	Audit Activity Report Form
	No.
	



	This form is used to ensure each audit activity is recorded and reported so appropriate responses to requests for information and concerns, findings or observations can be coordinated in an appropriate manner.

The form should be completed during the audit activity or as soon as possible after the auditor has left the area or department.

If documents are requested ensure the Non-Employee Document Request Form is completed.

Deliver completed documents to the quality department as soon as the form is completed and in no event later than the end of each day of the audit.

	

	Date
	
	Report
	
	of
	

	

	Department:
	

	

	Location:
	

	

	Reported due to:
	Visit on:
	

	Telephone call on:
	

	E-mail or other (explain):
	

	

	Start time:
	
	End time:
	

	

	Auditor name(s)
	
	Contact information (telephone)

	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	Subject of audit/communication:
	

	

	

	

	Summary of questions, discussions, comments, commitments, and actions taken or needed:
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	List of documents discussed but not copied:
	

	

	

	

	

	

	

	

	List of documents provided and not recorded on the Non-Employee Document Request Form—ensure each document is marked confidential and/or proprietary.  If the Non-Employee Document Request Form was completed, note that fact here:

	

	

	

	

	

	Document summary—check as appropriate
	
	

	
	Documents provided are attached.
	

	

	
	Non-Employee Document Request Form are attached.
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