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NIAC MEMBER AUDIT PROCEDURE REVIEW CHECKLIST

	1
	NIAC member company name (See Notes)
	
	

	2
	Audit Procedure Number
	
	

	3
	Procedure Revision Number
	
	

	4
	Procedure Revision Date
	
	

	5
	If same procedure was accepted during the last audit attach copy (See Note 3)
	
	

	6
	Does the procedure adequately specify the requirements for each of the following?  (Identify the paragraph number)
	
	

	7
	Use of Certified Quality Lead Auditors?
	
	

	8
	Selection of the Audit Team Members?
	
	

	9
	Use of a Lead Auditor as Team Leader?
	
	

	10
	Preparation of an Audit Plan?
	
	

	11
	Selection or Preparation of an Audit Checklist?
	
	

	12
	Conducting a Pre-Audit Conference? 
	
	

	13
	Informing supplier during the audit of problems or issues?
	
	

	14
	Conducting a Post-Audit Conference?
	
	

	15
	Preparation and Issuance of an Audit Report?
	
	

	16
	Follow-up with Supplier when applicable?
	
	

	Lead Auditor Conclusion:  Is the Audit Procedure Acceptable?  Answer ‘Yes’ or ‘No’.  If ‘No’ explain in sufficient detail below. 
	
	

	

	Is follow-up required:
	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No
	

	Auditor:
	
	Company
	
	Date:
	
	

	

	Follow-up Comments:

	Is follow-up required:
	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No
	

	Auditor:
	
	Company
	
	Date:
	
	

	


Notes: 

1. NIAC Member completes questions 1 through 16 with paragraph references to the procedure and a ‘Yes’ (Y) or ‘No’ (N), as applicable.  The remaining portion of the checklist shall be completed by the Lead Auditor during the audit review. 

2. NIAC Member shall provide a copy of the Lead Auditor Procedure and/or other supporting documents in a binder for audit review. 

3. If objective evidence is attached demonstrating that the “Audit Procedure revision was accepted during the last NIAC “Audit then the remaining questions do not need to be answered and documents are ready for audit review. 
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NIAC MEMBER AUDITOR CERTIFICATION REVIEW CHECKLIST

	1
	NIAC member company name (See Notes) 

(Company name shall match Lead Auditor Cert)
	
	

	2
	NIAC member Procedure number for Auditor Certification / Revision date
	
	

	3
	Lead Auditor’s name on certificate being reviewed
	
	

	4
	If auditor was accepted during the last audit attach copies and proceed to questions 16-19 (See Note 4)
	
	

	5
	Certification format is equivalent to NQA-1 Appendix 2A-3 criteria
	
	

	6
	Minimum of 10 credits is documented on auditor’s certification
	
	

	7
	Education documentation – acceptable? 
	
	

	8
	Experience documentation – acceptable?
	
	

	9
	Professional accomplishment – documentation is acceptable?
	
	

	10
	Management justification – acceptable? 
	
	

	11
	Communication skills – documentation acceptable?
	
	

	12
	Audit training course – documentation acceptable?
	
	

	13
	Audit Participation – (5 Audits) – acceptable(1 Nuclear)?
	
	

	14
	If using previous employer for certification support – are the records acceptable?
	
	

	15
	Examination documentation is acceptable

Written Examination is the only acceptable method
	
	

	16
	Auditor certified by (Title)
	
	

	17
	Certification date
	
	

	18
	Last annual evaluation date
	
	

	19
	Maintenance of proficiency is based on annual assessment by management and is documented (See Note 4)
	
	

	Lead Auditor Conclusion:  Is the Auditor’s Certification acceptable? Answer ‘Yes’ or ‘No’.  If ‘No’ explain in sufficient detail below. 
	
	

	

	Is follow-up required:
	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No
	

	Auditor:
	
	Company
	
	Date:
	
	

	

	Follow-up Comments:

	Is follow-up required:
	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No
	

	Auditor:
	
	Company
	
	Date:
	
	

	


Notes: 
1. NIAC Member completes questions 1 through 19 with a ‘Yes’ (Y) or ‘No’ (N) or date as applicable.  The remaining portion of the checklist shall be completed by the Lead Auditor during the audit review.  The Lead Auditor shall verify the accuracy of the responses to items 1 – 19. 

2. The NIAC Member shall provide a copy of the Lead Auditor Certifications and objective evidence supporting the certification in a bound logical presentation for audit review. 
3. Not all auditor certifications from a member company need to be reviewed.  A representative sample is satisfactory. 

4. If objective evidence is attached demonstrating that the Lead Auditor was accepted during the last NIAC Audit, then only questions 1-3, 18-19 need to be completed and verified.  
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