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     PM_03_F2_Rev.No.00

A) GENERAL

1)
Audit No # : _______



2)   Date of Audit * / :______________



     (enter year XX /no.YY)
       
      Occurrence*  

3) Name of Auditor */: _______________
4)   Auditee * /: ___________________                       

Observer *             (enter initials)

       HoD *
     (enter dept. name   ) 


5)     Process No.: ____________________          6) Report No : _____________________  

             (to be entered by MR)

B) Details of Non Conformance: (Give brief description of the facts, explanation)

Clause Reference:_______________________  (Clause No. / Requirement Reference No.)

Signature : _________ (Auditor/Observer*) ___________ (Auditee/HoD*) Date: ________

C) Details of Corrective Action: (Give brief details of actions taken) 

Responsibility for implementation ___________________ Target date _______________

D) Root Cause Analysis of Non Conformance: (Give brief details of cause of this NC) 

 Responsibility for implementation ___________________  Target date _______________
E) Details of Corrective Action Implemented: (Give brief details of actions taken /   implemented, changes to system, process made, training provided)

Signature & Date : _______________________ (auditee/HoD*)

F) Details of Verification:  (Details of verification of action taken / changes made)

         Signature & Date : _______________ (Auditor / MR)

-------------------------------------------------------------------------------------------------------

G) Details of Closure

Signature : _______________ (to be signed by MR)                Date :__________________

-------------------------------------------------------------------------------------------------------

Note: 

i)
XX  ----  Enter last two digit of the year

  
YY  ----  Enter serial no. of the audit in that year example 01, 02 

ii) One NC in one Report only

iii) Any opportunities of improvement, the auditor may give a separate report on plain paper

iv)
*Delete as applicable

v) 
#Not applicable when request is raised outside an Internal Audit)
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