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In Reply Refer To: <<Letter Log Number>>
<<Month Day, Year>>

<<Supplier Name>>

CAGE: <<Cage>>

<<Supplier Address>>

<<Supplier City>>, <<Supplier State>> <<Supplier Zip Code>>

Attention:      <<Supplier Point of Contact Name>>, <<Supplier Point of Contact Title>>

Subject:        1st Reminder to Submit Finding/Response Tracking Record

Reference:   

a) <<Audit Notification Letter Log Number>> dated <<2Month Day, Year>>, Scheduled Quality Survey/Audit Notification
b) <<Audit Report Letter Log Number>> dated <<3Month Day, Year>>, Scheduled Quality Survey/Audit Report
A Quality Survey/Audit was conducted at your facility on <<4Month Day, Year>>.  During the assessment, there were <<Number of Major Nonconformance >> (<<#ofMNC>>) major nonconformances and <<Number of Minor Nonconformance >> (<<#ofMinorNC>>) minor nonconformances that required a response.  <<Supplier Name>> was given a response due date of <<5Month Day, Year>>.  As of today, <<Month Day, Year>>, <<Auditing Organization Sections>> has failed to receive any response to the subject audit.  An immediate written response or request for an extension (telephonic, written or e-mail) is required.   

Please be advised that an audit can only remain open for a period of 90 days from the date the Scheduled Quality Survey/Audit Report was sent, which is <<6Month Day, Year>>.  Nonconformances remaining open past that date will close the audit with a red “Withheld”.  A red “Withheld” classification requires that the <<Auditing Organization>> place no new procurements with <<Supplier Name>> until all open issues are satisfactorily resolved.  If your corrective action cannot be completed within the 90-day time limit a corrective action plan including and estimated completion date must be submitted to and accepted by this office immediately.  

Submit all forms and/or requests for extension to the <<Auditing Organization>>, attention <<Title of Person to Receive Corrective Action>>, <<Auditing Organization Address>>, <<Auditing Organization City>>, <<Auditing Organization State>>, <<Auditing Organization Zip Code>>, or provide an electronic version via e-mail to <<Auditing Organization Email>>.  Nonconformances will not be considered closed until all corrective actions have been reviewed and accepted by this office.  You will be notified in writing when the review is completed. Full instructions on completing the Finding/Response Tracking Record have been attached for your convenience.

If you feel that you may have received this letter in error or if there are any questions regarding this matter, please contact <<Auditor Name>> at <<Auditor Phone Number>>.

Respectfully Submitted,

<<Send Original to Supplier-Keep Copy on File>>
<<Auditing Organization Manager Name>>
Manager, <<Auditing Organization Section>> 
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