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|
United States Department of Agriculture

Agricultural Marketing Service, Specialty Crops Program, Specialty Crops Inspection Division

AUDITOR EVALUATION WORKSHEET (June 2017 Edition)

Completion Instructions

Use the following guidance to complete the Auditor Evaluation Worksheet (see Appendix 1).

1. Auditor Name — Enter the full name of the auditor being evaluated.
2. Evaluator Name — Enter the full name of the evaluator.
3. Applicant Name — Enter the business name of the auditee, as it appears on the agreement

or audit report.

4. Audit Service — Enter the name of audit service (e.g., GAP&GHP, Harmonized GAP,
QTV, PSA, Tomato Audit Protocol, etc.).

5. Auditor’s Role — Check the role that the auditor took on this audit.

6. Audit End Date — Enter the last date of the audit activity.

7. Evaluation Type — If the evaluator was onsite with the auditor, check Witness. If the audit
was an offsite review of an audit that was already completed and the evaluator is reviewing

the report and other supporting documents (e.g., Service Request, FV-651), check Desk.

8. Service Type — Check the appropriate box for the audit service that was provided,
following this guide:

For DOV, GAP & GHP, IP, PSA, Check “Process”
QTV, Sprout, Unprocessed Pilot, or
USAID
For Almond PEC or GroupGAP QMS Check “System”
9. Service Location — Enter the full address of the audit site, as it appears on the audit report.

10.  Scope of Audit — Enter all scopes that were included in the audit (e.g., Part 1 Farm Review
and Part 4 Storage & Transportation (USDA GAP&GHP), Post-Harvest Operations with
Global Markets Addendum (Harmonized), Canned Addendum (PSA)).
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11.

12.

13.

14.

15.

16.

17.

18.

19.

Pages 2 and 3 Evaluation Worksheet — Element Criteria — For Sections | through V11,
fill in the sub-numbers with “A,” “N,” “U,” or “N/A,” for Acceptable, Needs Improvement,
Unacceptable, or Not Applicable, respectively, as appropriate for each of the individual
items.

Comments — If entering “A” for Acceptable, you may add a comment below the rating if
you wish to offer more detail regarding that rating, but it is not mandatory. When entering
“N” for Needs Improvement, “U” for Unacceptable, or “N/A” for Not Applicable, you
must enter a comment justifying the rating. The comment spaces are expandable to allow
for any needed comments for each criteria.

Preliminary Rating — For sections | through V11, enter the letter rating (“A,” “N,” “U,” or
“N/A”) based on what was entered for the Element Criteria of each section on the
subsequent pages. The Preliminary Rating should be equal to the lowest rating provided in
the applicable section of the Element Criteria evaluation. For example, if you rated all four
elements of section I as “A,” then the Preliminary Rating for section I should be “A.” If
you rated one of the elements in section Il as “U,” one of the elements as “N,” and two as
“A,” then the Preliminary Rating for section Il should be “U.”

Overall Rating — Indicate the Overall Rating by inserting the appropriate statement from
the Overall Rating list provided in the blue box, just above.

Justification Summary — Provide written justification for the Overall Rating as well as
any general comments about the auditor/audit.

Note: The auditor evaluation will not be considered complete and final unless this written
justification is provided.

Auditor Signature — The auditor must sign here, either handwritten or electronically.
Date — The date of the auditor’s signature (not required if signed electronically).
Evaluator Signature — The evaluator must sign here, either handwritten or electronically.

Date — The date of the evaluator’s signature (not required if signed electronically).
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APPENDIX | - AUDITOR EVALUATION WORKSHEET

Electronic Version of the Auditor Evaluation Worksheet

United States
Department of

Agriculture

SPECIALTY CROPS INSPECTION DIVISION
AUDITOR EVALUATION WORKSHEET

EEﬂ.d coempletad workzheet to Aunditor, Auditor’s Bupervisor, and FV Andits@ams usda zov (Federal Audrtors) or the
appropriate Federal Program Manager (Fad-2tats Auditors)

AUDITOR NAME: AUDITORS ROLE: AUDIT END DATE:
Click here to enter tex O Auditor Click here to enter a date
III O Team Leader
O Team hiembear
EVALUATOR NAME: EVALUATION TYPE: | SERVICE TYPE:
Click here to enter text. EI O Dazk O Process
O Witness= O System

APPLICANT NAME: SERVICE LOCATION:

Click here to enter text. Click here to enfer text. EI

AUDIT SEEVICE: SCOPE OF £ UDIT (INCLUDE ELEMENTS AUDITED):
Click here to enter text. EI Click Byre taater text. 10

Preliminary Resing: Determine a Prsliminary Rating for each clem. it providing written justjfication for each rating. Use
the Element Critevia evaluation on the subreguent pages to datevi ‘me L ¢ Preliminmy Rating.

