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PREPARATION FOR AN AUDIT.
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Items to take on an audit

q

Audit plan/checklist

q

Copies of QA manual, procedures, work instructions 

etc.

q

Copy of standard (i.e. ISO 9001:2000 or ISO 

9004:2000)

q

Notepad and pencil

q

Audit report forms



Preparation is vital for the execution of an efficient and effective audit.  Auditing is a task that is demanding in terms of the concentration required and if matters arising from lack of preparation distract an Auditor, then he will not be able to conduct the audit to the best of his ability.


Prior to commencing an audit, auditors should: -

•
Familiarise themselves with the system documentation.  The auditor should read it, understand it and relate it back to the applicable standard (ISO 9000).

•
Prepare an audit checklist.  This should be prepared after studying the system documentation.  The use of "standard" checklists should be avoided where possible.

•
Check that key staff are going to be available on the day of the audit.  This is very important because often people try to avoid being involved in the audit.  It is essential that key people are available and if this proves difficult then the support of the senior management should be sought.


On the day of the audit it is important that the auditor is personally well prepared.  Experienced auditors soon develop a style which ensures they carry with them all the paraphernalia needed on an audit.  This often varies from auditor to auditor but normally includes the following: -


•
An audit plan and checklist.


•
Copies of the relevant documentation (QA Manual, procedures, work instructions etc.)


•
Copy of the standard (i.e. ISO 9000).


•
Note Pad.


•
Audit Forms.


All auditors should check that there are no special safety or other requirements they have to adhere to, particularly if they are entering manufacturing or processing areas. Where appropriate, auditors should wear hard hats, safety glasses, re-enforced shoes etc. for their own personal safety.


TUTORS  NOTES


Most of the points covered in this section are obvious and self-explanatory.


Stress that Auditors have a right to expect support from senior management.  If they experience difficulties in arranging for people to be available, they should not be left to resolve the problem on their own.


Stress also the importance of being prepared.  At this stage delegates will not realise how demanding auditing can be and how distracting it can be not to have the right forms etc. to hand.
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Items to take on an audit

		Audit plan/checklist

		Copies of QA manual, procedures, work instructions etc.

		Copy of standard (i.e. ISO 9001:2000 or ISO 9004:2000)

		Notepad and pencil

		Audit report forms


















