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	Layered Process Audit
Audit Overview
The layered process audit includes six primary steps, which are outlined below. [Change these steps (if necessary) to align with your process audit requirements].
STEP 1: Schedule the audit.
Determine the frequency and dates of audits at each layer and fill out the audit schedule.
STEP 2: Create and distribute the audit checklist.
Put together the audit criteria for each process and distribute the checklist to each team.

STEP 3: Complete the audit.
Fill out the audit checklist in its entirety, making sure to take pictures and additional where necessary.

STEP 4: Document the results.
Report the findings of your audit and escalate any major issues you find.

STEP 5: Implement corrective actions.
Complete any of the action items resulting from the audit results and document your efforts.

STEP 6: Monitor action item effectiveness.
Review any of the corrective actions you take, adjusting them until they’re satisfactory.

Audit Schedule
Below are the frequency and dates for audits at each layer in the process. [Edit the table below to establish the frequency and timing of each audit].
	Layer
	Frequency
	Date

	Machine Operator
	Once per shift
	Every day

	Shift Supervisor
	Once per shift
	Every day

	Operations Manager
	Weekly
	Monday

	Department Head
	Bi-weekly
	1st and 3rd Wednesday

	General Manager
	Monthly
	1st Friday




Audit Criteria
Use the criteria below to conduct the process audit. [Insert the process audit checklist or form that your team will use. Below is an outline of sections you might include in the audit].

	Equipment Inspection

	
	☐ Yes   ☐ No

	
	☐ Yes   ☐ No

	
	☐ Yes   ☐ No

	Safety Control Measures

	
	☐ Yes   ☐ No

	
	☐ Yes   ☐ No

	
	☐ Yes   ☐ No

	Work Area Setup and Organization

	
	☐ Yes   ☐ No

	
	☐ Yes   ☐ No

	
	☐ Yes   ☐ No

	Quality Control Measures

	
	☐ Yes   ☐ No

	
	☐ Yes   ☐ No

	
	☐ Yes   ☐ No

	Corrective Actions

	Description
	Owner
	Due Date
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This document is provided by Frontline Data Solutions as a general template to support compliance efforts but does not guarantee regulatory adherence. Users are responsible for ensuring all applicable legal and safety requirements are met.
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