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QUALITY AUDIT SCHEDULING CHECKLIST

COMPLETE BLUE FIELDS BEFORE SCHEDULING AUDIT WITH SUPPLIER.  COMPLETE BLACK FIELDS DURING AUDIT CORORDINATION WITH SUPPLIER.  COMPLETE GREEN FIELDS AFTER AUDIT IS SCHEDULED WITH SUPPLIER.  RED FIELDS ARE TO BE COMPLETED BY THE AUDITOR BEFORE THE AUDIT.

1.0 PRE-AUDIT COORDINATION

	LEAD AUDITOR ASSIGNED
	     

	JOINT AUDIT?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	IF YES, COMPLETED JOINT AUDIT COORDINATION CHECKLIST
	 FORMCHECKBOX 



2.0 AUDIT SCHEDULING

	DATE AUDIT REQUESTED
	     

	REQUESTED BY
	     

	DATE OF CONTACT
	     

	AGREED TO AUDIT DATE
	     

	AUDIT COORDINATED BY
	     

	PROGRAM(S) SUPPLIER SUPPORTS
	     


3.0 GENERAL SUPPLIER INFORMATION

	SUPPLIER NAME
	     

	CAGE CODE
	     

	PHONE NUMBER
	     

	ADDRESS
	     

	CITY
	     
	STATE/COUNTRY
	     
	ZIP CODE
	     


	POC, TITLE
	MR
	 FORMCHECKBOX 

	MS
	 FORMCHECKBOX 

	     

	QUALITY POC/TITLE
	     

	E-MAIL
	     

	SUPPLIER WEB SITE
	     

	QUALITY SYSTEM IN-PLACE
	     

	# OF EMPLOYEES
	     

	# OF QUALITY PERSONNEL
	     


	AUDIT COORDINATOR NOTES

	


4.0 AUDIT PARTCIPATION PREPARATION 

	SEND EMAIL TO ALL PARTICIPATING AUDITORS WITH COORDINATED AUDIT DATES 
	 FORMCHECKBOX 


	SUPPLIER AUDIT INTEGRATED INTO NASA SUPPLIER ASSESSMENT SYSTEM (SAS)
	 FORMCHECKBOX 



5.0 SUPPLIER HISTORY

	AUDIT RECORDS AVAILABLE IN SAS
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	ADDITIONAL NASA CONTRACT(S) INFORMATION AVAILABLE IN THE SAS
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	NASA SUPPLIIER INFORMATION SURVEY HISTORY RECORDS AVAILABLE
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	SUPPLIER WEBSITE PRINT OUT AVAILABLE
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	CAGE PRINT OUT
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	CCR PRINT OUT
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	SBA PRINT OUT
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 



6.0 PURCHASE ORDER HISTORY

	PO’s OPEN
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	PO’s ATTACHED
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	# of PO’s OPEN
	     
	APPROX OPEN PO DOLLAR AMOUNT
	     


7.0 AUDIT NOTIFICATION AND SUPPORTING DOCUMENTS FOR SUPPLIER

	AUDIT NOTIFICATION SENT
	 FORMCHECKBOX 


	EMAIL SENT TO SUPPLIER AND DISTRIBUTION
	 FORMCHECKBOX 


	ATTACHMENTS SENT:
	CHECKLIST
	 FORMCHECKBOX 

	NASA SUPPLIER INFORMATION SURVEY
	 FORMCHECKBOX 


	OTHER:
	     


8.0 AUDIT FOLDER PREPARATION

	IN/OUT BRIEF
	 FORMCHECKBOX 


	AUDIT CHECKLIST
	 FORMCHECKBOX 

	IF NO CHECKLIST STANDARD USED
	     

	AUDIT FEEDBACK FORM
	 FORMCHECKBOX 


	SELF-ADDRESSED ENVELOPE
	 FORMCHECKBOX 


	AUDIT FEEDBACK INSTRUCTIONS
	 FORMCHECKBOX 



9.0 FINAL AUDIT PREPARATIONS

	AUDITOR CONFIRM DATE AND TIME FOR AUDIT
	 FORMCHECKBOX 


	AUDITOR CONFIRM DIRECTIONS TO FACILITY
	 FORMCHECKBOX 



	AUDITOR NOTES
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