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Cannot walk down 
facility

Rely on completed 
paperwork

Pictures or videos can 
be requested

Remote Audit Limitations
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Interview point-of-
contact (POC)



Limitations of the Remote Audit

Audit limited to facility uploaded information in 
SharePoint Site

So, focus of remote audits is limited to document review

Information/records requests are very important
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ProcedureRegulation

implementation Document



One Month Out

• Notification letter sent to site

• Can YOU make the time commitment needed?
oPre-audit phone call

oAudit preparation

o Two days for remote

o Four days for on-site

o If you CANNOT – tell DOCAP as soon as possible so alternative 
auditor can be found

• You need to prepare for each step in the audit cycle
oKnow your LOIs – they will guide your records request
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Two Weeks Out

• Pre-audit team phone call
oVerify focus area, time zones, agenda, etc.

oWho do you send additional records requests to?

oWho are your other auditors?

• Ensure you can access the DOECAP websites!!

• Project Enhancement SharePoint Site:
ohttps://projectenhancementcorp.sharepoint.com/sites/pr

ojects/AU21/DOECAP/SitePages/Home.aspx

• DOECAP Audit Report Website
ohttps://doecapauditreports.projectenhancement.com/
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PEC SharePoint site

• Prior years audit materials

• Prior years audit reports

• Site will upload to either individual 
auditor folders or 2022 Audit 
Materials

• Site and Auditor Points-of-Contact list
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SharePoint Site Audit Materials
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SharePoint Alert
• Set up an alert on the audit folder so when files are 

uploaded you can start reviewing
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Last Audit 
Report

Summary ~ Page 3

Do you have any findings to 
close?
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Prior Year Audit Materials

• Find procedure list –
hopefully it will have 
titles, number, and 
revision or date

• Look in auditor folders 
to see what information 
was used in the last 
audit
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DOECAP Audit Report Site

https://doecapauditreports.projectenhancement.com/

• Audit Information

• Findings and Observations

• Close Finding

• Interviews – NEW!!

• Site Sheets

• Checklist
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Site Information
• Review site information and description sheets

15



Programs, Plans, and Procedures
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Checklist

• Checklist – completed by Site

• Differences highlighted 

• Review auditor’s notes from last year
o Items not assessed

oPossible problem areas 
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Checklist

• Check other “Frequency 
Identifiers” for LOIs you 
can answer

• Use auditor comments
column to remind you of 
outstanding issues or 
requests

• Use auditor notes column 
to leave comments for 
next auditor
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Auditor’s Checklist
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Other Sites

• Regulator websites (EPA, State, etc)
oPermits and/or licenses 

o Inspection history

oViolation history

• Facility/Corporation website
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ALWAYS the first request 

• Current procedure list – with titles, number, and 
revision or date  (also known as secret decoder ring)

• Facilities upload only procedures that have changed 
since the last DOECAP audit 

• This list is imperative if you are looking in old audit 
material folders 
oprocedure numbers used as file names
o titles change
oMultiple auditor folders have copies
oNot always easy to find procedure without opening every 

file
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Requests

• Identify the documents you need 
oRequest completed forms associated with procedures

❖Forms and procedures are not always uploaded together, and 
forms may be forgotten altogether if not appendices to 
procedures 

oBe as specific as you can 

oReference procedures and form numbers
❖Waste profile (form WP-2021) per WP-003, Profiling

❖Waste Inventory per IN-002, Waste Tracking

• Send information request to Hannah Hidle or Audit 
Support Person identified on POC list
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Typical Waste Operations Request
• What two treatments are most often conducted on DOE waste?

• Two DOE waste profiles with shipments within 2022, One shipment 
receipt, treatment, disposition records for each waste profile.

• Audit/surveillance reports regarding waste operations
o Sometimes listed in Site Information Sheet

• Any surveillances and/or NCRs regarding waste operations (last 12 
months)

• Daily, weekly, and monthly inspection reports for April 2022.  
o If discrepancies identified, associated corrective action follow-up.

• Current facility waste inventory that includes “age”, description and 
quantity of each waste received and method(s) and date(s) of its 
treatment, storage, or disposal. 
o Identify DOE waste on-site if possible

• Training reports for the following
o Request by title used in procedure and identify procedure

• Any non-Conforming Shipments or discrepancy report(s) for the past 
12-months
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Give yourself time to review 
information received 

• Reading or scanning 
procedures take time

• Many procedures 
reference others 
• Helps to have at least two 

monitors ☺

• Forms are not always 
attached and may take 
some time to find and/or 
review
• Do they match the 

information required in 
the procedure?
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Audit Time!
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Electronic Records

• Identify what electronic records or databases do you 
need to “see”
oRequest screen shots

o Schedule time with virtual platform to have POC walk you 
through

• Need POC at computer with access to all parts of 
database and virtual platform

• Window/Shift/S – selected item screen save

• Alt/PrtScn – entire screen save
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½ Hour Interview Time

• Considerations:
o Do you need to close findings?
o Will you be on-site the next week?
o Are you missing requested documents?

❖ Keep a list of everything you have asked for and cross off as you receive 

o Do you have additional information requests?

• Preparation
o Have questions ready based on information already received
o If you are screen sharing, ensure DOECAP facilitator knows which file or that 

you will be sharing your screen

• At the End:
o Confirm outstanding information requests
o Identify any new POCs you need to contact/schedule
o Confirm POC appointments

• Remember time zone differences!!!
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Other Auditors

• May be requesting the same documents
o Inspection reports

oArea photographs

o Training reports

• You can open and use files from other Auditor folders

• Listen to other Auditors interviews
o If you have already requested the information

o If you know what folder the information is already in

o If you need the same information or a slight variation
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On-Site Interviews
• NEW!

oUsually Waste Operations, Industrial Safety and Health, and 
Lead Auditor

o Interview Operations personnel and/or Supervisor

oHave at least 5 questions ready 

❖Nerves will come in to play, this is NOT a “gotcha” situation

❖Start with general information questions

❖Clarify a part of the operation you didn’t understand or was 
confusing to you 

❖Key hold points

❖What paperwork are you responsible for?

oNot procedure step-by-step - level of knowledge and 
training
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Daily Close-out

• Who you talked to
• What you accomplished
• Any issues identified

• finding or observation? 
Can be indeterminate 

• What information 
request(s) are outstanding

• Any new information 
requests?

• What are you doing 
tomorrow?

• Schedule one-on-one 
time with POC?
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Final Thoughts
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• Preparation is key

• Get information requests in ASAP

• 30-minute interview - schedule other POC time

“Before anything else, 
Preparation is the key to success.”

Alexander Graham Bell



Questions?
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