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Dear, % #
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This is to confirm the details of your next SAI Global audit.
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Please respond via return email your acceptance of this audit within 2 business days.
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In the event that your organisation is due for a Triennial Audit the re-certification audit must be conducted, any
non-conformances closed out, and your re-certification approved prior to the Expiry Date that appears on your
Certificate. In practical terms, by agreeing to have the re-certification audit conducted 2 to 3 months before

the Expiry Date, this will help ensure that your organisation is not faced with the pressure of unrealistic
timeframes within which to close out any non-conformances, and risk your certification expiring.
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So, if it seems to you that your triennial and subsequent surveillance audits are being scheduled earlier than

you may have anticipated, remember that this is to help ensure that your certification remains valid and current.
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Audit postponement / cancellation policy #FZER] | B FH

Due to the need to match auditor skills and experience with the requirements of your business, short notice changes can make it difficult for us
to provide you with a replacement date that is in line with the frequency requirements of your licence. If the audit is not rescheduled within four
weeks of the original audit date, your certification could be AT RISK. The full cost of the audit will be charged if confirmed audits are postponed
or cancelled within 10 business days of the audit date commencement. 50% of costs will be charged for activities postponed or cancelled
between 10 and 20 business days.
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SAl Global reserves the right to use appropriately qualified auditors and technical experts who are employees of SAI Global
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You may request SAl Global to provide information on auditor employment status and advise us if you have any justifiable objections regarding
the use of any member of the audit team.
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The rules for achieving IATF recognition section 5.7 AUDIT PLANNING requires that the audit planning

activity be carried out prior to the audit. The requirement dictates that the client provides the certification

body with the following information:
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e The total number of employees on site (including permanent, part time, contract, average number of daily workers for

the previous six (6) month period, and temporary employees) and the number of employees in supporting activities
(remote or on site) .
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e Number of shifts and the shift times
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e All customer specific requirements
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e The client’s quality management system documentation, including evidence about conformity to IATF16949
requirement and showing the linkages and interfaces to any remote support functions and/or outsourced processed.
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e Customer and internal performance data since the previous audit.
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e Customer satisfaction and complaint summary, since the previous audit, including a copy of the latest customer
reports and /or scorecards.
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e Identification of any customer special status condition sine the previous audit.
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¢ Notification about any new customers since the previous audit
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e and results of internal audits and management review sine the previous audit
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Please send this information to this office at least three weeks prior to your scheduled audit. The
email address is lydia.wang@saiglobal.com.
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In the latest edition of the Rules for Achieving IATF Recognition
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In situations where all of the required information is not provided by the client prior to the issuance
of the audit plan, the audit plan shall include time allocated to collect and review the missing
information prior to the start of the opening meeting with the site management team or the
decertification process shall be initiated (see section 8.1 f). The onsite review of missing information
shall be additional to the specified audit days.
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Please note any additional time required on site to review planning information will be chargeable.
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We at SAI Global care for the safety and the well being of our staff. Please notify us prior to your audit if you have
any specific OHS requirements or risks that the auditor will need to be aware of ie: safety induction, equipment,
etc.
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Please advise of Purchase Order Number if required for invoicing of this audit.

Audit Confirmation/Z& ik
| confirm the acceptability of the above visit details and the terms below.
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