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[bookmark: _GoBack]Audit Report Template
A structured, action-ready format for documenting findings, evidence, ownership, and resolution.

General Information
	Site / Location:
	 

	Audit Date:
	 

	Auditor Name:
	 

	Audit Type (routine / follow-up / incident-triggered):
	 

	Standard / Checklist Referenced:
	 


Finding #1
	Location within Site:
	 

	Standard / Requirement Referenced:
	 

	Severity (Critical / Major / Minor):
	 



Finding Description (specific, observable, and located):
	 
 
 



Supporting Evidence (photo reference / description):
	 
 


Corrective Action
	Assigned Owner (name):
	 

	Due Date:
	 

	Priority (based on severity):
	 






Corrective Action Taken (what was done, and when):
	 
 
 



Follow-up Evidence (photo reference / description of resolved condition):
	 
 


Verification & Sign-Off
	Verified By (name, different from person who performed fix):
	 

	Verification Date:
	 

	Verification Notes:
	 



Copy the "Finding" block above for each additional finding in this audit. Number each finding sequentially (Finding #2, Finding #3, etc.) and keep the same structure - description, evidence, severity, owner, deadline, corrective action, and sign-off -for every item.
Overall Audit Summary
	Total Findings:
	 

	Critical Findings:
	 

	Major Findings:
	 

	Minor Findings:
	 

	Overall Result (Satisfactory / Needs Improvement / Unsatisfactory):
	 



Auditor's Overall Notes / Recommendations:
	 
 
 



For connected reporting that turns individual audit reports like this one into trend visibility across sites and time, see monitorQA's insights and reporting feature: www.monitorqa.com/feature/insights-and-reports
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