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	Audit Opening Meeting Guidelines

	
	
	
	
	



The following guidelines are to be followed by all SMSA auditors when conducting an audit inside or outside SMSA.  This is to ensure standardized audit experience by the auditees. [ Target time for opening meeting from start to end is 5 minutes]
1. Introduce yourself and the audit team to the auditee. 

2. Ask the auditees to introduce themselves. (Update their names and employee numbers in the audit report) 

3. Explain the purpose of the meeting, discuss the objectives and scope of the audit.
4. Provide an overview of the audit timeline.
5. Explain the audit process (Samples to be collected as evidence, process to be reviewed, interviews, documentation, facility/dept walkthrough -where applicable)

6. Request the auditee's cooperation and assistance throughout the audit process. 

7. Explain the NC identification Criteria (NC to be issued for non-compliance to Regulatory requirements, process/procedures on GUIDE & the ISO standards; rest would be raised as observations)

8. Address any concerns or questions the auditee may have about the audit.
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