INSTRUCTIONS FOR FINDING/RESPONSE TRACKING RECORD
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Read instructions before completing Finding/Response Tracking Record

	DEFINITIONS

FINDING:  Any condition noted during the course of an audit that is worthy of documentation.  This Includes Major Nonconformances, Minor Nonconformances, Observations and Commendations.

MAJOR NONCONFORMANCE (MNC-#):  A nonconformance, that is 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.
MINOR NONCONFORMANCE (NC-#):  A nonconformance that is 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.
OBSERVATION (O-#): A condition that is not necessarily contrary to documented requirements, but in the judgment of the auditor warrants improvement or clarification.

COMMENDATION (C-#): Product, process, service, Quality System, or element of Quality System, which exceeds the specified requirement(s).

CORRECTIVE ACTION: Action taken to correct the specific noted nonconformance and prevent recurrence.

ROOT CAUSE: The underlying reason for the nonconformance. 

PREVENTIVE ACTION:  Action taken to eliminate occurrence of a similar nonconformance. 

	INSTRUCTIONS

All Nonconformances, Major or Minor, require a response.  Reponses to observations are not required, unless otherwise indicated, but may be useful in planning for the next audit.  All responses must be submitted on the Finding/Response Tracking Record.  Attachments can be included as long as they are referenced in the Finding/Response Tracking Record (i.e. see attachment 1).  For all Major or Minor Nonconformances the Auditee must address the action taken to immediately correct the finding, address the Root Cause, state action taken to prevent recurrence of this finding, and the action taken to prevent the reoccurrence of similar nonconformances.

Responses must be submitted to this office on or before the corrective action due date. If the due date does not provide sufficient time to complete these forms and implement the corrective action, a request for an extension must be received in our office on or before the corrective action due date.  This request can be by mail or e-mail to the <<Title of Person to Receive Corrective Action>> (see below). Be sure to include the reason for the delay in responding, the projected dates of completion and if available any/all proposed action plans.  

Submit the Finding/Response Tracking Record(s) to the <<Title of Person to Receive Corrective Action>> via mail or e-mail (see below).  Ensure that all gray fields are completed before submitting the forms.  If you are submitting an electronic version of your responses, a name is still required in the “Actions Verified By” field. The receipt of the e-mail with a name in the “Actions Verified By” field will function as a signature equivalent. Nonconformances will not be considered closed until all corrective actions have been reviewed and accepted by this office.  You will be notified in writing when the review is completed.

If there are any questions regarding the Finding/Response Tracking Record or these instructions contact the <<Title of Person to Receive Corrective Action>> at <<Person to Receive Corrective Action Telephone Number>>.



	Send all mail correspondance to:

<<Auditing Organization>>
ATTN: <<Title of Person to Receive Corrective Action>>
<<Auditing Organization Address>>
<<Auditing Organization City>>, <<Auditing Organization State>><<Auditing Organization Zip Code>>
	
	Send all electronic correspondance (email) to:


<< Person to Receive Corrective Action email>>
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