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Previous manual method of distn"buting, tracking and responding to hard
copy quality assmance (QA) messages took several weeks to complete.
Messages lost during manual distribution had to be reaccomplished.

Background

Method An automated form of distributing and tracking QA messages using email
and Microsoft Outlook was established. Custodians can immediately reply
to messages using voting buttons on each message. Voting option
requires recipients to respond before d1e message can be deleted. A
tracking menu on each message allows d1e sender to review all responses
at one time.

The new tracking system has reduced the overall QA message response
time by 12 days. QA message responses now average 2 days compared
to the 14-day avemge of previous tracking system. Response report can
be printed for file with custodian name, exact time and date the message
was read.

Conclusion

-- - -- -- - -
Inspectors identify potential best practices during the inspection process.
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