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HomeTemplatesReportsQuality	ReportsWordQuality	Reports	in	WordExplore	professionally	designed	quality	report	templates	in	Word	that	are	free,	customizable,	and	printable.	Elevate	your	reports	today!We	all	know	how	important	quality	is	in	any	type	of	industry.	In	fact,	good	quality	should	be	the	priority	instead	of	quantity.	Because	of	its
importance,	businesses	have	a	quality	assurance	department	to	check	the	product	quality.	After	the	inspection,	the	QA	team	then	records	their	findings	and	summary	on	a	report	sheet.	Here,	we	have	Quality	Report	Templates	in	Word	that	you	can	use	for	that	purpose.	Simply	choose	from	our	wide	array	of	templates	and	download	the	one	that	suits
you.	For	your	business	to	gain	your	customer's	trust,	you	need	to	keep	the	quality	of	your	products	and	services	high	and	unparalleled.	This	applies	to	all	manufacturing	or	production	industries,	as	well	as	those	handling	construction	projects.	Even	in	the	writing	industry,	content	quality	is	the	main	priority.	Thankfully,	our	website's	templates	were
written	by	our	competent	writers	and	their	content	is	guaranteed	to	have	excellent	quality.	If	you're	tasked	with	submitting	a	weekly	or	monthly	quality	report,	save	yourself	the	hassle	and	use	any	of	the	templates	provided	on	this	page.	If	you're	fond	of	using	Microsoft	Word	to	create	or	edit	documents,	then	you're	in	luck	because	these	templates	are
flawlessly	compatible	with	Word.	Even	the	download	process	is	highly	straightforward.	Here's	what	you	need	to	do:	Simply	choose	a	template;	download	it;	and	open	it	on	Word.	This	entire	process	won't	even	take	you	more	than	five	minutes.	If	you're	looking	for	quality	report	templates,	then	you're	definitely	in	the	right	place.	Instant	DownloadGet
Instant	Access	to	50,000+	MS	Word	TemplatesLimited	Time	Offer	Access	to	1	Million+	Templates	&	Tools	500,000+	Microsoft	365	Templates	including	Excel,	Powerpoint,	Publisher,	Outlook	&	PDF	Unlimited	access	to	Design	&	Documents	AI	editors	Professionally	Made	Content	and	Beautifully	Designed	Instant	Download	&	100%	Customizable	Start
with	a	free	30-day	trial.	No	credit	card	required.	Preview	the	full	template	Streamline	the	capturing	of	QA	QC	reports	by	using	a	digital	template,	which	makes	it	easier	for	your	team	to	record	new	reports	and	access	or	update	existing	reports.	Complete	your	QA	QC	reports	on	any	device	-	mobile,	tablet	or	computer.	Store	and	access	your	QA	QC
reports	online,	where	they	are	securely	stored,	organised	and	easily	findable.	Download,	print	or	share	any	of	your	QA	QC	reports	as	professionally	formatted	CSV	or	PDF	documents	with	your	company	logo.	Customise	the	QA	QC	report	template	fields	with	the	drag-and-drop	builder.	Format	your	completed	QA	QC	reports	into	a	register	format	to
quickly	find	what	you	are	looking	for.	Quality	Control	Checklist	for	Construction	Improve	the	quality	on	your	projects	through	simple	yet	powerful	checklists	using	this	flexible	and	proven	framework.	Quality	Assurance	Plan	for	Construction	Build	and	maintain	a	quality	assurance	plan	like	this	to	build	confidence	amongst	your	stakeholders.
Construction	Punch	List	template	Punch	your	way	through	those	punch	lists	with	this	powerful	template.	The	best	format	for	any	document	is	one	which	is	interoperable,	meaning	you	don't	need	to	move	between	formats,	which	creates	admin	and	manual	data	entry	headaches.	What	makes	this	the	best	QA	QC	Report	format	is	that	the	doc	is	digital	in
nature,	meaning	it	can	be	filled	out	online	via	computer,	mobile	or	tablet,	and	can	also	be	exported	or	downloaded	as	PDF	or	CSV	if	required.	This	means	you	have	the	best	of	all	worlds;	you	don't	have	to	use	static	Word	Docs	or	Excel	Spreadsheets	or	edit	rigid	PDFs,	but	you	get	the	benefits	of	these	trusted	formats.	Thie	QA	QC	Report	template	is
used	mostly	by	construction	companies,	who	have	similar	QA	QC	reporting	requirements.	However,	the	template	is	completely	editable	and	can	be	edited	to	suit	any	type	of	industrial	style	company.	It	doesn't	work	for	tech/software	company	QA/QC	as	that	is	a	different	angle	on	Quality	Management	and	Sitemate	designs	templates	and	systems	for
industrial	companies.	Yes	-	there	isn't	a	single	QA/QC	Report	which	will	solve	all	of	your	quality	needs,	so	Sitemate	has	hundreds	of	other	quality	templates	covering	defects,	issues,	hold	points,	witness	points,	non	conformances	and	more.	The	entire	library	of	templates	can	accessed	and	used	to	improve	your	processes.	Download	a	Project	Quality
Assurance	Plan	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	to	define	quality	assurance	procedures	for	projects	in	any	field,	from	construction	to	software	development.	The	template	provides	an	outline	with	sections	for	quality	objectives,	methodologies,	roles	and	responsibilities,	record	keeping,	audits,	metrics,	and	more.
Preformatted	tables	save	you	time	and	add	clarity	for	readers.	Edit	the	template	to	create	a	quality	assurance	plan	tailored	to	your	business.	Find	more	project	management	quality	assurance	templates	in	this	roundup	of	free	project	quality	templates.	Download	a	Quality	Assurance	Audit	Checklist	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF
Use	this	checklist	template	when	reviewing	a	quality	assurance	program	or	conducting	a	quality	assurance	audit	of	an	organization	or	process.	Enter	your	guidelines	or	standards	in	the	form	of	audit	questions.	Score	each	question	to	show	how	well	the	process	or	program	meets	each	requirement:	compliance,	opportunity	for	improvement,	minor
concerns,	and	major	concerns.	Add	comments	and	recommendations	based	on	the	audit	findings.	Download	a	Quality	Assurance	Audit	Report	Template	for	Microsoft	Word		|		Adobe	PDF	Create	a	detailed	quality	assurance	audit	report	with	sections	describing	the	audit	purpose,	scope,	process,	results,	and	recommendations.	Attach	any	supporting
documents,	such	as	data	sheets	or	related	reports.	Break	down	your	audit	conclusions	into	clearly	defined	concerns	and	recommended	actions.	Download	a	Quality	Assurance	Policy	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	as	a	standalone	policy	statement	or	as	part	of	a	quality	assurance	manual.	The	template	provides	example
headings,	which	divide	the	statement	into	sections	for	policy	purpose,	responsibilities,	goals,	strategies,	and	monitoring	methods.	Use	brief	paragraphs	and	bullet	points	to	produce	a	clear	and	concise	quality	assurance	policy	statement.	Download	the	Quality	Assurance	Framework	Template	for	PowerPoint	Create	a	visual	representation	of	your
quality	assurance	framework	with	this	slide	template.	This	template	is	appropriate	for	any	quality	assurance	approach	and	uses	a	streamlined,	color-coded	design	so	that	you	can	illustrate	important	information	clearly.	Edit	the	slide	titles,	and	list	key	elements	for	each	segment	of	your	framework.	Use	this	template	as	part	of	a	quality	assurance	plan,
manual,	or	presentation	for	stakeholders.	Download	a	Quality	Assurance	Agreement	Template	for		Adobe	PDF	This	template	provides	an	example	outline	of	a	quality	assurance	agreement	between	two	parties,	such	as	an	organization	and	a	contractor.	Use	the	template	to	develop	an	appropriate	agreement	based	on	business	type	and	services
provided.	Enter	terms	and	conditions,	legal	information,	necessary	provisions,	and	supporting	documents.	The	template	also	includes	signature	lines	with	dates	at	the	bottom.	Download	the	Quality	Assurance	Dashboard	Template	for	Excel	Track	quality	assurance	progress	and	key	performance	indicators	(KPIs)	with	this	dynamic	dashboard	display.
