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INTERNAL AUDIT CHECKLIST

Name of Auditor
:   




Position:

Name of Auditee
:                                


Position:

	

	CHECK ITEM
	Yes
	No
	N/A

	1
	Principal:          
                                      


   

	.1
	Well aware of the contents & application of Quality Manuals and Forms  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.2
	Signed relevant section of Quality Manuals and Forms
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.3
	Quality records are maintained.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.4
	Attends management review meetings
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.5
	Arranges training for the staffs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.6
	Customer comments are reviewed, recorded & analyzed. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	Senior Lecturers/Lecturers: 


	.1
	Well aware of the contents & application of Quality Manuals and Forms  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.2
	Signed relevant section of Quality Manuals and Forms
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.3
	Quality records are maintained.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.4
	Attends management review meetings
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.5
	Arranges training for the staffs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.6
	Customer comments are reviewed, recorded & analyzed. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	Course Co-ordinator:


	.1
	Well aware of the contents & application of Quality Manuals and Forms  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.2
	Relevant Quality records are maintained.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.3
	Arranges review meetings.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.4
	Maintains & controls all the controlled documents.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.5
	Makes training plan & ensures training is carried out.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.6
	Conducts internal audit.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.7
	Monitors proper implementation of Quality System in place
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4
	Executives & Other Staffs:


	.1
	Knows quality policy & objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.2
	Knows who the MR is and his function.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.3
	Knows his duties and responsibilities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.4
	Knows the contents & application of Quality Manuals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.5
	Maintains relevant quality records.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.6
	Knows about NCR and its application.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	.7
	Knows about controlled & uncontrolled documents.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Audit findings:

                                                               





re  


 
Signature                                                                              


Signature

 Management Representative                                                          



 Principal









Observation: 


Non conformance:


Corrective action request:  


General remarks:
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