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Survey (Pre-Award)/Audit In-briefing

· My name is <<Auditor Name>> and I represent the <<Auditing Organization>>, in <<Auditing Organization City>>, <<Auditing Organization State>> (Introduce any other audit team members with you) 

· Please feel free to ask questions at any time during this briefing 

· I have provided an attendance sheet for you to fill out, please return it to me when complete.

· Explain the <<Auditing Organization>> pedigree and philosophy on Audits, including goals. Stress “partnering”. 

· NASA is now utilizing the Supplier Assessment System to assist in reducing the number of times NASA audits its supplier base.  This should provide a relief to allow suppliers to spend more time on NASA products and less time supporting audits.

· Audit results will be made available to all NASA centers through the NASA Supplier Assessment System. 

· Explain the transition to ISO 9001/2000 and AS9100.

Disclaimers

· Not all the quality elements will be audited, nor will every activity be evaluated for compliance to the quality program requirements. Only a general sampling will be performed in selected areas. You are encouraged to continue the internal audit program you have in place since there may be nonconformities that will be missed during this audit.

· Neither <<Auditing Organization>> nor I are liable for recommendations provided.  Recommendations will only be made informally at the direction of the supplier for informational purposes only.  Recommendations are not to be construed as contractual direction.  If you have a question involving contractual directing contact your assigned contract technical manager/officer.

· Any opinion expressed outside of the audit area is my own and not that of NASA.

· Any Approval Audit Result Status in the <<Auditing Organization>> does not guarantee future procurements.
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· The purpose of this visit is to perform an audit of <<Supplier Name>>’s Quality System and an Assessment of the hardware, software, or services being processed for <<Auditing Organization>>.  

· During the Survey (Pre-Award)/Audit I/we will review applicable portions of the quality program for contractual compliance for providing products or services for flight, potential for flight mission ground support equipment in support of <<Auditing Organization>>.

· The purpose of this visit is to verify your quality system is in compliance with the contract requirements which include one or more of the following; ISO 9001, AS 9100, and/or NHB 5300.4 (1C).

· This Survey (Pre-Award)/Audit will result in your company being assigned one of the following three categories:

· Green- This indicates that your audit result status has been “Approved” and there are no open nonconformances.

· Yellow- This indicates that your audit result status is “Approved with Deficiencies.”  “Approved with Deficiencies” means that:

· Nonconformances found are not likely to reduce the usability of the product or service for its intended purpose, or a departure from procedures having no immediate impact on the product or service.

· Red- This indicated that your audit result status is “Withheld.” “Withheld means that:

· Nonconformance or nonconformances found are likely to result in failure of the supplies or services, or to materially reduce the usability of the supplies or services for their intended purpose.

NOTE: The Auditing Organization will not issue New Purchase Orders for flight projects, R& D with flight potential, prototype with flight potential or Mission Ground Support Equipment until the “Withheld” status is upgraded.

· To determine compliance, it will be necessary to analyze your current procedures to include:

· Deltas in your procedures since our last Survey (Pre-Award)/Audit (if applicable).

· Demonstrated Implementation of procedures.

· If available I/we will review the corrective actions taken to our last Survey/Audit to verify that those actions remain in place and effective.
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· We will also review manufacturing/servicing activities that effects space flight hardware or software or mission ground support equipment.

· We will assemble at the close of each day to discuss the day’s activities and plan tomorrow’s agenda. This will give you the opportunity to rebut nonconformances/observations or provide status of actions immediately taken to resolve discrepancies.

· All nonconformances will require formal closeout.

· Nonconformance Defined: The lack of compliance with a contractual requirement.
· If an isolated incident is witnessed, it won’t be written as a nonconformance unless it reflects an underlying systemic problem.

· Observations will be noted and analyzed to find out if they indicate a more serious problem. For problem prevention purposes, I/we may offer some recommendations which are not to be misconstrued for contractual direction.

· Observation: A condition that is not necessarily contrary to documented requirements, but in the judgment of the auditor warrants improvement or clarification.

· Observations include situations that may lead to contract cost or schedule impact or contract violations.

· Again, Corrective Action is only required on nonconformances.

· Facility requirements and company policy;

· Who will act as escorts/policy on badges?

· Any safety requirements (PPE)?

· Any proprietary processes or areas?

· Any off limit areas, Hazardous operations?

· Is company union, all or part/ any special considerations?

· Dress code, ties for remainder of audit?

· Work hours ____________

· Lunch hour and policy (working lunch) __________

· Location of restrooms?

· Location of coffee, soda, etc.?

· Smoking areas?

· Phone number for incoming/outgoing calls, policy on use?

· Computer support available (Microsoft office, version?), email capability?

· Administrative support available, copier, stapler, etc.?
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· Ask for the documentation and data requested in the Audit Notification. 

· At this time I would like to review the data I’ve asked you to provide:

· Step through the capabilities data page.

· Review the list of procedure changes from the last audit.