Monitor	audit	KPIs,	such	as	the	status	of	scheduled	audits,	number	of	critical	versus	low-risk	results,	and	average	time	to	resolution.	Enter	your	planned	quality	assurance	tasks	in	order	to	view	a	monthly	roadmap	that	shows	the	percent	complete	for	each	item.	Use	the	template	for	a	single	project	or	for	ongoing	quality	assurance	management.
Download	a	Quality	Assurance	Log	Template	for	Excel		|	Google	SheetsThis	template	is	perfect	for	logging	quality	assurance	activities	and	issues.	The	log	includes	columns	for	listing	the	reference	number,	date,	the	process	measured,	the	name	of	the	quality	assurance	analyst,	results,	and	action	items.	For	each	entry,	choose	a	priority	and	mark
whether	the	issue	or	task	has	been	resolved.	Use	the	comments	column	to	track	important	details	and	communicate	with	team	members.For	related	tools,	see	this	collection	of	quality	control	templates,	including	a	quality	control	log	template.	Download	a	Call	Center	Quality	Assurance	Scorecard	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF
Measure	customer	service	performance	with	this	quality	assurance	scorecard.	Score	call	center	agents	on	etiquette,	call	procedures,	problem	solving	and	technical	skills,	and	product	knowledge.	Enter	the	items	you	want	to	evaluate,	such	as	using	effective	de-escalation	skills	or	following	certain	call	procedures.	Add	a	numbered	score	to	each	item	to
see	how	the	agent	measures	up	to	the	target	score.	Download	a	Quality	Assurance	Action	Plan	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Organize	your	quality	assurance	action	plan	in	this	simple	spreadsheet	template.	Use	the	results	from	a	quality	assurance	review	to	create	an	action	plan	that	addresses	identified	issues.	Enter	the	issues,
proposed	actions,	owners,	and	due	dates.	Use	the	Status	column	to	track	progress	as	you	carry	out	the	plan.	A	quality	assurance	plan	template	covers	key	plan	components,	such	as	quality	standards,	procedures,	roles,	documentation,	and	auditing.	The	template	is	typically	formatted	as	a	report	but	can	also	be	a	spreadsheet	plan	focusing	on	action
items.Learn	more	about	quality	assurance	and	quality	management	in	these	guides	to	quality	improvement	processes	and	the	continuous	quality	improvement	approach.	Empower	your	people	to	go	above	and	beyond	with	a	flexible	platform	designed	to	match	the	needs	of	your	team	—	and	adapt	as	those	needs	change.		The	Smartsheet	platform
makes	it	easy	to	plan,	capture,	manage,	and	report	on	work	from	anywhere,	helping	your	team	be	more	effective	and	get	more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it	happens	with	roll-up	reports,	dashboards,	and	automated	workflows	built	to	keep	your	team	connected	and	informed.		When	teams	have	clarity	into	the
work	getting	done,	there’s	no	telling	how	much	more	they	can	accomplish	in	the	same	amount	of	time.	Try	Smartsheet	for	free,	today.	Download	a	Project	Quality	Assurance	Plan	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	to	define	quality	assurance	procedures	for	projects	in	any	field,	from	construction	to	software	development.
The	template	provides	an	outline	with	sections	for	quality	objectives,	methodologies,	roles	and	responsibilities,	record	keeping,	audits,	metrics,	and	more.	Preformatted	tables	save	you	time	and	add	clarity	for	readers.	Edit	the	template	to	create	a	quality	assurance	plan	tailored	to	your	business.	Find	more	project	management	quality	assurance
templates	in	this	roundup	of	free	project	quality	templates.	Download	a	Quality	Assurance	Audit	Checklist	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Use	this	checklist	template	when	reviewing	a	quality	assurance	program	or	conducting	a	quality	assurance	audit	of	an	organization	or	process.	Enter	your	guidelines	or	standards	in	the	form	of
audit	questions.	Score	each	question	to	show	how	well	the	process	or	program	meets	each	requirement:	compliance,	opportunity	for	improvement,	minor	concerns,	and	major	concerns.	Add	comments	and	recommendations	based	on	the	audit	findings.	Download	a	Quality	Assurance	Audit	Report	Template	for	Microsoft	Word		|		Adobe	PDF	Create	a
detailed	quality	assurance	audit	report	with	sections	describing	the	audit	purpose,	scope,	process,	results,	and	recommendations.	Attach	any	supporting	documents,	such	as	data	sheets	or	related	reports.	Break	down	your	audit	conclusions	into	clearly	defined	concerns	and	recommended	actions.	Download	a	Quality	Assurance	Policy	Template	for
Microsoft	Word		|		Adobe	PDF	Use	this	template	as	a	standalone	policy	statement	or	as	part	of	a	quality	assurance	manual.	The	template	provides	example	headings,	which	divide	the	statement	into	sections	for	policy	purpose,	responsibilities,	goals,	strategies,	and	monitoring	methods.	Use	brief	paragraphs	and	bullet	points	to	produce	a	clear	and
concise	quality	assurance	policy	statement.	Download	the	Quality	Assurance	Framework	Template	for	PowerPoint	Create	a	visual	representation	of	your	quality	assurance	framework	with	this	slide	template.	This	template	is	appropriate	for	any	quality	assurance	approach	and	uses	a	streamlined,	color-coded	design	so	that	you	can	illustrate	important
information	clearly.	Edit	the	slide	titles,	and	list	key	elements	for	each	segment	of	your	framework.	Use	this	template	as	part	of	a	quality	assurance	plan,	manual,	or	presentation	for	stakeholders.	Download	a	Quality	Assurance	Agreement	Template	for		Adobe	PDF	This	template	provides	an	example	outline	of	a	quality	assurance	agreement	between
two	parties,	such	as	an	organization	and	a	contractor.	Use	the	template	to	develop	an	appropriate	agreement	based	on	business	type	and	services	provided.	Enter	terms	and	conditions,	legal	information,	necessary	provisions,	and	supporting	documents.	The	template	also	includes	signature	lines	with	dates	at	the	bottom.	Download	the	Quality
Assurance	Dashboard	Template	for	Excel	Track	quality	assurance	progress	and	key	performance	indicators	(KPIs)	with	this	dynamic	dashboard	display.	Monitor	audit	KPIs,	such	as	the	status	of	scheduled	audits,	number	of	critical	versus	low-risk	results,	and	average	time	to	resolution.	Enter	your	planned	quality	assurance	tasks	in	order	to	view	a
monthly	roadmap	that	shows	the	percent	complete	for	each	item.	Use	the	template	for	a	single	project	or	for	ongoing	quality	assurance	management.	Download	a	Quality	Assurance	Log	Template	for	Excel		|	Google	SheetsThis	template	is	perfect	for	logging	quality	assurance	activities	and	issues.	The	log	includes	columns	for	listing	the	reference
number,	date,	the	process	measured,	the	name	of	the	quality	assurance	analyst,	results,	and	action	items.	For	each	entry,	choose	a	priority	and	mark	whether	the	issue	or	task	has	been	resolved.	Use	the	comments	column	to	track	important	details	and	communicate	with	team	members.For	related	tools,	see	this	collection	of	quality	control	templates,
including	a	quality	control	log	template.	Download	a	Call	Center	Quality	Assurance	Scorecard	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Measure	customer	service	performance	with	this	quality	assurance	scorecard.	Score	call	center	agents	on	etiquette,	call	procedures,	problem	solving	and	technical	skills,	and	product	knowledge.	Enter	the
items	you	want	to	evaluate,	such	as	using	effective	de-escalation	skills	or	following	certain	call	procedures.	Add	a	numbered	score	to	each	item	to	see	how	the	agent	measures	up	to	the	target	score.	Download	a	Quality	Assurance	Action	Plan	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Organize	your	quality	assurance	action	plan	in	this	simple
spreadsheet	template.	Use	the	results	from	a	quality	assurance	review	to	create	an	action	plan	that	addresses	identified	issues.	Enter	the	issues,	proposed	actions,	owners,	and	due	dates.	Use	the	Status	column	to	track	progress	as	you	carry	out	the	plan.	A	quality	assurance	plan	template	covers	key	plan	components,	such	as	quality	standards,
