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PRIVATE 

AUDITPAK

PACE NOTES

The course may be run as either a one-day or a two-day course, the main difference between the two formats being the amount of time devoted to the review of ISO 9000, the exercises and the mock audit.  Timings for each of the course sections are detailed below.  These timings are based upon presenting the course contents in the manner and format laid out in the Tutor's Notes with adequate time allowed for questions.  Allowance is not made for the inclusion of exercises.  These timings are detailed on the individual exercises.

SECTION





TIMING

Background and development of ISO 9000


15 mins

Quality Vocabulary





10 mins

Introduction to Quality Assurance



15 mins

Review of ISO 9000





1½ - 3 hrs

Audit Planning






1 hour

Performance of the audit




1 hour

Typical one and two day timetables are shown overleaf.

INTERNAL AUDITOR TRAINING COURSE


ONE-DAY COURSE TIMETABLE

 9.15 - 9.20

Introduction

 9.20 - 9.30

Warm-up exercise

 9.30 - 9.45

Background and development of ISO 9000

 9.45 - 9.55

Quality Vocabulary

 9.55 - 10.05

Introduction to Quality Assurance

10.05 - 10.35

Review of ISO 9000

10.35 - 10.45

BREAK

10.45 - 11.45

Review of ISO 9000 (cont)

11.45 - 12.45

Audit Planning

12.45 - 1.15

LUNCH

 1.15 - 1.45

Audit Planning Exercise

 1.45 - 2.45

Performance of the audit

 2.45 - 3.00

Review of Internal Audit procedure

 3.00 - 4.30

Mock Audit

 4.30 - 5.00

Review of Audit Results

 5.00


CLOSE

This programme is intense and demanding.  In particular, the time allowed for review of ISO 9000 allows for only a brief review (approx. 5 mins per clause).  To make best use of this time delegates should have prepared by reading the standard itself, or the interpretation included in the Delegates Notes. Care also needs to be taken in the apportioning of time for the various stages of the Mock Audit exercise to ensure delegates complete all stages.

INTERNAL AUDITOR TRAINING COURSE


TWO-DAY PROGRAMME

DAY ONE
 9.15 - 9.20

Introduction

 9.20 - 9.30

Warm-up exercise (Listening skills)

 9.30 - 9.45 

Background and development of ISO 9000

 9.45 - 9.55

Quality Vocabulary

 9.55 - 10.30

Introduction to Quality Assurance

10.30 - 10.45      
BREAK

10.45 - 12.15

Principles of Quality Assurance Exercise

12.15 - 1.30

LUNCH

 1.30 - 4.30

Review of ISO 9000 

 4.30


CLOSE

DAY TWO

 9.15 - 9.30

Warm-up Exercise (Team building)

 9.30 - 10.30

Audit Planning

10.30 - 11.15

Audit Planning Exercise

11.15 - 11.30

BREAK

11.30 - 12.30

Performance of the Audit

12.30 - 1.30

LUNCH

 1.30 - 4.00

Mock Audit

 4.00 - 4.30

Review of Audit Results

 4.30


CLOSE

The two-day course is a much less intense course than the one-day course with the extra time allowing greater in depth discussion of the subject.  In particular the additional time allowed for the ISO 9000 Review permits each clause to be expanded upon and explained in the context of the delegates own organisation.  This will certainly help delegates who are unfamiliar with ISO 9000 understand how the standard relates to the environment in which they work.  The two-day course also allows for greater group discussion around the subject of Quality Assurance in general.  This discussion is facilitated by the Principles of Quality Assurance exercise.

To summarise therefore, the two-day course is more suited to groups who are less familiar with Quality Assurance and ISO 9000 since the course devotes a greater proportion of the time to these subjects.  The one-day course is more suited to delegates who simply need to understand the principles of Internal Audit in order to act as effective and efficient Internal Auditors.
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