· Review the filled out references of your internal procedures that implement requirements in the checklist provided. (i.e., ISO 9001, or AS 9100).
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Survey (Pre-Award) /Audit Out-briefing

I’d like to thank all of the individuals involved from <<Supplier Name>> for their assistance and cooperation during the conduct of this Survey (Pre-Award)/Audit.

· I have provided an attendance sheet for you to fill out, please return it to me when complete

· Your quality system was assessed to the requirements imposed by Auditing Organization in the Statement of Work (SOW) or on the Purchase Orders (PO’s) issued, and Supplier Name’s own Quality System.

· Disclaimer - not all the quality elements, nor was every activity evaluated for compliance to the quality program requirements. Only a general sampling was performed in selected areas. You are encouraged to continue to use your Internal Audit Program to identify and correct nonconformities.

· Based on the results of this Audit your Audit Result status is:______________________

· A formal Audit Report with the results will be sent to you in approximately two weeks and it will include the following:

· Audit Report indicating status of our company

· Commendations (if applicable)

· Nonconformances (if applicable)

· Observations (if applicable)

· Instructions for audit closure

· I would like to compliment you on the following elements of strength (if any).  They are as follows:  (List elements of strength). 

· Indicate if this is to result in a Commendation

· Now I would also like to discuss the elements of weakness (if any).

· A total of ___ nonconformances were generated as a result of this Survey (Pre-Award)/Audit. They require a formal answer and acceptance for closure.

· I will now read the nonconformance(s) written, individually, by the paragraph number in the specification, the requirements and the nonconformance.  The nonconformances are as follows:  (Read each nonconformance individually).

· A total of ___ observations were generated as a result of this Survey (Pre-Award)/Audit. These do not require a formal answer. They are for your information and possible action.

· Observation: A condition not contrary to documented requirements, but in the judgment of the auditor warrants improvement or clarification.
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· I will now read the observation(s) written and offer my recommendation(s) if applicable.  The observations are as follows:  (Read off each observation and offer recommendations if applicable).

· Instructions on nonconformance closure will be provided along with the audit report. 

· Your Corrective Action Response(s) should be handled as follows:

· You must provide your response in the appropriate block on the <<Auditing Organization>> Finding Response Tracking Record
· Your response is due 30 days from the date you are sent the report.  You may request an extension if you feel the due date is not sufficient for you to appropriately closeout your corrective action.  You will find the instructions on how to request an extension in the Audit Report Letter. 

· Corrective action closeout responses should include released copies of all revised procedures that correct procedural nonconformances.

· Your responses should address root causes not just “quick fixes”.

· Your responses should reflect actions taken, not actions planned. Actions planned should only be addressed in a request for an extension until completed actions can result in closure of the nonconformance.

· Your response will be evaluated by the <<Auditing Organization>> Office staff or coordinated with other team members for its effectiveness and will be closed if appropriate. If your response is not accepted you will be notified in writing and given further time to respond and guidance as to what is required for closure.  If it is determined that on site verification is required to close a nonconformance, you will be informed as to how this will be handled.

· You will receive a letter from the <<Auditing Organization Section>> if no written reply or extension request is received by the deadline reminding you of your missed response and the consequence of not providing that response.

· Your status will be adjusted as listed based on the following criteria:

· Upgraded to Green - Upon acceptance of all your nonconformance responses the audit status will be “Approved.”  A closeout letter will be sent to you with notification of upgraded status.
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· Downgraded to Red -This indicates your audit result status is “Withheld” because of failure to respond to the nonconformances or request an extension within 90 days, or Your corrective action was found to be unacceptable and you did not readdress your response or you refused to change your position that was judged unacceptable.

· NOTE:  “Withhold” status precludes the <<Auditing Organization>> from placing new Procurements. Further, a stop work order or non-acceptance of seller end items by <<Auditing Organization>> and/or the audit-participant element contractors may be imposed by the Contract Technical Manager.

· Confidentiality - All matters pertaining to this audit, the nonconformances, observations, procedures, manufacturing methods, etc. will be honored as strictly confidential between NASA, The <<Auditing Organization>>, and <<Supplier Name>>. The information will not be provided by <<Auditing Organization>> to anyone except for our NASA counterparts unless directed by <<Supplier Name>>.

· At this time I would like to ask any of the other team members for comments.

· Does any other auditors have a comment?

· Finally, do any of you have any comments or questions?

· I’d once again like to thank <<Supplier Name>> and all of the individuals that participated in the audit for their assistance and cooperation.

· I have provided my business card to you  in case you have any further questions regarding this Survey/Audit.
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Auditor’s Out-Brief Checklist

Do you….

 FORMCHECKBOX 
  
Have copies of all needed supporting evidence for the audit?

 FORMCHECKBOX 

Have copies of Quality System Registration(s) and

certifications of processes?

 FORMCHECKBOX 

Have a copy of the NASA Supplier Information 

Survey?

 FORMCHECKBOX 

Have the Meeting Attendance Rosters Completed?
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