procedures,	roles,	documentation,	and	auditing.	The	template	is	typically	formatted	as	a	report	but	can	also	be	a	spreadsheet	plan	focusing	on	action	items.Learn	more	about	quality	assurance	and	quality	management	in	these	guides	to	quality	improvement	processes	and	the	continuous	quality	improvement	approach.	Empower	your	people	to	go
above	and	beyond	with	a	flexible	platform	designed	to	match	the	needs	of	your	team	—	and	adapt	as	those	needs	change.		The	Smartsheet	platform	makes	it	easy	to	plan,	capture,	manage,	and	report	on	work	from	anywhere,	helping	your	team	be	more	effective	and	get	more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it
happens	with	roll-up	reports,	dashboards,	and	automated	workflows	built	to	keep	your	team	connected	and	informed.		When	teams	have	clarity	into	the	work	getting	done,	there’s	no	telling	how	much	more	they	can	accomplish	in	the	same	amount	of	time.	Try	Smartsheet	for	free,	today.	Skip	to	content	If	you	need	to	write	a	Quality	Assurance	Plan	as
part	of	the	Software	Development	process,	then	use	the	following	templates	to	get	started.	This	template	pack	includes	a	39-page	Quality	Assurance	Plan	Template	in	MS	Word,	an	Audit	checklist	and	Schedule	Forms,	and	7	Excel	spreadsheets.	You	can	use	this	template	to	write	your	first	QA	plan.	It	includes	helpful	explanatory	text	that	walks	you
through	the	process	of	setting	up	your	first	QA	project.	You	can	change	everything	in	the	document	–	text,	images,	and	tables.	There	are	no	special	plug-ins,	macros,	or	installation	files.	Just	download	the	templates	and	get	started.	Quality	Assurance	Plan	Definition	The	Quality	Assurance	Plan	describes	the	approach	to	ensuring	that	software	is
delivered	according	to	a	set	of	agreed	quality	guidelines.	It	ensures	that	the:	Project	is	managed,	developed,	and	deployed	correctly.	Deliverables	are	of	acceptable	quality	before	delivered	to	clients.	In	the	Quality	Milestones	chapter,	we’ve	added	a	nice	Note	to	the	text	to	display	some	instructional	text.	Here	in	the	Documentation	section,	you	can	see
how	the	chapter	numbering,	fonts,	text,	and	tables	are	presented.	Why	do	you	need	a	Quality	Assurance	Plan?	The	Quality	Assurance	Plan	ensures	the	project	provides	quality	within	the	allocated	resources,	schedule,	and	budget.	How	to	use	the	Quality	Assurance	Plan	Address	specific	project	processes	and	deliverables.	Establish	criteria	that	defines
the	quality	at	each	checkpoint	or	deliverable.	Identify	roles	and	responsibilities	for	the	quality	assurance	reviewers.	Define	who,	where	and	when	quality	reviews	are	performed.	Apply	the	Styles,	such	as	those	shown	in	the	following	screenshots,	to	ensure	a	consistent	look	and	feel	through-out	the	document.	Examples	of	Styles	for	the	Body,	Bullet
lists,	Notes,	Table	text	and	headers	Quality	Assurance	Plan	Purpose	Use	this	Software	Quality	Assurance	Plan	to	document	the	process,	methods,	standards,	and	procedures	for	your	next	software	testing	project.	Use	this	document	as	a	foundation	for	managing	software	quality	assurance	activities	and	project	activities	as	documented	in	the	Project
Plan.	This	Quality	Assurance	Plan	will	help	you:	Identify	the	SQA	responsibilities	of	the	project	team	and	the	SQA	consultants	Define	reviews	and	audits	and	how	they	will	be	conducted	List	the	activities,	processes,	and	work	products	to	be	reviewed	Identify	SQA	work	products	Examples	of	different	notes,	message,	and	warning	styles	you	might	want
to	add	to	your	Quality	Plan	Who	is	this	template	for?	This	template	was	written	for	QA	Managers,	especially	those	who	may	be	new	to	this	area	and	are	looking	for	a	little	direction	on	how	to	get	started.	The	forms,	checklists,	and	spreadsheets	will	also	help	you	get	up	to	speed	fast.	Table	of	Contents	The	Table	of	Contents	of	this	Quality	Assurance
Plan	template	is	as	follows:	1.	Introduction	1.1.	Document	Overview	1.2.	Scope	1.3.	System	Overview	1.4.	Definitions,	Acronyms	and	Abbreviations	1.5.	Documentation	1.6.	Standards	and	Guidelines	2	Quality	Objectives	2.1.	Qualitative	Objectives	2.2.	Quantitative	Objectives	3.	Quality	Criteria	3.1.	User	Requirements	Analysis	Stage	3.2.	Functional
Analysis/Design	Stage	3.3.	Implementation	Stage	3.4.	Test	Stage	3.5.	Release	Stage	4.	Task	Schedule	5.	System	Documentation	By	Phase	5.1.	Documents	by	Phase	6.	Configuration	Management	Plan	6.1.	Configuration	Items	6.2.	System	Build	6.3.	Software	Change	and	Version	Control	7.	Quality	System	Application	7.1.	Tools	7.2.	Document	Control
7.3.	Quality	Records	8.	Quality	Management	8.1.	Organization	8.2.	Tasks	8.3.	Roles	and	Responsibilities	8.4.	Required	Skills	8.5.	Resource	Estimates	9.	Quality	Standards	9.1	Quality	Milestones	10.	Quality	Review	and	Audit	Plan	11.1.	Review	and	Audit	Tasks	11.2.	Schedule	11.3.	Roles	and	Responsibilities	11.4.	In-Stage	Assessments	11.5.	Stage	Exits
11.6.	Structured	Walkthroughs/Peer	Reviews	12.	Problem	Resolution	and	Corrective	Action	12.1.	Problem/Issue	Documentation	12.2.	Report	Metrics	13.	Evaluation	and	Test	14.	Problem	Resolution	and	Corrective	Action	15.	Supplier	and	Subcontractor	Controls	16.	Training	17.	Risk	Management	18.	Appendices	18.1.	Definitions,	Acronyms,	and
Abbreviations	19.	Sample	Tables	and	Other	Styles	19.1.	Heading	One	19.2.	Heading	Two	19.2.1.	Heading	Three	19.2.2.	Samples	Tables	19.3.	Two	Column	Table	19.4.	Code	Sample	19.5.	Error	Message	19.6.	Warning	Message	19.7.	Information	Message	19.8.	Success	Message	19.9.	Notification	Message	19.10.	Note	This	screenshot	shows	you	how	to
apply	the	Body	style	to	text.	You	can	modify	this	style	if	you	wish.	MS	Word	Templates	and	Forms	Her	are	some	examples	of	the	MS	Word	templates	and	forms	that	you’ll	get	in	the	download	file.	This	is	the	cover	page,	documentation	conventions	and	guidelines,	and	legal	text.	Here	we	have	the	table	of	contents	for	the	quality	assurance	plan.	You	can
change	these	levels	if	you	wish.	This	shows	you	how	the	text,	tables,	and	bullet	lists	are	presented.	You	can	see	from	this	that	we	use	white	space	to	make	the	document	more	readable.	In	this	example,	you	can	also	see	how	the	tables	and	text	are	neatly	organised.	Excel	Spreadsheets	You	also	get	seven	spreadsheets	to	help	track,	plan,	and	monitor
the	progress	of	different	QA	tasks.	Here	are	some	examples	of	the	excel	spreadsheets	that	you	get.	Note	that	the	first	tab	is	the	Table	of	Contents.	If	you	click	on	the	links	on	it,	it	opens	each	of	the	spreadsheets.	You	can	also	click	back	to	the	Table	of	Contents	page	as	well.	This	helps	you	track	the	QA	documentation	required	for	the	project.	and	here
you	can	further	break	the	tasks	out	by	phase	This	identifies	the	different	QA	testing	tasks	and	who	they’ve	been	assigned	to.	We	also	show	you	how	to	apply	conditionally	formatting	to	your	spreadsheets,	including	adding	status	icons.	Technical	Details	The	Quality	Assurance	Plan	template	is	39	pages	in	MS	Word,	5499	words,	and	written	in	US
English.	Page	Count:	39	Pages	Word	Count:	5499	words	Language:	US	English	File	Formats	&	Contents	The	templates	are	in	Microsoft	Word	and	Excel	format.	Quality	Assurance	Plan	Template	in	MS	Word	.DOT	format.	Quality	Assurance	Plan	Template	in	MS	Word	.DOCX	format.	Quality	Assurance	Plan	Template	in	MS	Word	.DOC	format.	Audit
Checklist	Form	–	MS	Word	Schedule	Form	–	MS	Word	7	x	MS	Excel	spreadsheets	QA	Report	10/17/22	Page	1	of	2	Quality	Assurance	Report	Agency	Name	Identify	the	name	of	the	agency	sponsoring	the	project.	Project	Name	Identify	the	name	of	project.	Review	Interval	Indicate	the	review	period	covered	by	this	report.	Date	Identify	the	date	of
report.	Contact	Information	Identify	the	name	and	phone	number	of	the	individual	to	contact	for	follow-up	information	on	the	report.	Recommendations	Identify	the	high	priority	recommendations	for	this	reporting	period.	Use	a	supporting	document	to	supplement	this	summary	information.	Project	Overview	Provide	a	brief	description	of	the	project.
