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ASTC Project number:  
	Factory information:工厂信息

	Factory name工厂名称
	

	Address工厂地址
	

	Product name产品名称
	

	Number of employees员工人数
	

	

	Audit contact:审核联系人

	Name of contact联系人姓名
	

	Position职位
	

	Tel. Number of contact联系电话
	

	Email address of contact邮件地址
	

	

	Audit information:审核信息

	Expected Audit Date/time period

预计验厂时间
	

	After receiving application form and the payment of factory inspection from client, ASTC will arrange the factory audit in accordance of the expected time filled in the application form, and will try to meet the time needs of client. The actual inspection time is subject to the final coordination with the factory and the actual circumstance.

注意：在收到客户的工厂检查申请表以及工厂检查付款水单后，我司将尽量按照客户的预计时间安排工厂检查。但实际工厂检查时间由我司工作人员与客户在实际情况下的商议所决定。


	Documents preparation:


准备文件

	Following documents are required as much as possible by plant.

工厂需准备文件如下：

	一．
质量体系证书或者公司自己的体系文件。

Quality management system certificate or company’s own system documents.
二．
全体在职员工（包括正式合同工和劳务派遣工）的花名册、人事档案、劳动合同，员工培训计划及培训记录。
The roster, personnel files and labor contracts of all on-the-job employees (including formal contract workers and labor dispatch workers). Staff training plan and training record.
三．
分包商和分供应商的质量记录；

Quality records(commercial registration, their QMS certificate) of subcontractors and sub suppliers;
供应商管理程序记录，采购单及物料规格单，供应商评审记录；

Supplier management procedure record, purchase order and material specification sheet, supplier review record;
采购文件的审核批准记录；

Audit and approval records of procurement documents;
供应商绩效，评估和可靠性记录。

Supplier performance, evaluation and reliability records.
四．
工作指导书，工作程序文件；

Work instruction, work procedure document;
工艺标准，验收标准；

Process standard and acceptance standard;
设备维护记录；

Equipment maintenance records;
环境管理记录；

Environmental management records;
零件溯源记录；

Part traceability record;
是否有认证的实验室；

Is there a certified laboratory;
不合格品统计报告；

Statistical report of defects and unqualified products;
产品改进记录；

Product improvement record;
产品质量控制文件。

Product quality control documents.
五．
校准程序；

Equipment calibration procedure;
设备校准记录；

Equipment calibration record;
设备管理程序文件（包括故障设备管理记录）。

Equipment management procedure documents (including fault equipment management records).
六．
准确详细的产品检查文件；

Accurate and detailed product inspection documents;
目视检查记录；

Visual inspection record;
不合格产品管理记录；

Management records of unqualified products;
检验检查记录文件（有目录可检索）；

Inspection record files (available for retrieval);
返工记录；

Rework record;
不合格产品的运输和存放记录。

Transportation and storage of unqualified products.
七．
产品抽检方法及记录；
Product sampling method and record;
处理客户投诉记录。
Handling customer complaint records.
八．
质量管理体系控制程序文件及运行记录；

Quality management system control procedure documents and operation records;
标识、储存保护、回收、保留时间和处置方法的规定文件。

Documents for identification, storage protection, recovery, retention time and disposal method.
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