Month, Day, Year>>, between <<Supplier Point of Contact Name>> and <<Auditing Organization>>’s Quality Assurance Audit Coordinator

A Scheduled Quality Survey/Audit will be conducted at your facility on <<3Month Day, Year>>, commencing with an In-Briefing at <<Audit Start Time>>  Auditor Name, representing <<Auditing Organization>>’s <<Audit Organization Sections>> will conduct the Survey/Audit.

<<
Supplier Name>> is requested to provide a meeting room during the Survey/Audit period, and your personnel assigned <<Auditing Organization>> purchase order administrative responsibilities should be made available to the auditor on an as-needed basis.  All Quality Assurance documents and procedures applicable to the <<Auditing Organization>>’s purchase orders indicated in the attached Data/Documentation Requirements shall be compiled and made available to support the Survey/Audit. In addition, the attached NASA Supplier Infromation Survey should be completed prior to the auditors’ arrival.

<<Supplier Name>> is requested to identify the location and status of <<Auditing Organization>>’s products in your facilities along with a current list of all special processes used on <<Auditing Organization>>’s products, whether in-house or subcontracted.  Please note that <<Supplier Name>> systems of Quality Assurance and procedures will be reviewed for compliance to your own Quality System. Not all elements will be audited. Successful compliance will qualify <<
Supplier Name>> for continued procurement consideration by <<Auditing Organization>> for the purchases of products or services for flight, potential for flight,  or mission ground support equiment.

<<Auditing Organization>>’s <<Audit Checklist>> and process specific attachments (if applicable), will be utilized by the auditor and has been copied to you for your pre-coordination.  Please familiarize those personnel who will assist in the Survey/Audit with the elements to be reviewed.  Additionally, 
<<Supplier Name>> is hereby requested to enter your procedure number that is most closely related to the requirement under evaluation into the spaces provided in the checklist (unless an ISO registration number is provided to <<Auditing Organization>> prior to the audit).  <<
Supplier Name>>’s cooperation in this effort will greatly reduce the time necessary to complete the Survey/Audit and will serve as a preview of what will be covered.

<<Letter Log Number>>

<<
Supplier Name>>
      


    



<<Month Day, Year>> 

Page <<2>> of <<2>>

The <<Auditing Organization>>, Quality Assurance Office would like to thank you in advance for your cooperation in this effort.  If there are any questions in regards to this letter or the attachments, please contact <<Auditing Section>> at <<Auditing Section Phone Number>> or via electronic correspondence at <<Auditing Section email.>>
Very truly yours,

<Send Orginal to Supplier- Keep Copy on File>

<<Auditing Organization Section Manager>>

Manager, <<Auditing Organization Section>>
	cc via email
	BELOW IS THE MINIMAL DISTRIBUTION
	BELOW IS THE MINIMAL DISTRIBUTION

	Auditing Section Manager 
	Acquisition Representative

	Auditing Section Coordinator
	NASA Supplier Assessment Representative

	Auditing Section Lead Auditor
	Audit Initiator

	Occupational Safety Representative
	Systems Safety Manager


Attachments:



Data/Documentation Requirements

NASA Supplier Information Survey

File Copy (quality record)

Data/Documentation Requirements

The following <<
Supplier Name>> documentation is required to support the Quality Survey/Audit. It is requested this documentation be made available at the entrance briefing.

1.  List below or attach and make available active Purchase Order/s
	Subcontract / Purchase Order #
	Product, pr  Product or service description Contract 

	
	

	
	

	
	

	
	


2.  <<
Supplier Name>> Quality Manual (or equivalent)

· In particular all changes made to the Quality Manual since our last Survey/Audit.
· The latest 
Supplier Name Organization Chart 

· Copy of ISO Certification Certificate (if ISO Certified) and any other recognized Quality

       Certifications

3.  Systems and Procedures:

· <<
Supplier Name>> quality procedures

· <<
Supplier Name>> contamination control plan (if applicable)

4.  Configuration Control:

· Last completed data package for the applicable part number(s)

· Baseline drawing or  for the applicable part number(s)

5.  Process Controls:

· List of all <<
Supplier Name>> special processes (For example: NDE, fusion, chemical and              

      mechanical processes) performed on <<Auditing Organization>>’s products broken down  

      by:

· In-house processes

· Subcontracted processes

6.  Acceptance Tests:

· Copy of the latest ATP for applicable part number(s) if applicable

7. Certifications:

· List of all certifications held by <<Supplier Name>> personnel (i.e. NACE, soldering, NDE, etc)

The availability of this information will expedite the completion of this Survey/Audit. Thanks for your cooperation in this matter.
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