Sample:	X	uses	X	technology	and	replaces	existing…	Features	are:	Benefits	are:	Expected	savings	are:	Current	Interval	QA	Activities	Describe	the	major	quality	assurance	activities	accomplished	during	this	reporting	period.	Sample	Attended	and	provided	input	at	the	weekly	status	meetings.	Attended	Contract	Review	Meeting.	Verified	Contractor
Compliance	and	fund/budget	allocation.	Attended	Monthly	Steering	Committee	Meeting.	Planned	Activities	For	Next	Review	Period	Describe	Planned	Activities	for	the	Next	Review	Interval,	Sample	Attend	Contract	Review	meeting	to	ensure	contract	compliance.	Attend	and	provide	input	at	scheduled	project	Meetings.	Review	Risk	Mitigation	Plan.
Download	a	Project	Quality	Assurance	Plan	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	to	define	quality	assurance	procedures	for	projects	in	any	field,	from	construction	to	software	development.	The	template	provides	an	outline	with	sections	for	quality	objectives,	methodologies,	roles	and	responsibilities,	record	keeping,	audits,
metrics,	and	more.	Preformatted	tables	save	you	time	and	add	clarity	for	readers.	Edit	the	template	to	create	a	quality	assurance	plan	tailored	to	your	business.	Find	more	project	management	quality	assurance	templates	in	this	roundup	of	free	project	quality	templates.	Download	a	Quality	Assurance	Audit	Checklist	Template	for	Excel		|		Microsoft
Word		|		Adobe	PDF	Use	this	checklist	template	when	reviewing	a	quality	assurance	program	or	conducting	a	quality	assurance	audit	of	an	organization	or	process.	Enter	your	guidelines	or	standards	in	the	form	of	audit	questions.	Score	each	question	to	show	how	well	the	process	or	program	meets	each	requirement:	compliance,	opportunity	for
improvement,	minor	concerns,	and	major	concerns.	Add	comments	and	recommendations	based	on	the	audit	findings.	Download	a	Quality	Assurance	Audit	Report	Template	for	Microsoft	Word		|		Adobe	PDF	Create	a	detailed	quality	assurance	audit	report	with	sections	describing	the	audit	purpose,	scope,	process,	results,	and	recommendations.
Attach	any	supporting	documents,	such	as	data	sheets	or	related	reports.	Break	down	your	audit	conclusions	into	clearly	defined	concerns	and	recommended	actions.	Download	a	Quality	Assurance	Policy	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	as	a	standalone	policy	statement	or	as	part	of	a	quality	assurance	manual.	The
template	provides	example	headings,	which	divide	the	statement	into	sections	for	policy	purpose,	responsibilities,	goals,	strategies,	and	monitoring	methods.	Use	brief	paragraphs	and	bullet	points	to	produce	a	clear	and	concise	quality	assurance	policy	statement.	Download	the	Quality	Assurance	Framework	Template	for	PowerPoint	Create	a	visual
representation	of	your	quality	assurance	framework	with	this	slide	template.	This	template	is	appropriate	for	any	quality	assurance	approach	and	uses	a	streamlined,	color-coded	design	so	that	you	can	illustrate	important	information	clearly.	Edit	the	slide	titles,	and	list	key	elements	for	each	segment	of	your	framework.	Use	this	template	as	part	of	a
quality	assurance	plan,	manual,	or	presentation	for	stakeholders.	Download	a	Quality	Assurance	Agreement	Template	for		Adobe	PDF	This	template	provides	an	example	outline	of	a	quality	assurance	agreement	between	two	parties,	such	as	an	organization	and	a	contractor.	Use	the	template	to	develop	an	appropriate	agreement	based	on	business
type	and	services	provided.	Enter	terms	and	conditions,	legal	information,	necessary	provisions,	and	supporting	documents.	The	template	also	includes	signature	lines	with	dates	at	the	bottom.	Download	the	Quality	Assurance	Dashboard	Template	for	Excel	Track	quality	assurance	progress	and	key	performance	indicators	(KPIs)	with	this	dynamic
dashboard	display.	Monitor	audit	KPIs,	such	as	the	status	of	scheduled	audits,	number	of	critical	versus	low-risk	results,	and	average	time	to	resolution.	Enter	your	planned	quality	assurance	tasks	in	order	to	view	a	monthly	roadmap	that	shows	the	percent	complete	for	each	item.	Use	the	template	for	a	single	project	or	for	ongoing	quality	assurance
management.	Download	a	Quality	Assurance	Log	Template	for	Excel		|	Google	SheetsThis	template	is	perfect	for	logging	quality	assurance	activities	and	issues.	The	log	includes	columns	for	listing	the	reference	number,	date,	the	process	measured,	the	name	of	the	quality	assurance	analyst,	results,	and	action	items.	For	each	entry,	choose	a	priority
and	mark	whether	the	issue	or	task	has	been	resolved.	Use	the	comments	column	to	track	important	details	and	communicate	with	team	members.For	related	tools,	see	this	collection	of	quality	control	templates,	including	a	quality	control	log	template.	Download	a	Call	Center	Quality	Assurance	Scorecard	Template	for	Excel		|		Microsoft	Word		|	
Adobe	PDF	Measure	customer	service	performance	with	this	quality	assurance	scorecard.	Score	call	center	agents	on	etiquette,	call	procedures,	problem	solving	and	technical	skills,	and	product	knowledge.	Enter	the	items	you	want	to	evaluate,	such	as	using	effective	de-escalation	skills	or	following	certain	call	procedures.	Add	a	numbered	score	to
each	item	to	see	how	the	agent	measures	up	to	the	target	score.	Download	a	Quality	Assurance	Action	Plan	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Organize	your	quality	assurance	action	plan	in	this	simple	spreadsheet	template.	Use	the	results	from	a	quality	assurance	review	to	create	an	action	plan	that	addresses	identified	issues.
