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1. Purpose, Scope and Users

The purpose of this procedure is to describe all audit-related activities: writing the audit program,
selecting an auditor, conducting individual audits and reporting.

This procedure applies to all laboratory activities that fall under the \Scope of Accreditation including the
management of the laboratory, sampling, tests and/or calibrations, reports and records.

Users of this procedure are members of laboratory top management and laboratory personnel of
[organization name] that plan, schedule, participate and report on the internal audit.

2. References

e ISO/IEC 17025:2017; Clause 8.8
e SO 19011:2011
e Quality Manual

3. Conducting an Internal Audit

3.1. Internal audit planning

It is the responsibility of [h’ob titlel] to plan, establish, implement and maintain an annual Internal Audit

Program. [job title] determines the frequency, methods and responsibilities for conducting the audits

The team leader and internal audit team (auditors) assemble with members of the laboratory’s

audited, as well as results of previous audits.

The internal audits are conducted at least once on an annual basis and are completed in time for the

audit.
Additional internal audits may be conducted in the case of:

. ISignificanﬁ reclamation from client - decision about whether the reclamation is significant and
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3.2. Appointing internal auditors

[bob title\] appoints internal auditors and a leader of the audit team (if there are more internal auditors).

An internal auditor may be someone from the laboratory or a person outside the organization. Criteria
for appointing internal auditors are:

e necessary competence — achieved through education and/or experience.

Internal auditors must be selected in such a way as to ensure objectivity and impartiality, i.e. to avoid

3.3. Conducting internal audits

On the date of the planned internal audit, the team leader and internal audit team (auditors) assemble
with members of the laboratory’s management team discuss the Internal Audit Plan and review any

Nonconformity Reports issued.

The audit must be conducted according to the Internal Audit Program by the auditors using prepared

auditing involve steps to seek objective evidence against pre-defined audit criteria, for example:

e All documentation (internal and external) is current and complete.

e Controls to ensure the validity of results are effective (e.g., use of internal and external quality
checks).

e The Internal Audit Process Checklist is used to record the witnessing and vertical audit findings.

Commented [1702513]: Quality manager or person
designated by Quality manager.

Commented [1702514]: Specific principles and
requirements for conducting an internal audit are in
standard 1SO 19011, clause 6.5.
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During the audit, the audit team is required to collect objective evidence that either confirms
compliance with procedures or confirms nonconformities.

3.4. Internal audit reporting

When the audit is complete, the audit team meets in order to review the audit. The team identifies and

[Job title] must ensure that timely action is taken for all NCRs and the results reported to management.

3.5. Follow-up activities

The owner of the process in which the nonconformities are identified must ensure that all necessary

After performing corrective actions, if necessary, [job title] conducts audit follow up using Audit Internal
Report in order to assess the effectiveness or verification of corrective actions.

4. Managing Records Kept on the Basis of this Document

Documentation for the completed audit consists of completed audit documents and objective evidence

Storage

Record name Code Retention . Responsibility
i Location

time
Internal Audit Program PR.18.1 5 years EJJ:]C]E of [jok [job title]
Internal Audit Checklist PR.18.2 5years {?JZ;:]E ofiliob [job title]
Audit Nonconformity Report PR.18.3 5years {?t];z;:]e of [job [job title]
Internal Audit Process Checklist PR.18.4 5years {?JZ]C]E etk [job title]
Internal Audit Report PR.18.5 5 years {?JZ]C]E of jok [job title]
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5. Appendices

e Appendix 1 —Internal Audit Program

e Appendix 2 —Internal Audit Checklist

e Appendix 3 — Audit Nonconformity Report

e Appendix 4 —Internal Audit Process Checklist
e Appendix 5 —Internal Audit Report
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