The rating levelr consiztent of:

“A" — Acceptable

“N” = Weads Improvement

“TU" —Unazceeptable, and

“NA" — Mot Applicable.

[1:

RATING ELEMENTS PRELIMINARY RATING:
L SUBJECT KNOWLEDGE Choose an item
II. PLANNING AND PREFARATION
I11. DOCTMENT ADEQUACY REVIEW
Iv. ONEITE ASSESSMENT

OSE AN Iem

[=]
[

QFE an Iem

13 |iem

[=]
s

[=]
[=]

V. PREFARING AND DISTRIBUTING AUDIT REFORT
VI FOLLOW-UP ACTIVITIES
VII. PROFESSIONALISM

(=]
[
4]
I

LA I A I A ]

=
[
I3
I

Overall Ranng: Indicate the Overall Rating with the appropriare classification, listed below. Provide written justification
Jfor the rating.

Aeceprable = All Elementz are either rated “Adeceptable” or "Nesds Improvement ™. Any element rated “Nasd:
Improvemsnt”, in the opinion of the evaluator, does not compromize the intserity af the audit program.

Unaccepiable = Ar lsast one slement i rated “Unacceptable” or numerous elements are vated “"Needs Improvement ™, and
theveby, in the opinion of the evaluator, compromize the integrity of the audit program when considersd in their totalify.
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OVERALL RATING: | JUSTIFICATION SUMMARY:

AUDITOR SIGNATURE (ELECTRONIC SIGWATURE PERMIZSIELE) ]]-iTE )
16 -hck here to enter a date =
EVALUATOR SIGNATURE (ELECTRONIC SIGNATURE PERMISSIELE) ]]-iTE )
13 -hck here to enter a date 19
AUDITOR NAME: | Click here to enfer text. | 1 | | AUDIT EXD DATE: | Click here to enter a date |i|_
AMS Auditor Evaluation Worksheet — Element Criteria NESE RS
1. Subject Knowledge
1. Understand and apply specific raquirements of the AWMS audit or accreditation O O O O
program baing auditad.
2. Understand, apply, and reference documents (suidance, instructions, policies, O O O O
procedures) applicables to the ANIE 11
3. Perform audit activitias in accordance with andit principlas, pelicias and procedures O L = O
applicable to the specific program.
4. Understand and 15 familizr with the mdustry bemg andited | "rgg._’_-mm on prastices, | O | O
squipmernt, and tools). AY
COMMENTS:
Click here to enter text. By Y
1I. Planning and Preparation N\ Y
1. Appcont the audit team leader, select audit team and | ss1zn work, as applicable. o o O |
2. Identify resources raguired for the audit. a o o | O
3. Determine feasibility of audit and m?l:e_c'ft EfEEI'_“I:i'-.'E travel arrangements. o o1 f |
4. Establish mitiz] contract and arran ;E_:E"':Ee_a'ldit with the anditaa. o — — O
5. Prepare an accurate and complate aw 1'.1:1."_13.‘ and other neceszary documents. o o O |
COMMENTS:
I_-lick here to enter text. 12
III. Document Adequacy Beview
1. Eeview documents aceurataly and efficiently. o L lll H O
2. Complete within the agreed time schedule. — | —
COMMENTS:
Click here to enter text. By
IV, Onsite Assessment
1. Conducted a well-organizad opening meeting.
3. Introducs team. o O O O
b. Eestate purpose and scope of audit. o o 11_ |
c. Idemtfy audites reprezentative and communication channels. — =5 —
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AUDITOR NAME:

Click here to enter text.

AUDIT END DATE: | Click here to enter a date.

AMS Auditor Evaluation Worksheet — Element Criteria

A*

N*

U=

NiA*

P

Inform awditee that they will be kapt aware of audit progress.

Confirm that needad resources and facilities are available.

m

f Explain the conditions under which the awdit will be terminatad.

g. Explain that andit findings and associated nformation is releazabla under FOLA.

b Explain the audst appeal process.

!;\-.'F

Understand and clearly identify audit team roles, responzibilities and timeframes.
Facilitate an effactive and efficiant audit.

L ooy oy o o

L oy oy oo

Controlled the audit effactively: lead the audit team m communications with the
audites, reach audit conclusions and prevent and resolve conflicts.

