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	Audit Closing Guidelines

	
	
	
	
	



The following guidelines are to be used by all SMSA auditors when conducting an audit inside or outside SMSA. This will ensure standardized audit experience by the auditees. [ Target time for closing meeting from start to end is 5 minutes]
1. Begin by summarizing the objectives and scope of the audit as a reminder to the auditee.
2. Briefly recap the activities performed during the audit, including any findings or areas of concern.
4. Discuss any non-compliance identified on procedures, regulations, or standards. 
5. Provide recommendations or suggestions for improvement identified during the audit.
7. Address any questions or concerns the auditee may have regarding the findings or recommendations.
8. Explain the next steps- issuance of an audit report and any NCs on the CAPA system. 

9. Ask them of access and use of CAPA system (http://nc.smsaexpress.com:8080/)
9. Explain the CAPA procedure (7 days for CAPA and 30 days for closure and the provision of follow-up visit for verification)

10. Thank the auditee for their time and co-operation. Offer any additional assistance or support needed by the auditee in implementing the audit recommendations.
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