
Audit Trail Note Form
PLANT:





AUDITOR NAME: 
PROCESS NAME: 

Guidelines to conducting a Process Audit and using this form:  

Complete this form for every process you audit. These notes are to be attached to the audit report in Oasis.

	SHIFT AUDITED
	

	List what personnel need to do their job? (Process Input)
	

	
	

	
	

	What is the Objective of the process? You need to refer

Guideline above. 
	

	
	

	List the Procedure (s), WI, Operational Controls, etc. you VALIDATED during your audit of this process? {Step by step with Notes for approval or trails}
	

	
	

	
	

	List personnel you interviewed
	

	
	

	Based on a sampling of personnel interviewed and records audited, did you verify / need to follow up on – linkages etc

	· Responsibility/Authority
	

	· What is Risk process


	

	· Training/Competence
	

	· Sales
	

	· Engineering
	

	· Calibration, as appl.
	

	· Document revision control
	

	· PPAP
	

	· Purchasing Links as appl.
	

	· Maintenance
	

	· Knowledge of Policy and Objectives and internal communication process
	

	· How the process is validated?
	

	· How the process conforms with the requirements of the MNP Processes
	

	List the type and number of records you reviewed. Attach as used with notes {i.e. Control plans with each line documented}
	

	
	

	
	

	
	

	
	

	specify the Customers Specific Requirements you validated this audit.


	

	
	

	
	


OPTIONAL FREE TEXT NOTES and / or added pages
(You can write any miscellaneous notes in this section add additional pages as needed): 
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