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T-1048 - Audit of Research Space Standard Operating Procedures (SOPs) 
General Information
Audit Number and Scope: SOP Compliance of the following SOPs ________________________________________________________________
Audit Date: __ /__ /_______
Auditor(s) Name and Job Role: ______________________________________

SOP Availability and Version Control
	Item
	Yes/No
N/A
	Comments

	All relevant SOPs are accessible to personnel
	
	

	SOPs are the latest approved versions
	
	

	Superseded versions are appropriately superseded, archived and not in use
	
	

	SOPs are dated and version-controlled
	
	

	SOPs are approved by authorized personnel
	
	


Compliance with SOPs
	Item
	Yes/No
N/A
	Comments

	Staff follow procedures as outlined in the SOPs
	
	

	Observed practices match written procedures
	
	

	Deviations from SOPs are documented and justified
	
	

	Corrective actions for deviations are recorded and implemented
	
	


Training and Competence
	Item
	Yes/No
N/A
	Comments

	Staff have been trained on relevant SOPs 
	
	

	SOP Training records are up to date and accessible
	
	


Review and Updates
	Item
	Yes/No
N/A
	Comments

	SOPs are reviewed regularly (bi-annually for new SOPs and every 5 years for existent ones)
	
	

	SOPs reflect current practices and regulatory requirements
	
	

	A formal review and approval process is in place
	
	

	Feedback from users is considered in SOP updates 
	
	


Audit Summary
	Category
	Finding
	Immediate/Corrective Action
	Preventative Action
	[bookmark: _GoBack]Actions Completed by (Initials & Date)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Auditor Signature: ___________________
Audit Report Date:___________________
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