L

L

Communicated (both orally and m wriing) in 2 clear, concise and wnderstandable
manner. Vocabulary, tone and style were adapted to the mdividual or group to whom
they were addreszins.

L

L

Eezolve any disputes diplomatically, tactfully and qu[d:l}'._

Observe and be actively awara of phy=ical swrroundings a1 4 aco lies.

Al |

Beview records and venfy audit avidence.

(=]

Aszk open-anded quastions to effectively acquire mnform. -how.

Follow audrtes company’s pelicies and safety proced. mas 2 all times.

. Collect and verify information pertaming to the swd. {or coordinatad the collaction

and venfication of mformation).

Lo oy oy oo

L O o oy oo

. Bazed audit findimg: on ventfiakle evidence ;.'a."":lle within the scope of the andit.

Centribuate to audit findings (team membr).

L1

(]

. Decizively and accurately classifi-d anul. “nilings based on the severnty, frequency of

oceurrance, and risks associated with the findings.

. Inform audites repraszentative of a dif fir lings, a= thev are noted.

. Conduet a well-organized clozsing me img that:

a.  Prezent the andit findingz: and concluzions in 2 manner that iz clear and
understandables to the audites.

[

b. Provide the audites an opportunity to ask questions on any audit findings.

F.eiterate observations that require further puidance and consideration from AMS.

Explain the audit appeal process.

2. Encourage the audites to provide feedback on the gquality of service recerved from
ANS.

oo oy

L o) oy b

COMMENTS:

Click here to enter text [Sya

V.

Preparing and Distributing the Audit Report

Audit documentation, checklist and audit notes are accurate, complsts, neat, and
provide sufficient information to prepare the report.

!:-_'!

Prepares an audit report that:

Objectively and accurately document the resuliz of the audit.

a.
b. Is checkead for spelling, and grammatically comrect.

[ 1
ol
(-

Is submitted within establizshed fimeaframes.

n

d. Iz distributed to the appropriate parzons.

U L=

L o) oy b
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AUDITOR NAME: | Click here to enter text. AUDIT END DATE: | Click here to enter a date.
AMS Auditor Evaluation Worksheet — Element Criteria AF [ N® | TI® | N/A*
3. Aundit documentation iz properly filed, stored, or dispozad. o O 1 O
COMMENTE:

Click here to enter text. [Syg

VI Follow-up Activities

1. Aszess corrective actions according to program requirements within establizhad O Olo |
timeframes. 11
2. Submurfted andit charges and travel vouchers, as appropriate. o O | =il |
COMMENTS:

Click here to enter text. [ Igg

VII. Professionalizm

1. Acted profezsionally with the highest degras of athi 1 eou duct (honesty, integrify and O O | ] O
ingpartiality). A 11
2. Maintain confidentiality and security of informat. ‘n leamed during the audit. O =] d
COMMENTS:

Click here to enter text. N9

*Element Criteria Rating Guidanece:

Acceptable (A) means that performance L ‘s 7rea 1z generally effective and practices are consistently demonstrated af an
accaptabls level. The emploves maintaine an dequats scope of perzonal and profezzional qualitie: and performs additional
rasponsibilihes as azsignad.

Needs Improvement (M) means that performance in this area mests minineon reguiremerts bur needs improvement becausa
practices ara not consiztently demonstrated at an acceptable lavel.

TUnacceptable (U') means that performance m thiz area 1= ineffectrve and requires improvement to attain 2 minimum level of
competency.

Not Applicable (N/A) meanz that performance in this area was not observad and cannot be rated.
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“SCI moving forward in the 21% Century using technology, innovation, and old fashioned hard work”

Non-Discrimination Policy: In accordance with Federal civil rights law and U.S. Department of
Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and
employees, and institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, religion, sex, gender identity (including gender
expression), sexual orientation, disability, age, marital status, family/parental status, income
derived from a public assistance program, political beliefs, or reprisal or retaliation for prior civil
rights activity, in any program or activity conducted or funded by USDA (not all bases apply to all
programs). Remedies and complaint filing deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program information
(e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the responsible
Agency or USDA's TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA
through the Federal Relay Service at (800) 877-8339. Additionally, program information may be
made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint and
at any USDA office or write a letter addressed to USDA and provide in the letter all of the
information requested in the form. To request a copy of the complaint form, call (866) 632-9992.
Submit your completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture,
Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington,
D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.


https://www.ascr.usda.gov/how-file-program-discrimination-complaint
mailto:program.intake@usda.gov
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