Joint Audit Planning Committee (JAPC) Staff Preparation Checklist 

	Check if Complete
	To be completed
	Action 
	Due Date
	Guidance

	
	4 weeks prior 
	Solicit Upcoming Audit Opportunities, Recent Audit Results, and Audit Closure Updates from the JAPC Committee 
	3 weeks prior
	Appendix A (email)

Appendix B (Attachment)

Appendix C (Attachment)

	
	3 weeks prior
	Send out a individual email to the team members that did not responding as a reminder
	2 weeks prior
	Appendix D (email)

Appendix B (Attachment)

Appendix C (Attachment)

	
	2 weeks prior
	Update Audit Information Gathering Participation Matrix 
	2 weeks prior
	Appendix E (Matrix)

	
	2 weeks prior
	Update the NASA Supplier Assessment System (SAS)
	2 weeks prior
	N/A

	
	2 week prior
	Identify which centers have business with which suppliers
	2 weeks prior
	N/A

	
	2 week prior
	Cross Reference Audit Opportunities to identify Joint Audit targets
	2 weeks prior
	N/A

	
	2 weeks
	Release JAPC Updated Agenda include all teleconference information
	2 weeks prior
	Appendix F (Agenda)

	
	NA
	Host and facilitate Meeting
	NA
	Appendix F (Agenda)

	
	Same week as Meeting
	Release JAPC Minutes.  Attach the Joint Audit Opportunity Participation Matrix
	Same week as Meeting
	Appendix F (Agenda)

Appendix G (Matrix)

	
	1 week after
	Send Notice to all Lead Auditors initiate the Joint Audit Opportunity Meeting (if not already coordinated)
	1 week after
	Appendix H (email)








