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Assessment Communication MemoEXAMPLE
Jemila Adetunji
Quality Section Head

Quality Section  
P.O. Box 500, MS 119 
Kirk Road and Pine Street
Batavia, Illinois 60510-5011 USA
Office: 630.840.2412
jemila@fnal.gov


Date:
To: 
From: (Assessment lead)
Re: (Title of Assessment/name of organization)

Message (Describe the scope, objectives, and criteria of the assessment.)
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Interviewees
	Name
	Title/Role

	
	

	
	

	
	

	
	


Expectations of Interviewees: Participate in interviews with the Assessment Team and serve as Subject Matter Experts for the organization.

Final Report
The Assessment Team shall summarize activities and detail nonconformances, management concerns, opportunities for improvement, recommendations, best practices, and lessons learned in a formal report. For final report requirements, please see the Assessment Report Template and QAM Chapter 12080 “Fermilab Assessment Program,” section 5.2.4.

The lead assessor shall enter all items into iTrack, and responsible parties shall provide a corrective action plan and/or response in iTrack, detailing the actions to be taken to resolve each item. The lead assessor shall forward the assessment documents to the Quality Section where they shall be entered into Directorate DocDB. 

Distribution
Organization Management
Assessment Team
Interviewees
Quality Section
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3¢ Fermilab
Fermi National Accelerator Laboratory

Managed by Fermi Research Alliance, LLC for the U.S. Department of Energy Office of Science www.fnal.gov
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3¢ Fermilab
Fermi National Accelerator Laboratory

Managed by Fermi Research Alliance, LLC for the U.S. Department of Energy Office of Science www.fnal.gov