Enter	the	issues,	proposed	actions,	owners,	and	due	dates.	Use	the	Status	column	to	track	progress	as	you	carry	out	the	plan.	A	quality	assurance	plan	template	covers	key	plan	components,	such	as	quality	standards,	procedures,	roles,	documentation,	and	auditing.	The	template	is	typically	formatted	as	a	report	but	can	also	be	a	spreadsheet	plan
focusing	on	action	items.Learn	more	about	quality	assurance	and	quality	management	in	these	guides	to	quality	improvement	processes	and	the	continuous	quality	improvement	approach.	Empower	your	people	to	go	above	and	beyond	with	a	flexible	platform	designed	to	match	the	needs	of	your	team	—	and	adapt	as	those	needs	change.		The
Smartsheet	platform	makes	it	easy	to	plan,	capture,	manage,	and	report	on	work	from	anywhere,	helping	your	team	be	more	effective	and	get	more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it	happens	with	roll-up	reports,	dashboards,	and	automated	workflows	built	to	keep	your	team	connected	and	informed.		When	teams
have	clarity	into	the	work	getting	done,	there’s	no	telling	how	much	more	they	can	accomplish	in	the	same	amount	of	time.	Try	Smartsheet	for	free,	today.	Quality	assurance	(QA)	is	a	way	of	preventing	mistakes	and	defects	in	manufactured	products	and	avoiding	problems	when	delivering	products	or	services	to	customers;	which	ISO	9000	defines	as
“part	of	quality	management	focused	on	providing	confidence	that	quality	requirements	will	be	fulfilled”.	This	aspect	in	business	is	very	much	important	to	be	observed	at	all	times.	The	reason?	To	ensure	in	the	provision	of	the	best	quality	products	and	services	that	any	company,	institution	or	business	establishment	can	make.	In	making	this
formalize	into	a	document,	it	is	important	also	to	make	a	Quality	Assurance	Report	Sample,	this	would	ensure	the	transparency,	accuracy	and	well-documentation	of	the	said	evaluation.	In	making	this,	our	site	offers	you	free,	ready-made	yet	customizable	templates	that	you	can	choose	for	your	report.	Just	browse	among	these	templates	and	choose
the	one	that	satisfies	your	needs	the	most.	For	other	report	template	needs,	our	site	offers	templates	like	Monthly	Status	Report,	Project	Weekly	Status	Report,	Weekly	Construction	Progress	Report,	Individual	School	Report,	Problem	Solving	Report,	Daily	Sales	Report,	Action	Research	Report,	Construction	Feasibility	Report,	Network	Feasibility
Report,	etc.	Our	article	does	not	only	give	you	free	and	ready-made	templates	but	also	provide	you	with	ideas	that	are	essential	in	making	one.	So	what	are	you	waiting	for?	Come!	Read	the	article	with	me.	10+	Quality	Assurance	Report	Samples	1.	Quality	Assurance	Report	Sample	Details	File	Format	Size:	277	KB	Download	2.	Data	Quality	Assurance
Report	montroserestoration.noaa.gov	Details	File	Format	Size:	470	KB	Download	3.	Internal	Quality	Assurance	Report	Details	File	Format	Size:	493	KB	Download	4.	Quality	Assurance	Report	Form	Details	File	Format	Size:	574	KB	Download	5.	Printable	Quality	Assurance	Report	Details	File	Format	Size:	727	KB	Download	6.	Standard	Quality
Assurance	Report	Details	File	Format	Size:	1	MB	Download	7.	Basic	Quality	Assurance	Report	Details	File	Format	Size:	6	MB	Download	8.	Construction	Quality	Assurance	Report	Details	File	Format	Size:	2	MB	Download	9.	Project	Quality	Assurance	Report	Details	File	Format	Size:	120	KB	Download	10.	Annual	Quality	Assurance	Report	Details	File
Format	Size:	530	KB	Download	11.	Professional	Quality	Assurance	Report	Details	File	Format	Size:	82	KB	Download	What	Is	Quality	Assurance?	Quality	assurance	encompasses	the	processes	and	procedures	that	systematically	monitor	different	aspects	of	a	service	or	facility.	Through	audits	and	other	sample	forms	of	assessment,	quality	assurance
efforts	detect	and	correct	problems	or	variances	that	fall	outside	established	standards	or	requirements.	In	other	words,	quality	assurance	ensures	a	high	level	of	quality	during	the	development	of	products	or	services.		The	term	“quality	assurance”	is	sometimes	used	interchangeably	with	“quality	control,”	another	facet	of	the	management	process.
However,	quality	control	pertains	to	the	actual	fulfillment	of	whatever	quality	requirements	have	been	put	in	place.	Quality	assurance	is	checking	in	on	quality	control	methods	to	ensure	they’re	working	as	planned.	Most	businesses	utilize	some	form	of	quality	assurance	in	production,	from	manufacturers	of	consumer	packaged	goods	to	software
development	companies.	Some	companies	may	even	establish	a	quality	assurance	department	with	employees	that	focus	solely	on	quality	assurance.	How	Quality	Assurance	Works	Quality	assurance	methods	focus	on	establishing	good	processes	to	produce	products	with	the	quality	already	built-in,	rather	than	going	through	an	unmonitored
production	process	and	trying	to	“inspect	the	quality”	of	a	product	that’s	already	been	finished.	Concepts	of	quality	control	can	be	traced	back	to	at	least	the	Middle	Ages	and	the	rise	of	guilds.	A	craftsman	could	access	a	network	of	connections	with	other	craftsmen	and	suppliers	by	joining	a	guild	organization.	He	could	then	benefit	from	the
reputation	of	the	guild	based	on	standards	of	quality	in	the	products	produced	by	its	members.	The	Industrial	Revolution	brought	about	more	specialization	in	labor,	as	well	as	mechanization.	Quality	assurance	evolved	to	address	specialized	tasks	performed	by	workers.	With	the	introduction	of	mass	production,	the	need	to	monitor	the	quality	of
components	being	produced	by	large	numbers	of	workers	created	a	role	for	quality	inspectors.	FAQs	A	quality	assurance	specialist	ensures	that	the	final	product	observes	the	company’s	quality	standards.	In	general,	these	detail-oriented	professionals	are	responsible	for	the	development	and	implementation	of	inspection	activities,	the	detection	and
resolution	of	problems,	and	the	delivery	of	satisfactory	outcomes.	Examples	of	quality	assurance	activities	include	process	checklists,	process	standards,	process	documentation	and	project	audit.	Examples	of	quality	control	activities	include	inspection,	deliverable	peer	reviews	and	the	software	testing	process.	Leadership.	Organizational	and
planning.	Communication.	Statistical	analysis.	Problem-solving.	Industry-specific	technical	knowledge.	It	may	not	be	easy	for	you	to	write	these		reports	especially	that	it	involves	a	lot	of	planning.	But	doing	this	for	the	welfare	of	your	beneficiaries	(employees	and	workers)	as	well	as	the	customers	that	will	be	availing	your	products	and	services	is	a
good	job	to	take	care	of.	With	this,	a	great	way	for	you	to	ease	that	burden	of	writing	reports	from	scratch	is	available	all	available	materials	and	resources	that	you	can	see	online.	So	come	on,	avail	our	free	templates	now!	Download	a	Project	Quality	Assurance	Plan	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	to	define	quality
assurance	procedures	for	projects	in	any	field,	from	construction	to	software	development.	The	template	provides	an	outline	with	sections	for	quality	objectives,	methodologies,	roles	and	responsibilities,	record	keeping,	audits,	metrics,	and	more.	Preformatted	tables	save	you	time	and	add	clarity	for	readers.	Edit	the	template	to	create	a	quality
assurance	plan	tailored	to	your	business.	Find	more	project	management	quality	assurance	templates	in	this	roundup	of	free	project	quality	templates.	Download	a	Quality	Assurance	Audit	Checklist	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Use	this	checklist	template	when	reviewing	a	quality	assurance	program	or	conducting	a	quality
assurance	audit	of	an	organization	or	process.	Enter	your	guidelines	or	standards	in	the	form	of	audit	questions.	Score	each	question	to	show	how	well	the	process	or	program	meets	each	requirement:	compliance,	opportunity	for	improvement,	minor	concerns,	and	major	concerns.	Add	comments	and	recommendations	based	on	the	audit	findings.
