
Quality Audit Documentation Specifications 

Date: [Insert Date] 

Audit Reference Number: [Insert Reference Number] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Quality Audit Documentation Specifications 

 

Introduction 

This document outlines the specifications for quality audit documentation to ensure compliance 

with industry standards and internal policies. 

Objective 

The objective of this quality audit is to evaluate the effectiveness of quality management systems 

and processes. 

Scope 

The audit will cover the following areas: 

• Process effectiveness 

• Compliance with regulations 

• Documentation accuracy 

• Staff competency 

Documentation Specifications 

The following documents are required for the audit: 

1. Quality Management Policy 

2. Standard Operating Procedures (SOPs) 

3. Recent Audit Reports 

4. Training Records 

5. Customer Feedback Records 



Timeline 

The audit process is scheduled as follows: 

• Preparation Phase: [Insert Dates] 

• Audit Fieldwork: [Insert Dates] 

• Report Submission: [Insert Date] 

Conclusion 

Please ensure that all required documentation is prepared and accessible prior to the audit dates. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


