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Non Conformance is found

1.  During an internal audit

2.  Audit report reviews\

3.  During the audit process

4.  During office operations

5.  During management review

6.  During a file audit

Preventive Action is Documented

1.  During an internal audit 

2.  During Management review

3.  During a file audit

4.  As a result of office operations

5.  As a result of the quote process

6.  As a result of procedure review

President receives the issue and logs it 

into the BSR

Marks it as a NC,CC,or PA as 

appropriate

President performs the investigation or 

assigns an individual(s) to do the 

investigation

As appropriate:

Establishes the validity of the issue

Determines the root cause(s)

Determines the corrective action(s)

Determines the preventive action(s)

If appropriate a report is prepared in 

the BSR

As appropriate:

Performs document reviews

Performs interviews with all 

interested parties

Reviews Standards

Seeks third party advise

Documents findings

A complaint is received from a client, 

or other stake holder

Information relating to the 

complainant and the subject of the 

issue will be held as confidential as 

appropriate 

As appropriate the report:

States the original issue

Defines the various positons

Defines the root cause

Defines the decision of the finding

Documents any correstive or 

preventive actions to be 

implemented

Defines what additional actions 

may be required

Explains what additional appeals 

are available

Report is issued to all interested 

stakeholders

If no appeal is to be filed the issue is 

marked as closed in the BSR

When CA/PA are implemented they 

are verified and documented in the 

BSR

The issue may be resolved 

verbally and no report is 

issued e-mails notes and 

other documents will be 

retained in the BSR

Records of closed issue 

agreement will be 

maintained in the BSR

Excalibur president and 

Executive management may 

review and provide input into 

the final report

Issue is reviewed during annual 

management review meeting

Reviewed as part of the Impartiality 

review

END
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Start

Written appeal sent to Excalibur 

within 10 working days providing 

reasons and justification for 

appeal

Review of appeal by Board of 

Directors or other third party  

Final decision is documented.

Client is notified in writing the 

reasons and justification of the

final decision

Appeal

          YES

NO
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