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	Southern African Auditor and Training

Certification Association





	AUDIT LOG

	Name & Initials:
	Tel No.: 



Fax No.:

	Registrations:
	Email:


	1.

Date 
	2.

Duration of audit hours
	3.

Contact details of the company audited (auditee)

· Organization Name

· Full address

· Tel / Fax No.

· Size of organization (e.g. No of Employees)

· Contact Person
· Sector audited – compulsory inclusion
	4.

Role in Audit
· Auditor

· Lead Auditor

· Internal Auditor
	5.

Total No. in Team
	6.

Audit Standard
(e.g SANS 10330, SABS 049, ISO 22000)
	7.

Audit Type
· Third party

· Second party

· First party
	8.

Contact details of the company that employed you
· Company Name

· Complete address

· Contact name

· Signature

· Position

· Telephone/ fax

· Email
	9.

Clauses Audited
	10.

Details of directing/ guiding Lead Auditor
· Name

· Signature

· Certification Number

· Telephone/ fax

· Email

	
	On-site time
	Off-site time
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


	GUIDANCE FOR COMPLETION OF THE AUDIT LOG

	Complete each section with reference to the guidance corresponding to the section number

	1.
DATE: Day, month and year (YYYY/MM/DD) of the site visit, beginning with the opening meeting.

2.
DURATION: total time of the audit in days (to nearest half day).
On-Site Time: Time spent on actual auditing activities, from the opening to the closing meeting inclusive.

Off-Site Time: Time spent on Planning/preparation, document review and report writing.

These activities may take place at the site of the audit or at a different location, but is still considered off-site time.

3.
AUDITEE CONTACT DETAILS: This section must be completed in full for the evaluation committee to perform the evaluation and verification.  If any of this information is not available, you may be requested to provide additional evidence. Sector audited must be detailed or log will be rejected. 
4.
ROLE IN AUDIT: Please indicate Auditor (A), Lead Auditor (LA), Sole Auditor (SA) or Internal Auditor (IA) as appropriate.

Only enter Lead Auditor if you led a team consisting of yourself and at least one other auditor.  Please enter Sole Auditor if you carried out an audit where you were the only auditor and performed all phases of the audit.

5.
TOTAL NUMBER IN TEAM: Number of active participating auditors, including yourself, on the audit team.

6.
AUDIT STANDARD(S): If the audit standard used during the audit is not referenced in the corresponding auditor certification criteria or on the equivalent standards list, please contact the SAATCA Secretariat for advice and /or submit to SAATCA, with your audit logs, a copy of the standard used.
7.
AUDIT TYPE: Third Party (TPA), Second Party (SPA), First Party/Internal (FPA), Consultancy or contracted (CON).  For audit events classified as (TPA) further explanation of purpose should be included, i.e. pre-assessment, certification, surveillance (Surv.) re-assessment, stage 1, stage 2, etc.

8.
EMPLOYER DETAILS: Name and contact details of the organization employing the auditor.

9.
CLAUSES AUDITED: Enter clauses (elements) of the standard actually audited by the auditor.

10.
DETAILS OF AUDIT TEAM LEADER/WITNESSING AUDITOR: The contact details and status of the lead/witnessing auditor under whose direction and guidance you completed the recorded audit(s).

The witnessing auditor must be competent and currently certified as a lead auditor by SAATCA or another recognized auditor certification body or who has equivalent competence.  The witnessing auditor is required to verify the competence of the applicant in terms of having the Personal Attributes described in sub clause 7.2 of ISO 19011:2002, the ability to apply the knowledge and skills described in sub clause 7.3, gained through the education, work experience, auditor training and audit experience described in sub clause 7.4.

This section must be completed in full for initial applicants for certification and certified auditors that are applying for certification as lead auditor.  If any of this information is not available you may be requested to provide additional evidence.  Certified auditors renewing certification at the same grade do not need to complete this section.
11.      Retain a full copy of your application.
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