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AUDIT LOG FORM

© Copyright STAREGISTER 2008, All Rights Reserved, It’s not allowed partial or total reproduction of this document without the written permission of STAREGISTER.


ATTENTION:  

· See over for guidance. Photocopies of this document may be used. 
Name and Signature 


Sheet 
 of 
  Certification No
 (to be completed only by certified professionals)

PLEASE USE BLOCK LETTERS
	1.  Date(s) of audit
	2α.  Duration of on-site audit (in days).


	2β.  Total duration of audit (in days).


	3.  Audit standard (e.g. ISO9001)
	4.  Type of audit (See guidance)

	
	
	
	
	


	Complete all fields but only one signature is enough

	5.  Audited company details:

· Auditee’s name
· Complete address
· Tel no./Fax no.
· Contact name
· E-mail address
· Size of organization
(e.g. number of people employed)

· Signature
	6.  Verification by auditor’s employer
· Company name
· Contact name
· Position within organization
· Tel no./ Fax no.
· Ε-mail address
· Signature
	7.  Verification by Lead Auditor  
· Company name
· Contact name
· Position within organization
· Tel no./ Fax no.
· Ε-mail address
· Signature

	8.  Total number of auditors in team
	9.  Role in audit
· Provisional auditor
· Auditor
· Lead auditor
· Internal auditor
· Sole auditor

	
	
	
	
	


GUIDANCE NOTES FOR AUDIT LOG
(Please enter full details)

Enter earliest experience first. Please note that only audits carried out in the last three years will be considered for certification purposes.
STAREGISTER WILL VERIFY SOME OR ALL INFORMATION SUBMITTED ON THIS LOG SHEET
	Column 1
	Date(s) of audit: Day, month and year of the first day of the site visit, beginning with the opening meeting.

	Column 2a
	Duration of on-site audit (in days): 

Time spent on actual auditing activities, from the opening to the closing meeting inclusive. For third party audits the duration must be a minimum of one day (at least 6 hours, except for breaks).

	Column 2b
	Total duration of audit (in days): Time spent on planning / preparation, documentation review and report writing. These activities may take place at the site of the audit or off location, but is still considered off-site time.

	Column 3
	Audit standard: Standard used (e.g. ISO 9001). 

	Column 4
	Type of audit: Third Party/ Audit by Certification Body (ΤPA), Second Party/ Supplier Audit (SPA), First Party/ Internal Audit(FPA), Consultancy or contracted (CON).

	Column 5
	Auditee Contact Details: This section must be completed in full. Failure to supply sufficient information will delay your application. 

	Column 6
	Verification by auditor’s employer: 

· For Third Party Audit indicate the name of the certification body 

· For Second Party Audit indicate your employer
· For First Party / Internal Audit indicate the auditee’s name
· For Consultancy / Contracted Audit indicate your employer or customer at the time of audit 

	Column 7
	Verification by Lead Auditor: Indicated the Lead Auditor’s details: company, signature, name, position within organization, tel. no, fax no or E-mail address 

	Column 8
	Total number of auditors in team: Number of active participating auditors, including yourself, on the audit team.

	Column 9
	Role in audit: Your role in the audit.

· Enter “Provisional Auditor” if you don’t carried out audits 
· Enter “Auditor” if you carried out audits as Auditor on an audit team 
· Enter "Lead Auditor" if you led a team consisting of yourself and at least one other auditor. 

· Enter “Internal Auditor” if you carried out internal audits 
· Enter "Sole Auditor" if you carried out an audit where you were the only auditor and performed all phases of the audit.  


Types of Audits Acceptable for Certification.

All audits shall have been performed in accordance with the auditing guidance standard, ISO 19011 and, ISO applicable MS standard (ie ISO 9001) or accepted equivalent standards.

Acceptable Audits may be: 
1. First Party Audits
First Party / Internal Audits are acceptable for certification where the complete independence of the organization’s audit function from its operational can be demonstrated and where the scope of the audit covered all elements specified in the quality system standard. 
2. Second Party Audits 
Second Party / Supplier Audits are acceptable for certification where the scope of the audit covered all elements specified in the Quality System and audit planned and conducted as a Third Party Audit. 
3. Third Party Audits
Third Party Audits be acceptable. 
4. Audits against alternative to ISO 9001 standards.

Audits conducted against alternative national or other standards may be acceptable. STAREGISTER alternative standards”. This catalogue is not exhaustive and it is possible that applicants may claim audits against a standard that is not included in this catalogue. The relevant Technical Committees of STAREGISTER may decide the modification of F.2000-5 form after the suggestion by any interested party and applicants are advised to contact the Secretariat for advice where they consider a standard which falls within this category.  
5. Consultancy Audits  

A consultancy / contracted audit which carried out by a consultant on behalf of a customer against a Quality System Standard, acceptable by STAREGISTER may be acceptable for certification providing that:  
a)
The auditee, prior to the audit, was operating a fully documented and established Quality Management System. 
b)
The consultancy had no part in establishing the Quality Management System that has been audited.
c)
The consultant was totally independent of the auditee’s organization. 
d)
The scope of the audit included all elements of the Quality Management System.
Please note:
In cases where the consultant has been involved in the development and operation of the Quality Management System prior to certification by a Certification Body and has performed the pre-assessment audit, that pre-assessment audit may be acceptable for certification providing that:  
a)
auditee obtained certification at the first attempt, 
b)
there were no major nonconformance requiring corrective actions as a condition of the awarding certification.

Applicants who include consultancy audits in support their certification shall be completed and submitted the form F.2000-7. 
Types of Audit NOT Acceptable for Certification
The following types of audit are not acceptance for certification purposes:

a)
Audits smaller than day duration (6 hours except breaks).
b)
Close out and follow up visits.

Note: a, b are not applicable for Internal Auditor and Managers certification schemes
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