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	Case-No:

Assessor:
	



Witness Audit Report
according to the requirements of
DIN EN ISO/IEC 17020 / DIN EN ISO/IEC 17021 / DIN EN 45011*
	 FORMCHECKBOX 
  Initial accreditation
	 FORMCHECKBOX 
  Surveillance of the accreditation

	 FORMCHECKBOX 
  Reaccreditation
	 FORMCHECKBOX 
  Extension of the accreditation

	Date of the Witness Audit:
	

	Details of the certification body / inspection body

	Name
	

	Street
	

	Postal code / Place
	

	Name of the witnessed
inspector/auditor
	

	Accreditation at several locations:
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Name of the assessed locations
	

	Street
	

	Postal code / Place
	

	Information about the audited organisation

	Name
	

	Street
	

	Postal code / Place
	

	Assessed standard / area

	

	If required further informations (e.g. size, number of employees, activities, products, special features)

	

	Details of the assessor (if applicable joint report with other assessors)

	
	 FORMCHECKBOX 
  Lead assessor
	 FORMCHECKBOX 
  Assessor
	 FORMCHECKBOX 
  Technical expert
	 FORMCHECKBOX 
  Observer

	Name
	

	Institution
	

	Telephone / Fax
	

	E-Mail
	


* Please delete as appropriate 
	1 Other informations about the Witness Audit

	

	· Venue, time 
	

	· Audit plan, sequence
	

	· Parties, persons 
present
	

	· Others
	

	2.1 Preparation of the Audit / Inspection
	Evaluation


	
	1
	2
	3
	4
	S


	· Basis of the audit 
(standard, certification programme)
	
	
	
	
	
	

	· Audited Scope
	
	
	
	
	
	

	· Audit plan 
(complete and sufficient)
	
	
	
	
	
	

	· Case documents 
complete, available and 
up to date)
	
	
	
	
	
	

	· Standards / rules & regulations (available and up to date)
	
	
	
	
	
	

	· Information on the 
operation is available 
(e.g. reports, non-conformities, conditions)
	
	
	
	
	
	

	· Auditors are competent with regard to the scope and are able to show evidence (e.g. Q-records, act. monitoring a.s.o.)
	
	
	
	
	
	

	· Planned audit time is adequate and according to the requirements (document check, on-site audit, reporting time, combined audits)
	
	
	
	
	
	

	· Others
	
	
	
	
	
	


	2.2 Implementation of the audit / inspection
	Evaluation

	
	1
	2
	3
	4
	S

	· Has a document audit been conducted
	
	
	
	
	
	

	· Introduction with all relevant elements (cf. ISO/IEC 19011)
	
	
	
	
	
	

	· Clear assignment of the responsibilities within the audit team, working 
atmosphere
	
	
	
	
	
	

	· Sufficient records with regard to the assessed evidences, documents, sequence of the audit and results are kept
	
	
	
	
	
	

	· Knowledge on related standards, regulations, norms, requirements in general (for products, including related processes, legal requirements)
	
	
	
	
	
	

	· Auditing of all relevant areas / sites
	
	
	
	
	
	

	· Observations / assessments on site
	
	
	
	
	
	

	· abilities for communication, take up of information, authority and analytical skills
	
	
	
	
	
	

	· Conversation skills and questioning technique 
	
	
	
	
	
	

	· Recognition and behaviour in critical situations
	
	
	
	
	
	

	· Social competence of the auditor
	
	
	
	
	
	

	· Appearance
	
	
	
	
	
	

	· Others
	
	
	
	
	
	


	2.3 Closing of the audit / inspection
	Evaluation

	
	1
	2
	3
	4
	S

	· Establishing audit findings 
	
	
	
	
	
	

	· All relevant non-conformities are recognised
	
	
	
	
	
	

	· Non-conformities are adequately formulated and classified
	
	
	
	
	
	

	· Closing meeting with all relevant elements 
(compare with 
ISO/IEC 19011)
	
	
	
	
	
	

	· Non conformities are discussed sufficiently with the client
	
	
	
	
	
	

	· Appropriate corrective measures are identified and a deadline has been determined
	
	
	
	
	
	

	· Audit Report 
with all vital elements
(usually submitted later)
	
	
	
	
	
	

	· Time schedule was 
followed
	
	
	
	
	
	

	· Necessary follow up activities have been implemented (if relevant)
	
	
	
	
	
	

	· Others
	
	
	
	
	
	


	Summary, remarks and improvement potential

	· Suitability of the audit / inspection process according to DIN EN ISO/IEC 17020, 
DIN EN ISO/IEC 17021, DIN EN 45011
· Compliance with additional requirements (e.g. system, specification, legal aspects, etc.)

· Overall impression considering special situations if any, strengths and weaknesses of the audit process as well as with regard to he principle suitability including potentials for improvements
· Evaluation of the competence of the auditor / inspector and / or team
· Concluding evaluation

	

	Upon consultation with the assessor, the Lead assessor may make changes or include additional information to the report.


	No. of non-conformities
	Minor:
	
	To be rectified until:
	

	
	Significant:
	
	
	

	
	Major:
	
	
	


	Reductions:



	Conditions imposed:


	Date: 


	

	Focus for the following assessment based on the construction of the standard text:


	Date of the next assessment:
	

	Annexes to the Witness Audit Report:
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


	Recommendation on accreditation by the assessor: 
	 FORMCHECKBOX 
 Yes 
	 FORMCHECKBOX 
 No 

	Place / Date:
	
	
	Signature:
	
	

	
	
	
	Name in print:
	
	Stamp

	


	Report reviewed by the
	 FORMCHECKBOX 
 Lead assessor
	 FORMCHECKBOX 
 Case manager

	Place / Date:
	
	
	Signature:
	
	

	
	
	
	Name in print:
	
	Stamp

	


� Grading of the compliance with the requirements of each clause is based on the following:


requirements met:			no non-conformity identified


requirements partially met:		minor non-conformity identified


requirements not met:		significant non-conformity identified


requirements not met:		major non-conformity identified 





� S = Focus for the subsequent assessment visit, if appropriate please mark with a cross�
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