Download	a	Quality	Assurance	Audit	Report	Template	for	Microsoft	Word		|		Adobe	PDF	Create	a	detailed	quality	assurance	audit	report	with	sections	describing	the	audit	purpose,	scope,	process,	results,	and	recommendations.	Attach	any	supporting	documents,	such	as	data	sheets	or	related	reports.	Break	down	your	audit	conclusions	into	clearly
defined	concerns	and	recommended	actions.	Download	a	Quality	Assurance	Policy	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	as	a	standalone	policy	statement	or	as	part	of	a	quality	assurance	manual.	The	template	provides	example	headings,	which	divide	the	statement	into	sections	for	policy	purpose,	responsibilities,	goals,
strategies,	and	monitoring	methods.	Use	brief	paragraphs	and	bullet	points	to	produce	a	clear	and	concise	quality	assurance	policy	statement.	Download	the	Quality	Assurance	Framework	Template	for	PowerPoint	Create	a	visual	representation	of	your	quality	assurance	framework	with	this	slide	template.	This	template	is	appropriate	for	any	quality
assurance	approach	and	uses	a	streamlined,	color-coded	design	so	that	you	can	illustrate	important	information	clearly.	Edit	the	slide	titles,	and	list	key	elements	for	each	segment	of	your	framework.	Use	this	template	as	part	of	a	quality	assurance	plan,	manual,	or	presentation	for	stakeholders.	Download	a	Quality	Assurance	Agreement	Template	for	
Adobe	PDF	This	template	provides	an	example	outline	of	a	quality	assurance	agreement	between	two	parties,	such	as	an	organization	and	a	contractor.	Use	the	template	to	develop	an	appropriate	agreement	based	on	business	type	and	services	provided.	Enter	terms	and	conditions,	legal	information,	necessary	provisions,	and	supporting	documents.
The	template	also	includes	signature	lines	with	dates	at	the	bottom.	Download	the	Quality	Assurance	Dashboard	Template	for	Excel	Track	quality	assurance	progress	and	key	performance	indicators	(KPIs)	with	this	dynamic	dashboard	display.	Monitor	audit	KPIs,	such	as	the	status	of	scheduled	audits,	number	of	critical	versus	low-risk	results,	and
average	time	to	resolution.	Enter	your	planned	quality	assurance	tasks	in	order	to	view	a	monthly	roadmap	that	shows	the	percent	complete	for	each	item.	Use	the	template	for	a	single	project	or	for	ongoing	quality	assurance	management.	Download	a	Quality	Assurance	Log	Template	for	Excel		|	Google	SheetsThis	template	is	perfect	for	logging
quality	assurance	activities	and	issues.	The	log	includes	columns	for	listing	the	reference	number,	date,	the	process	measured,	the	name	of	the	quality	assurance	analyst,	results,	and	action	items.	For	each	entry,	choose	a	priority	and	mark	whether	the	issue	or	task	has	been	resolved.	Use	the	comments	column	to	track	important	details	and
communicate	with	team	members.For	related	tools,	see	this	collection	of	quality	control	templates,	including	a	quality	control	log	template.	Download	a	Call	Center	Quality	Assurance	Scorecard	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Measure	customer	service	performance	with	this	quality	assurance	scorecard.	Score	call	center	agents
on	etiquette,	call	procedures,	problem	solving	and	technical	skills,	and	product	knowledge.	Enter	the	items	you	want	to	evaluate,	such	as	using	effective	de-escalation	skills	or	following	certain	call	procedures.	Add	a	numbered	score	to	each	item	to	see	how	the	agent	measures	up	to	the	target	score.	Download	a	Quality	Assurance	Action	Plan
Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Organize	your	quality	assurance	action	plan	in	this	simple	spreadsheet	template.	Use	the	results	from	a	quality	assurance	review	to	create	an	action	plan	that	addresses	identified	issues.	Enter	the	issues,	proposed	actions,	owners,	and	due	dates.	Use	the	Status	column	to	track	progress	as	you	carry
out	the	plan.	A	quality	assurance	plan	template	covers	key	plan	components,	such	as	quality	standards,	procedures,	roles,	documentation,	and	auditing.	The	template	is	typically	formatted	as	a	report	but	can	also	be	a	spreadsheet	plan	focusing	on	action	items.Learn	more	about	quality	assurance	and	quality	management	in	these	guides	to	quality
improvement	processes	and	the	continuous	quality	improvement	approach.	Empower	your	people	to	go	above	and	beyond	with	a	flexible	platform	designed	to	match	the	needs	of	your	team	—	and	adapt	as	those	needs	change.		The	Smartsheet	platform	makes	it	easy	to	plan,	capture,	manage,	and	report	on	work	from	anywhere,	helping	your	team	be
more	effective	and	get	more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it	happens	with	roll-up	reports,	dashboards,	and	automated	workflows	built	to	keep	your	team	connected	and	informed.		When	teams	have	clarity	into	the	work	getting	done,	there’s	no	telling	how	much	more	they	can	accomplish	in	the	same	amount	of
time.	Try	Smartsheet	for	free,	today.	Feb	14,	2025	Quality	reports	are	made	to	assure	that	those	who	avail	of	certain	products	and	services	get	what	they	are	guaranteed.	There	are	standard	procedures	in	order	to	measure	value	and	quality	in	production.	The	process	of	quality	control	is	then	presented	through	a	quality	report	samples.	Report
Template	Bundle	Download	Now	Quality	Audit	Report	Template	Google	Docs	MS	Word	Apple	Pages	Size:	A4,	US	Download	Now	Internal	Quality	Audit	Report	Template	Google	Docs	MS	Word	Apple	Pages	Size:	A4,	US	Download	Now	Monthly	Quality	Management	Report	Template	Google	Docs	MS	Word	Apple	Pages	Size:	A4,	US	Download	Now	To
maintain	a	specific	level	of	quality,	reports	must	be	accurately	provided	and	closely	monitored.	A	report	summary	could	be	a	helpful	tool	in	doing	so.	Quality	reports	could	be	done	on	a	weekly,	monthly,	or	yearly	basis	depending	on	quality	control	procedures	done.	It	is	to	constantly	ensure	that	certain	quality	standards	are	always	met.	Simple	Audit
Report	Template	Size:	A4,	US	Download	Now	Editable	Internal	Audit	Report	Template	Size:	A4,	US	Download	Now	Monthly	Report	Template	in	iPages	Format	Size:	A4,	US	Download	Now	Editable	Service	Report	Template	Size:	US,	A4	Download	Now	Free	Data	Quality	Report	Template	community.nsw.gov.au	Size:	92	KB	Download	Now	Free	Monthly
Quality	Report	Template	siamluckymarine.com	Size:	69	KB	Download	Now	Free	Weekly	Quality	Report	Template	azdot.gov	Size:	5	KB	Download	Now	Free	Service	Quality	Report	Template	lpsc.louisiana.gov	Size:	257	KB	Download	Now	How	to	Prepare	Quality	Inspection	Report	Template	You	cannot	just	pick	any	template	and	use	it	as	your	quality
inspection	report	template.	Before	you	get	started,	make	sure	you	have	prepared	your	report	template	well.	Here	are	the	following	preparations	you	have	to	make:	Choose	the	right	template.	You	need	to	carefully	choose	the	template	that	would	best	fit	for	your	report.	Make	sure	your	chosen	template	is	capable	of	relaying	all	the	information	you	want
to	present	at	one	glance.	You	could	actually	just	download	our	Report	Templates	from	this	page.	Relevant	labels.	Add	relevant	labels	to	your	template	so	as	to	make	sure	you	have	all	the	important	details	covered.	Nature	of	report.	Prepare	your	template	according	to	the	nature	of	what	you	wish	to	report	on.	Your	template	outline	and	format	should	all
be	dependent	on	what	you	plan	to	input	in	your	quality	report.	Standard	quality	criteria.	Allot	spaces	in	your	simple	template	for	standard	quality	criteria	that	you	would	want	to	use	to	measure	the	quality	of	products	and	services.	How	to	Write	a	Quality	Report	It	is	not	enough	that	you	only	prepare	your	sample	report	template.	You	should	also	be
critical	with	what	you	write	in	it.	Accurate	content	indicates	a	well	written	quality	report.	Here’s	how	you	should	write	a	quality	report:	Describe	facts.	One	way	to	ensure	quality	is	to	describe	facts	and	findings	as	it	is.	Exact	descriptions	could	be	helpful	in	evaluating	and	assessing	whether	or	not	a	product	or	service	still	maintains	standard	quality.
