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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:
Quality Survey/Audit Report

References:   <<Audit Notification Letter Log Number>> dated <<2Month Day, Year>>, Scheduled Quality


Survey/Audit Notification 



<<Auditor Name>>, representing the <<Auditing Organization>>, conducted a Quality Survey/Audit at your facility on <<3Month Day, Year>>.  The survey/audit was conducted to verify compliance with your own Quality System, additional requirements imposed in the Purchase Order (PO) and requirements identified in the Statement of Work (SOW), as applicable.

During the survey/audit <<Number of Major Nonconformance>> (<<#ofMajorNC>>) Major Nonconformances, <<Number of Minor Nonconformance>> (<<#ofMinorNC>>) Minor Nonconformances, <<Number of Observation>> (<<#ofObs>>) observations, and <<Number of Commendations>> (<<#ofCs>>) were documented.

Major Nonconformances (Summarized):

MNC-1
<<Major NC 1 details>>
MNC-2
<<Major NC 2 details>>
Minor Nonconformances (Summarized):

NC-1
<<Minor NC 1 details>>
NC-2
<<Minor NC 2 details>>
Observations (Summarized):

O-1   <<Observation 1 details>>
O-2   <<Observation 2 details>>
Commendations (Summarized):

C-1   <<Observation 1 details>>
C-2   <<Observation 2 details>>
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The quantity and nature of the deficiencies are such that they could degrade the quality of the delivered hardware; therefore, your quality system is rated as red “Withheld”.  A “Withheld” classification requires that the <<Auditing Organization>> place no new procurements with your company until all open issues are satisfactorily resolved.

Upgrade to green “Approved” status will be based on:

1. <<Auditing Organization>>’s acceptance of your submitted Finding/Response Tracking Record(s).

2. Completion of a follow-up survey/audit to verify implementation and maintenance of your corrective actions, if <<Auditing Organization Section>> deems such a visit necessary.

Please utilize the attached Finding/Response Tracking Record to record corrective action taken to resolve the nonconformances.  Submittal of the Finding/Response Tracking Record is due by <<4Month Day, Year>>.  If this is insufficient time to implement corrective actions, then a request for extension (written or e-mail) must be made prior to the due date.  Transmittal of corrective actions taken to any observations is not required, but may be useful in adjusting <<Auditing Organization>> checklist for the next audit of your facility.  Submit all forms and/or requests for extension to <<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 for completing the Finding/Response Tracking Record will be attached for your convenience.

<<Auditing Organization>> wishes to thank the employees and management of <<Supplier Name>> for the cooperation and courtesies extended to the auditors during the audit and looks forward to an early resolution of the noted deficiencies.  If there are any questions regarding this matter, please contact <<Auditor Name>> at <<Auditor Phone Number>>.
Very truly yours,

<Send Original to Supplier-copy on File>
<<Auditing Organization Manager Name>>
Manager, <<Audit Organization Section>> 
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