
The four answers, one page
Print it, fill it in, carry it in. One per process. Under every sentence, the name of the record that supports it and where it
lives.

Process: Owner: Date:

1. What the process does

Inputs, outputs, the customer, who does the work, what it needs.

Record: Where:
Record: Where:
Record: Where:

2. What tells you it is working

Measures, targets, where the results are, what happens on a miss.

Record: Where:
Record: Where:

3. What happens when it does not

The catch, the correction, the cause and action, the check.

Record: Where:
Record: Where:

4. What changed since the last audit

The decision, what was considered, who was told, whether it worked.

Record: Where:
Record: Where:
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