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SQA REPORT




Report Date:  Date report is written
Review Date:  Date review/audit is actually held.
Duration:  Actual time elapsed during review/audit.
Participants (Name/Code):  Name and or code of individuals attending review/audit.

Type of Review/Audit:  List purpose of review or audit.
Process or Product being Reviewed:  List the process or product that the review or audit is intended to focus on.

Standards or Artifacts Reviewed for Verification:  List all documentation reviewed during the review or audit.
Non-Compliance Issues:  List all issues that were identified during the review or audit.

Action Items:  List all issues that require action to include:

Responsibility:  Person or group taking responsibility.

Closure Date:  Date item is to be resolved.

Elevation Date:  Date item is to be raised to next level of authority if not resolved.
Submitted By:  Person completing the SQA Report.

