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	QUESTION:
	RESPONSE:
	Y/N

	Verify that return goods are recorded on the appropriate form.
	
	

	Check that any concessionary faulty goods are recorded as such.
	
	

	Verify that rejected production work is recorded in the database.
	
	

	Check that rework is done by the original operator.
	
	

	Are the records filed adequately?
	
	

	Check that repair faults are recorded on the repair sheet and in the database.
	
	

	Check that rework repairs are done by the original operator.
	
	

	Verify that customer complaints are entered into the register.
	
	

	Check that the relevant personnel are informed.
	
	

	Check that each complaint is immediately investigated
	
	

	Verify that the investigation is recorded
	
	

	Where product is returned, is it repaired under procedure COP/09?
	
	

	After repair, is the faulty unit fully re-inspected / tested and recorded as such.
	
	

	Is the manufacturer made aware of any rejections attributable to them?
	
	

	Are substantiated complaints forwarded to the Competent Authority?
	
	

	Has any withdrawal of product been recorded and actioned?
	
	

	Is the customer kept up-to-date with regard to progress of the complaint?
	
	

	Are recordable incidents reported on the appropriate form?
	
	

	Check that completed and closed complaints are entered into the register as closed.
	
	


NB this Audit overlaps with Customer complaints 
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