Use	common	language	or	keywords.	For	easier	comprehension	and	referencing,	it	would	be	ideal	to	write	quality	control	reports	in	keywords.	This	would	help	establish	a	common	language	for	better	understanding.	Develop	a	writing	style.	This	would	serve	as	a	trend	on	the	way	you	input	information	in	your	template.	A	writing	style	in	each	report
could	help	your	audience	familiarize	a	pattern	in	your	reporting.	Check	out	these	Executive	Report	Templates	and	write	comprehensive	quality	reports.	Free	Quality	Assurance	Report	Template	puffin.org.uk	Size:	42	KB	Download	Now	Free	Quality	Control	Report	Template	navydocs.nuqu.org	Size:	222	KB	Download	Now	Free	Quality	Audit	Report
Template	documents.wfp.org	Size:	109	KB	Download	Now	Free	Quality	Improvement	Report	Template	co.fresno.ca.us	Size:	419	KB	Download	Now	Free	Quality	Investigation	Report	Template	newrichmond.k12.wi.us	Size:	3	MB	Download	Now	Summary	reports	must	be	well	written	in	order	to	be	effective.	More	than	that,	here	are	a	few	guidelines	on
how	you	write	effective	quality	test	summary	reports:	Write	in	a	systematic	order.	Provide	a	comprehensive	conclusion.	Summarize	overall	report	content.	Download	a	report	template.	You	could	actually	download	our	Weekly	Status	Report	Template	and	see	if	this	is	appropriate	for	your	type	of	report.	Downloading	a	template	will	save	you	a	lot	of
time	and	effort	in	writing	reports.	This	task	involves	determining	the	boundaries	and	objectives	of	the	QA	report.	It	sets	the	stage	for	the	entire	quality	assurance	process.	Consider	the	impact	of	the	report	on	decision-making,	the	areas	to	be	covered,	and	the	desired	outcomes.	Identify	potential	challenges	such	as	unclear	requirements	or	limited	data
availability,	and	plan	accordingly.	In	this	task,	you	will	gather	data	and	statistics	from	multiple	sources	to	be	included	in	the	QA	report.	Identify	reliable	sources,	such	as	previous	reports,	databases,	or	surveys.	Consider	the	format	of	the	data	and	the	tools	required	to	extract	and	organize	it.	Analyze	any	potential	challenges	such	as	incomplete	or
inconsistent	data,	and	develop	strategies	to	overcome	them.	This	task	involves	analyzing	the	collected	data	to	uncover	patterns,	trends,	or	anomalies.	Utilize	statistical	tools	or	techniques	to	process	and	interpret	the	data	effectively.	Consider	the	potential	challenges	such	as	missing	or	invalid	data,	and	outline	methods	to	address	them.	Identify	key
insights	and	observations	that	will	contribute	to	the	QA	report.	Analysis	methods	Multiple	options	can	be	selected	from	this	list	This	task	involves	creating	an	initial	draft	of	the	QA	report	based	on	the	analyzed	data.	Structure	the	report	to	provide	clear	and	concise	information.	Consider	the	desired	format,	such	as	sections	or	headings,	and	any
specific	guidelines	or	templates.	Address	any	potential	challenges,	such	as	organizing	complex	data	or	ensuring	accurate	representation	of	findings.	In	this	task,	you	will	review	the	draft	QA	report	for	any	errors	or	inconsistencies.	Pay	attention	to	data	accuracy,	grammar,	spelling,	and	overall	coherence.	Ensure	that	the	report	aligns	with	the	defined
scope	and	addresses	the	objectives.	Identify	potential	challenges,	such	as	missing	information	or	conflicting	data,	and	make	necessary	revisions.	Errors	or	inconsistencies	This	task	involves	incorporating	changes	or	improvement	suggestions	into	the	QA	report.	Review	feedback	from	relevant	stakeholders	or	reviewers	and	identify	necessary	revisions.
Address	any	challenges	such	as	conflicting	suggestions	or	limited	time	to	implement	changes.	Ensure	that	the	updated	report	reflects	the	most	accurate	and	relevant	information.	Revisions	and	suggestions	In	this	task,	you	will	create	the	final	version	of	the	QA	report	incorporating	all	the	revisions	and	improvements.	Review	the	entire	report	to	ensure
that	it	meets	the	desired	quality	standards.	Pay	attention	to	formatting,	language,	and	the	overall	flow	of	information.	Consider	any	potential	challenges,	such	as	time	constraints	or	conflicting	feedback,	and	plan	accordingly.	This	task	involves	a	thorough	review	of	the	final	QA	report	to	identify	any	remaining	errors	or	inconsistencies.	Pay	attention	to
details,	such	as	data	accuracy,	grammar,	and	formatting.	Consider	any	potential	challenges,	such	as	overlooking	errors	due	to	fatigue,	and	take	appropriate	measures	to	ensure	the	report's	accuracy	before	proceeding.	In	this	task,	you	will	schedule	a	meeting	to	present	the	QA	report	to	relevant	stakeholders.	Consider	the	availability	and	time	zones	of
the	attendees.	Determine	the	appropriate	duration	for	the	meeting	and	any	necessary	materials	or	equipment.	Address	potential	challenges,	such	as	conflicting	schedules	or	limited	attention	span,	and	plan	accordingly.	Meeting	date	Attendees	A	member	or	group	will	be	selected	here	This	task	involves	creating	a	presentation	that	summarizes	the	key
findings	and	insights	from	the	QA	report.	Determine	the	structure	of	the	presentation,	including	sections	and	visual	aids.	Consider	potential	challenges,	such	as	condensing	complex	information	or	ensuring	clarity	and	coherence.	Ensure	that	the	presentation	effectively	communicates	the	main	points	of	the	report.	In	this	task,	you	will	deliver	the
presentation	summarizing	the	QA	report	to	the	stakeholders.	Use	engaging	techniques,	such	as	storytelling	or	visuals,	to	effectively	communicate	the	information.	Address	potential	challenges,	such	as	technical	issues	or	differing	levels	of	understanding	among	the	audience.	Ensure	that	the	stakeholders	grasp	the	main	findings	and	implications	of	the
QA	report.	This	task	involves	gathering	feedback	from	the	stakeholders	regarding	the	QA	report.	Determine	the	preferred	method	for	collecting	feedback,	such	as	surveys	or	face-to-face	discussions.	Consider	potential	challenges,	such	as	receiving	conflicting	feedback	or	limited	response	rates,	and	plan	accordingly.	Ensure	that	the	feedback	reflects
the	stakeholders'	views	on	the	report's	quality	and	effectiveness.	Feedback	methods	Multiple	options	can	be	selected	from	this	list	In	this	task,	you	will	incorporate	the	feedback	received	from	stakeholders	into	the	QA	report.	Analyze	the	feedback	to	determine	necessary	revisions	or	additions.	Address	potential	challenges,	such	as	conflicting	feedback
or	limited	time	to	implement	changes.	Ensure	that	the	updated	report	reflects	the	stakeholders'	input	and	addresses	their	concerns	or	suggestions.	Revisions	based	on	feedback	In	this	task,	you	will	archive	the	final	version	of	the	QA	report	for	future	reference.	Determine	the	appropriate	storage	location	or	system,	such	as	a	document	management
platform.	Consider	potential	challenges,	such	as	limited	storage	capacity	or	data	security	requirements,	and	address	them	accordingly.	Ensure	that	the	QA	report	is	easily	accessible	and	organized	for	future	use.	Upload	final	report	File	will	be	uploaded	here	This	task	involves	publishing	the	QA	report	on	a	company-wide	portal	for	broader
accessibility.	Identify	the	appropriate	portal	or	platform,	such	as	an	intranet	or	shared	drive.	Consider	potential	challenges,	such	as	access	restrictions	or	formatting	limitations,	and	plan	accordingly.	Ensure	that	the	QA	report	is	easily	discoverable	and	available	to	relevant	employees.	Browse	all	templates			Edit	in	Process	Street	Download	a	Project
Quality	Assurance	Plan	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	to	define	quality	assurance	procedures	for	projects	in	any	field,	from	construction	to	software	development.	The	template	provides	an	outline	with	sections	for	quality	objectives,	methodologies,	roles	and	responsibilities,	record	keeping,	audits,	metrics,	and	more.
