Quality Assurance Review Checklist

The following is a list of some of the items that will be reviewed.  

· Mission Statement

· Goals and Objectives

· Policies and Procedures for critical operations in your department

· Standards of Conduct Guide ("tear-off" signed by employees)
· Conflict of Interest Acknowledgement Form
· Statement of Account reconciliations

· Petty Cash Log (if applicable)

· Procard Log/backup 

· Purchase Orders 

· Inventory Records (Annual Inventory Certification)

· HR Records (time reports, performance reviews, hiring/separation paperwork, etc.)

