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Audit Confirmation Letter


Date:
To: (Contact information)
Audit Confirmation: Company Name
I have summarized your upcoming audit schedule and activities as follows:

The audit will commence (Date and Time) at (Location) with a pre-audit meeting. The expected schedule of site visits, document reviews, interviews and observation tours is summarized below. I have included the proposed interview sample sizes for each site in parenthesis.
Audit Schedule

	Date
	Location
	Time
	# of Interviews
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


In preparation, I would appreciate the following: 

· A private work area be made available at each of the  sites on the dates in question,
· Arrangements to interview the necessary staff at each site (within operational practicality),

· An assigned contact person at each site who can facilitate activities, and 

· The availability of the following safety and health documents, as they relate to your safety management system:
· Safety and health policy statement

· Safety and health  management system manual 

· Statements of safety and health  responsibilities
· Organizational chart
· Purchasing policies and/or practices 
· Harassment prevention policy

· Violence prevention policy

· Records of management participation in safety and health activities and/or management system

· Action plans (from previous audits) 

· Safety rules 

· Disciplinary policy and/or practice
· Records of discipline for safety violations

· Emergency Response program (e.g.,  plans, forms, reports, training) 

· Employee assistance policy and program 

· Safety and health statistics 

· Hazard and risk assessments (completed) 

· Hazard/risk analysis tool 

· Hazardous materials documentation 

· Incident investigation policy and forms 

· Completed Incident Investigation reports

· Safety and Health performance criteria and/or process records for selection and evaluation of contracted workers
· Procedures for the monitoring of contracted workers

· Contractor safety records

· Safety and health Committee minutes 

· Equipment maintenance records 

· Safety records such as hiring and orientation practices 

· Performance reviews 

· Personal Protective Equipment policy and maintenance records 

· Safe work procedures 

· Safety management system records (e.g., frequency, severity, cost/claim) 

· Meeting minutes with communication of safety (management and staff)
· Definition of safety training requirements for all positions or tasks

· Training records for all staff
· Workplace inspection policy/procedure

· Completed workplace inspection forms 

Following the final day of on-site activity on (Date), I will contact you to arrange a close-out meeting for the week of (Date). A final written report on the audit will be provided to (Certifying Partner) along with the audit results. As you are aware, the final decision on the outcome of the audit is at the discretion of (Certifying Partner).
If you have any questions or concerns about any of these points please contact me.

Regards,

<Auditor Name>
<Contact information>
SWC-003 - 08/2016

