	[bookmark: _Hlk42075979][bookmark: _Hlk46751094]AUDIT INFORMATION                                                                                                     Audit Number: <audit #>

	Company:
	<company name>

	Company Representative:
	<mgmt. rep>

	[bookmark: _Hlk46473175]Audit Start:
	<start date>
	Audit End:
	<end date>

	On-site Days
	<onsite days>
	Off-site Days
	<offsite days>

	Standard:
	<standard>
	Audit Type:
	<audit type>

	Lead Auditor:
	<lead auditor>
	Team Auditor(s):
	<all team members>

	Other Accompanying Person(s)

	Name:
	
	Role/Responsibility:
	



	
	[bookmark: _Hlk42075997]Information and Communication Technology (ICT)

	ICT is being utilized for this audit:
	Yes
	☐	No
	☐	If yes:

	Number of ICT audit days:
	

	Methods used for ICT:
	

	The completed RF-145 Remote Audit Form is uploaded in RMS
	Yes
	☐	No
	☐	If No, the audit must be completed on-site.

	Did you discuss using ICT for this audit with the client?
	Yes
	☐	No
	☐	If No, the audit must be completed on-site.

	NOTE: If the audit is split between ICT and onsite, the agenda below must indicate which processes/activities were assessed via ICT.



	Audit Criteria

	Aerospace
	· The requirements of AS9100D, AS9110C, and/or AS9120B, as applicable
· The quality policy, quality objectives, policies and procedures in use by the client
· Legal, contractual or regulatory requirements relevant to the client

	Optional Additional Requirements:

	☐	AC 00-56
	· FAA requirements defined in AC 00-56B

	☐	AQAP 2120
	· NATO requirements defined in AQAP 2120



	[bookmark: _Hlk42076073][bookmark: OLE_LINK1]Audit Objective:
	Determination of the conformity of the client’s quality management systems with audit criteria.

	Scope of Registration:
	<scope>

	Scope of the Audit:
	



	

Shift Verification

	Auditing of the entire AQMS standard on all shifts is required for initial and recertification audits. For surveillance audits, the planning shall include coverage of multiple shifts, when the audit plan activities occur across multiple shifts.

	Working Shifts Available:
	1st Shift
	
	2nd Shift
	
	3rd Shift
	
	Other
	

	Shift(s) to be Audited:
	1st Shift
	
	2nd Shift
	
	3rd Shift
	
	Other
	

	Justification for not 
auditing all shifts:
	



	☐	This audit plan is in agreement with the areas scheduled for assessment in the audit program. 



	AUDIT REQUIREMENTS

	For recertification audits, an analysis of the previous certification cycle must be conducted via a review of all previous audit reports, nonconformances, etc.

	☐	N/A, this is not a recertification audit

	Required Items to Review

	☐	Audit documentation (reports, etc.) from all audits in the previous certification cycle

	☐	Nonconformance information from all audits in the previous certification cycle

	Previous Certification Cycle

	In the space below, provide a brief analysis of the previous certification cycle.  This review should assist in establishing the upcoming recertification cycle, guiding the auditor toward potentially higher risk areas or processes.  Additional time should be spent at the recertification audit on any potential weaknesses discovered during this review, and noted in the audit plan.

	



	AUDIT TEAM TASKS AND RESPONSIBILITIES

	
1. To examine and verify the structure, policies, processes, procedures, records and related documents of the client organization relevant to the management system,
2. To determine that these meet all the requirements relevant to the intended scope of certification,
3. To determine that the processes and procedures are established, implemented and maintained effectively to provide a basis for confidence in the client's management system, 
4. To communicate to the client, for its action, any inconsistencies between the client's policy, objectives and targets (consistent with the expectations in the relevant management system standard or other normative document) and the results.
5. Remember to include in the audit:
a. Verification of proper use of marks, logos, and website. 
b. Verification of non-applicable clauses. 
c. Review of the audit program prior to the start of the closing meeting.
6. Nonconformances:
a. Previous NCRs shall be reviewed for effectiveness and closed in OASIS. 
b. If the NCR cannot be verified, it shall be closed in OASIS and rewritten in at the current audit, along with a major NCR against the corrective action process. 
c. Review of previous NCRs shall always appear in the audit agenda.
i. When reviewing previous NCRs as part of a planned process, list the review as part of the process audit.
ii. Additional on-site time for NCR review is to be indicated separately as non-audit time.
7. Completing the audit plan:
a. The agenda table below can either be used, or the auditor can replace with their process.
b. Any time spent completing documentation (except for the recording of objective evidence or NCRs) prior to the closing meeting must appear as off-site time.
c. Travel time between sites must be accounted for in the plan as non-audit time.
d. If this is the last surveillance of the sequence, the lead auditor is responsible for ensuring that all requirements of the standard are covered across the surveillance cycle.
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	[bookmark: _Hlk205457178]CLIENT TASKS AND RESPONSIBILITIES

	
A) During the audit, the client is expected to provide the following:
· A room to be used for documentation review and audit purposes
· A copy of the current policy manual and procedures, or
· If the system is electronic, a dedicated terminal for auditor use
· List(s) of documented procedures with revision levels identified
· A copy of the current organization chart with names of personnel (specific to the audit scope)
· A copy of a document showing facility layout (process flow)
· Responsible personnel available to answer questions, provide documents and records, etc.
· On-premises lunch

B) Assignment of a Guide/Escort for each auditor:
Each auditor shall be accompanied by a guide, unless otherwise agreed to by the audit team leader and the client. Guide(s) are assigned to the audit team to facilitate the audit. The audit team shall ensure that guides do not influence or interfere in the audit process or outcome of the audit.

The responsibilities of a guide can include:
· establishing contacts and timing for interviews.
· arranging visits to specific parts of the site or organization.
· ensuring that rules concerning site safety and security procedures are known and respected by the audit team members.
· witnessing the audit on behalf of the client.
· providing clarification or information as requested by an auditor.

All information reviewed as part of this assessment is considered confidential and will be protected in accordance with the contract agreement defined in PRI Terms and Conditions.

After the audit has been completed, the client is responsible for submitting responses for Corrective Action Requests, if any, within 30 days in the RMS System.
























	OPENING AND CLOSING MEETING REQUIREMENTS

	
The management representative, top management and supervisors usually attend opening and closing meetings. Everyone is welcome to attend.

Verify / Review:
1. Clients Use of the Marks and Statements of Certification on Website and Documents / Materials (Ensure statements are not misleading or outside the certification scope)
2. Changes to the Organization
3. Performance to QMS Objectives
4. Impact of Climate Change




	Site: «Address», «City», «State» «PostalCode», «Country»

	Date:

	Time
	Activity
	Auditor(s)

	
	Opening Meeting
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Verification that audit objectives were met, and evidence was documented for:
· Interview with Top Management (highest level)
· OASIS Administrator
· 8.4 – Control of Externally Provided Processes, Products and Services
· Client’s representation of their certification
· Site and scope changes (when applicable)
	

	
	Review & if applicable update the Audit Program with client
	

	
	Closing Meeting
	

	
	Auditor Departs
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