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PQA Record Of Audit Scheduling

NOTE: Complete BLUE fields before coordinated audit. Complete BLACK fields during audit coordination. Complete GREEN fields after audit is coordinated. RED fields are to be completed by the auditor before the audit.

	AUDITOR(S) ASSIGNED
	

	PROGRAM(S) FUNDING/%
	


AUDIT SCHEDULING

	DATE AUDIT REQUESTED
	

	AUDIT REQUESTED BY
	

	REQUESTED BY
	

	DATE OF CONTACT
	

	AGREED TO AUDIT DATE
	

	AUDIT COORDINATED BY
	


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

	


PQA / NASA AUDIT PREPARATION

	· If supplier is not on the ASL, enter supplier onto ASL as QA Status: “NO STATUS ASSIGNED”; for Audit Status select “Audit Pending Not Scheduled.”

· If supplier is on the ASL, the standing QA status will remain for the audit coordination; for audit status select “Audit Pending Not Scheduled.”
	 FORMCHECKBOX 


	Once audit is scheduled, upgrade audit status to “Audit Pending Scheduled” (ref. Administrative Notes). In administrative notes enter audit  scheduled date.
	 FORMCHECKBOX 


	Add to Meeting Maker (QASCHD) and invite auditor.
	 FORMCHECKBOX 


	Add folder to PBMA JPL PQA issues website.
	 FORMCHECKBOX 


	Integrate supplier into NASA SAS.
	 FORMCHECKBOX 




SUPPLIER HISTORY

	AUDIT RECORDS AVAILABLE IN SAS
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


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

	NO
	 FORMCHECKBOX 


	SURVEY HISTORY RECORDS AVAILABLE
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	SUPPLIER WEBSITE PRINT OUT
	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 



PO HISTORY

	PO’S OPEN
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	PO’S ATTACHED
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	NUMBER OF PO’S OPEN
	
	APPROXIMATE OPEN PO DOLLAR AMOUNT
	


PRE-AUDIT PREPARATION 

	NOTIFICATION SENT
	 FORMCHECKBOX 


	E-MAIL SENT TO SUPPLIER AND DISTRIBUTION
	 FORMCHECKBOX 


	ATTACHMENTS:
	CHECKLIST
	 FORMCHECKBOX 

	MAILER SURVEY
	 FORMCHECKBOX 

	OTHER:
	


AUDIT FOLDER PREPARATION

	IN / OUT BRIEF
	 FORMCHECKBOX 


	NOTIFICATION AND IN / OUT BRIEF POSTED IN JPL PQA ISSUES FOLDER
	 FORMCHECKBOX 


	AUDIT CHECKLIST
	 FORMCHECKBOX 

	IF NO CHECKLIST, INDICATE STANDARD USED:
	

	AUDIT FEEDBACK FORM
	 FORMCHECKBOX 


	SELF ADDRESSED ENVELOPE
	 FORMCHECKBOX 


	AUDIT FEEDBACK INSTRUCTIONS
	 FORMCHECKBOX 




FINAL AUDIT PREPARATIONS 
	AUDITOR CONFIRM DATE AND TIME FOR AUDIT
	 FORMCHECKBOX 


	AUDITOR CONFIRM DIRECTIONS TO FACILITY
	 FORMCHECKBOX 



	AUDITOR NOTES

	


COMPLETED FORM IS NOT FOR DISTRIBUTION OUTSIDE NASA; NOT CLEARED FOR EXTERNAL RELEASE.
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