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Assurance Review
Attendance Register
	Branch/Business Unit:
	Assurance Review Report No.


	Location:
	Date:


	Name
	Position Title
	Entry
	Exit

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Entry
	
	Exit
	

	Introductions

	
	Present findings and NCRs
	

	Confirm purpose and scope of audit
	
	Auditee signs NCR
	

	Summarise methods to be used
	
	Give copy of NCRs and report if available to auditee
	

	Introduce NCRs as method of addressing non conformance
	
	Advise that the Audit Report will be issued within 10 working days
	

	Confirm exit meeting
	
	Advise that a response to the NCRs is required within a reasonable timeframe
	


	Notes:
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