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Audit sharing 
The BRCGS Directory allows an audit owning company to ‘share’ their audit record with other companies on the Directory.  
The audit record includes; 
· All information from the most recently conducted audit 
· PDF versions of the report, certificate and any supporting documents added by auditing CB 
· Access to previously conducted audits for the same site and Standard 
· Detail of reasons for expiry and confirmed future audits (if added by the CB) 
Sharing access is configured at company level & allows all account holders for the recipient company to view the audit record. 
Users cannot however edit or re-share audit records shared with them. 
Sharing is effective immediately on configuration and can be rescinded by the owner (or the recipient company) at any time, again with immediate effect. 
[bookmark: _GoBack]Sharing an audit record with a company 
1. From the Audits area – use the search tool to locate the audit record to be shared. Searches can be conducted using the site code, name or Audit ID. 
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2. Select the quick-menu in the far right column (displayed as three dots), followed by Sharing to open the sharing area  
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3. Use the search tool to find the company (or Certification Body) the audit record is to be shared with 
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4. Once the appropriate company is located, tick the Share box in the far right column to complete the process
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