Preformatted	tables	save	you	time	and	add	clarity	for	readers.	Edit	the	template	to	create	a	quality	assurance	plan	tailored	to	your	business.	Find	more	project	management	quality	assurance	templates	in	this	roundup	of	free	project	quality	templates.	Download	a	Quality	Assurance	Audit	Checklist	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF
Use	this	checklist	template	when	reviewing	a	quality	assurance	program	or	conducting	a	quality	assurance	audit	of	an	organization	or	process.	Enter	your	guidelines	or	standards	in	the	form	of	audit	questions.	Score	each	question	to	show	how	well	the	process	or	program	meets	each	requirement:	compliance,	opportunity	for	improvement,	minor
concerns,	and	major	concerns.	Add	comments	and	recommendations	based	on	the	audit	findings.	Download	a	Quality	Assurance	Audit	Report	Template	for	Microsoft	Word		|		Adobe	PDF	Create	a	detailed	quality	assurance	audit	report	with	sections	describing	the	audit	purpose,	scope,	process,	results,	and	recommendations.	Attach	any	supporting
documents,	such	as	data	sheets	or	related	reports.	Break	down	your	audit	conclusions	into	clearly	defined	concerns	and	recommended	actions.	Download	a	Quality	Assurance	Policy	Template	for	Microsoft	Word		|		Adobe	PDF	Use	this	template	as	a	standalone	policy	statement	or	as	part	of	a	quality	assurance	manual.	The	template	provides	example
headings,	which	divide	the	statement	into	sections	for	policy	purpose,	responsibilities,	goals,	strategies,	and	monitoring	methods.	Use	brief	paragraphs	and	bullet	points	to	produce	a	clear	and	concise	quality	assurance	policy	statement.	Download	the	Quality	Assurance	Framework	Template	for	PowerPoint	Create	a	visual	representation	of	your
quality	assurance	framework	with	this	slide	template.	This	template	is	appropriate	for	any	quality	assurance	approach	and	uses	a	streamlined,	color-coded	design	so	that	you	can	illustrate	important	information	clearly.	Edit	the	slide	titles,	and	list	key	elements	for	each	segment	of	your	framework.	Use	this	template	as	part	of	a	quality	assurance	plan,
manual,	or	presentation	for	stakeholders.	Download	a	Quality	Assurance	Agreement	Template	for		Adobe	PDF	This	template	provides	an	example	outline	of	a	quality	assurance	agreement	between	two	parties,	such	as	an	organization	and	a	contractor.	Use	the	template	to	develop	an	appropriate	agreement	based	on	business	type	and	services
provided.	Enter	terms	and	conditions,	legal	information,	necessary	provisions,	and	supporting	documents.	The	template	also	includes	signature	lines	with	dates	at	the	bottom.	Download	the	Quality	Assurance	Dashboard	Template	for	Excel	Track	quality	assurance	progress	and	key	performance	indicators	(KPIs)	with	this	dynamic	dashboard	display.
Monitor	audit	KPIs,	such	as	the	status	of	scheduled	audits,	number	of	critical	versus	low-risk	results,	and	average	time	to	resolution.	Enter	your	planned	quality	assurance	tasks	in	order	to	view	a	monthly	roadmap	that	shows	the	percent	complete	for	each	item.	Use	the	template	for	a	single	project	or	for	ongoing	quality	assurance	management.
Download	a	Quality	Assurance	Log	Template	for	Excel		|	Google	SheetsThis	template	is	perfect	for	logging	quality	assurance	activities	and	issues.	The	log	includes	columns	for	listing	the	reference	number,	date,	the	process	measured,	the	name	of	the	quality	assurance	analyst,	results,	and	action	items.	For	each	entry,	choose	a	priority	and	mark
whether	the	issue	or	task	has	been	resolved.	Use	the	comments	column	to	track	important	details	and	communicate	with	team	members.For	related	tools,	see	this	collection	of	quality	control	templates,	including	a	quality	control	log	template.	Download	a	Call	Center	Quality	Assurance	Scorecard	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF
Measure	customer	service	performance	with	this	quality	assurance	scorecard.	Score	call	center	agents	on	etiquette,	call	procedures,	problem	solving	and	technical	skills,	and	product	knowledge.	Enter	the	items	you	want	to	evaluate,	such	as	using	effective	de-escalation	skills	or	following	certain	call	procedures.	Add	a	numbered	score	to	each	item	to
see	how	the	agent	measures	up	to	the	target	score.	Download	a	Quality	Assurance	Action	Plan	Template	for	Excel		|		Microsoft	Word		|		Adobe	PDF	Organize	your	quality	assurance	action	plan	in	this	simple	spreadsheet	template.	Use	the	results	from	a	quality	assurance	review	to	create	an	action	plan	that	addresses	identified	issues.	Enter	the	issues,
proposed	actions,	owners,	and	due	dates.	Use	the	Status	column	to	track	progress	as	you	carry	out	the	plan.	A	quality	assurance	plan	template	covers	key	plan	components,	such	as	quality	standards,	procedures,	roles,	documentation,	and	auditing.	The	template	is	typically	formatted	as	a	report	but	can	also	be	a	spreadsheet	plan	focusing	on	action
items.Learn	more	about	quality	assurance	and	quality	management	in	these	guides	to	quality	improvement	processes	and	the	continuous	quality	improvement	approach.	Empower	your	people	to	go	above	and	beyond	with	a	flexible	platform	designed	to	match	the	needs	of	your	team	—	and	adapt	as	those	needs	change.		The	Smartsheet	platform
makes	it	easy	to	plan,	capture,	manage,	and	report	on	work	from	anywhere,	helping	your	team	be	more	effective	and	get	more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it	happens	with	roll-up	reports,	dashboards,	and	automated	workflows	built	to	keep	your	team	connected	and	informed.		When	teams	have	clarity	into	the
work	getting	done,	there’s	no	telling	how	much	more	they	can	accomplish	in	the	same	amount	of	time.	Try	Smartsheet	for	free,	today.


