INSTRUCTIONS ON HOW TO COMPLETE THE ASA SELF-AUDIT CHECKLIST

1. The latest revision of the ASA Self-Audit Checklist that can be found by
clicking on the following link, http://www.aviationsuppliers.org/ASA-100-
Documents. Once the page opens, go to the fifth section titled ASA-100 Self-
Audit Checklist and choose the appropriate revision and format.

2. Complete the cover page, noting date of audit and date of the previous audit.
The date must be within one year of previous audit unless your quality
manual indicates audits are more frequent than annual (I.e. Quarterly, Semi-
Annual, etc.). Please note “Number of non-compliances” does not refer to
areas that are deemed “Not applicable”. This box/field relates to the number
of times noncompliant column was checked.

3. The left column titled “ASA-100 Standard” lists requirements of the entire
ASA-100 Standard. The current self-audit checklist revision 4.0 includes all
previously issued Letters of Interpretations up to LI 100-020 except LI100-
009. Letter of Interpretation can be found by clicking on the following link,

http://wwwe.aviationsuppliers.org/ASA-publications. Once the page opens,

go to the third section titled ASA-100 Letters of Interpretations.
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4. The Column titled “QM Section Page, Procedure, and Work Instruction” is
where reference to the quality system that addresses the requirement of the
standard is recorded. Every section must be completed.

Aviation Suppliers Association Document
Support of ASA-100 Audit Program
Release Date: November 5, 2015



INSTRUCTIONS ON HOW TO COMPLETE THE ASA SELF-AUDIT CHECKLIST

s Self-Audit Checklist e
§ i
i3
ASA100 Standard % A Notes Comments % E
£
4 ' ]
= B ;
g g
D. The distributor shall notify the accreditation Date the las? revision of OM was sent 1o ASA:
|organization, in writing, of any significant changes to i
|quality system and receive written notfication of the

accoptance of the change prior to implementation.

[E- For distributors, the quality control manual shall
include, but not be imited 1o a detaled descripton

1) the quality control department including an
|organizational chart showing the relationship of quall
control to the rest of the organization,

|2) the assignment of personnel by tile, responsible
specific funclions within the quality system,

3) the disinbution and revision control system for
|quality documentation and other technical data,
required,

|4) the record keeping system lo be employed.

[67the organization’s training requirements and

16) how shelf Ife-limited parts and supplies will be
controlled (1 applicable),

7) how incoming discrepant parts and supphes wil
controlled,

8) receiving inspection procedures,

[9) tool and test equipment calibration program (if
applcable).

10) the storage facilities and applicable specifications,

11) the parts identification system employed,

5. The column for N/A (not applicable) should be noted for each section that is
not applicable. However, this may only be if the box is not “greyed out” and
noted only for sections that the Quality Manual lists as being excluded from
the quality system being audited.
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INSTRUCTIONS ON HOW TO COMPLETE THE ASA SELF-AUDIT CHECKLIST

6. The column titled “Notes” is where you will record the objective evidence to
show your quality system is being followed. Each question or request for
information must be completed.

08242015 ST Page 2

ASA-100 Standard

|E- For dustributors, the quality control manual shall
include, but not be limited 1o a dotalled description of

1) the qualiy control department including an
chart shawing the relationship of qualty
control to the rest of the organization,

Em of by e, for
specific functions within the quality system,

3) the distribution and revision control system for the
quality documentation and other technical data, where
required,

4) the record keeping system 1o be employed,
Ehw‘ummmrdm.

6) how shelf Ife-limited parts and supplies will be
controdled (f applicable),

T} how incoming discrepant parts and supples will be
controlied.

Emmmm
9) tool and test equipment calibration program (f

10} the storage facilies and applicable specifications,

1) the parts identification system empioyed.,
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INSTRUCTIONS ON HOW TO COMPLETE THE ASA SELF-AUDIT CHECKLIST

7. The column titled “Comments” is where the auditor records notes relating to the
objective evidence reviewed and sampled during the performance of the self-
evaluation audit. Each non-conformance noted must include the reference to the
Corrective Action Report Form that describes the discrepancies and corrective
Action procedures applied in accordance with the Corrective Action Procedure
describe in the Quality Manual.
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ASA-100 Standard NIA Notes

IOM Section/Page
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Work Instructions
Compliant

Non-compliant

[D- The distributor shal notify the accredation Date the last revision of OM was sent 1o ASA'
erganization, in writing, of any significant changes to its
quality system and receive writien notfication of the
acceptance of the change prior to implementation

|E” For distributors, the quality control manual shail
include, but net be imited to a detalled description of

1) the qualtty contrel department including an
organizational chart showing the relationship of qualty
control to the rest of the organization,

2) the assignment of parsonnel by title, responsible for
speciic functions within the quality system,

3) the distribution and revision control system for the
quality documentation and other technical data, where
required,

4) the record keeping system to be employed,

[8)the organizaton's raining requirements and records,

8) how shell Ie-limited parts and supplies will be
controlled (if applicable),

T) how incoming discrepant parts and supphes will be
controlled,

8) receiving inspection procedures,

8) tocl and test squipment calibration program (i
mpplicable),

10) the storage faciltes and applicable specificatons,

-

11) the parts identification systom employed,
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INSTRUCTIONS ON HOW TO COMPLETE THE ASA SELF-AUDIT CHECKLIST

8. The “Compliant”/“Not Compliant” Column must be checked off in accordance
with the self-audit procedure and in support of the information listed in the
comments section.
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D. The distnbutor shal notify the accreditation (Date the last revision of OM was sent 10 ASA.
organization, in writing, of any significant changes to its
iquality system and receive written notification of the
acceptance of the change prior to implementation

[E For distributors, the quality control manual shall
linclude, but not be limited o a detalled description of

1) the quality control department including an
lorganizational chart showing the relationship of qualty
control to the rest of the organization,

2) the assignment of personnel by title, responsible for
specific functions within the quality system,

3) the distribution and revision control system for the
quality documentation and other technical data, where
required,

4) the record keeping system to be employed

5) the organization’s Lraining requirements and records,

6) how shell Ide-limited pans and supplies will be
controlled (f applicable),

T) how incoming discrepant parts and supples will be
controlled,

8) recelving inspection procedures,

9) tool and test equipment calibration program (i
applicable),

10} the storage facilites and applicable specifications,

11) the parts identification system employed.

9. The completed self-audit checklist shall be maintained per the organizations
record retention policy or as required by customer contract.

10. Self-audit records may be maintained in hard copy or digital formats, as long
as they are readily accessible, legible, retrievable and reviewable.

PLEASE NOTE FAILURE TO COMPLETE THE SELF-AUDIT CHECKLIST WITH
ENOUGH EVIDENCE TO SHOW DETERMINATION OF COMPLIANCE OR NON-
COMPLIANCE MAY RESULT IN THE ISSUANCE OF A CORRECTIVE ACTION WITH
THE CLASSIFICATION OF NON-CONFORMANCE BY THE ASA AUDITOR.
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