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Internal Audit Document
	Subject
	Ref
	Question
	Response

	General


	Can customer be identified?
	

	Customer
	Who took enquiry?
	

	
	Personnel who took enquiry part of identified team?
	

	
	Were forms signed?
	

	
	
	
	

	Company

Quotation
	Was enquiry generated by authorized representative?
	

	
	Was enquiry checked by authorized representative?
	

	
	How was quotation sent?
	

	
	Was Quotation signed and dated?
	

	
	
	
	

	Customer 

Order
	Order viewed and approved for manufacture by Authorized person?
	

	
	Was Customer told of delivery time?
	

	
	Was order checked against quotation for differences?
	

	
	Was Customer Name and Reference entered onto sheet?
	

	
	Was Order given internal reference?
	

	
	Was Order Sheet signed?
	

	
	
	
	

	Input of Order into Computer
	Was information entered onto computer by authorized personnel?
	

	
	Was Customer name and reference entered correctly?
	

	
	Was sheet signed?
	


	Subject
	Ref
	Question
	Response

	General
	2.4.1
	Was Computer Sheet checked against Customer Order?
	

	Works

Order
	
	Were all Computer Sheets printed?
	

	
	
	Was Sheet Signed?
	

	Company Purchase Order
	
	Was Product ordered correctly?
	

	
	
	Was Purchase Order Faxed dated and signed?
	

	Goods 

Received
	
	Was Delivery Note received?
	

	
	
	Was Delivery Note checked against Purchase Order, signed and dated?
	

	Inspection
	
	Are Operators Inspecting work as per their Job Description?
	

	
	
	Was Final Inspection carried out by Fully trained operative?
	

	
	
	Was Sheet Signed?
	

	Invoices
	
	Do Invoices match original order?
	

	
	
	Was Invoice available?
	

	Completed Customer File
	
	Were the following together:
	

	
	
	Customer Order?
	

	
	
	Pink Invoice Copy
	

	
	
	Signed Delivery Note?
	


	Subject
	Ref
	Question
	Response

	
	
	Can all Controlled Documents be identified?
	

	
	
	Can all Locations of Controlled Documents be Identified?
	

	Manuals
	2.4.2.1
	Can all Copies of Controlled Documents be identified?
	

	
	
	Can all locations of Uncontrolled Documents be identified?
	

	Manuals
	2.4.3.1
	Are all pages of Quality Manual signed and updated?
	

	
	
	Are all pages of Works Manual signed?
	

	Standards
	2.4.3.2
	Can the following Standards be found?
	

	
	
	BS7412
	

	
	
	BS7950
	

	
	
	BS4873
	

	Company

Documents
	2.4.3.3
	Can all Original Copies of Forms be located?
	

	
	
	Do Forms currently in use match the Issue of the Original Copy
	

	Product

Literature
	2.4.3.4
	Can Literature from each Supplier be found?
	

	Control Of Records
	2.4.4
	Identify historical records for:
	

	
	
	Management Review
	

	
	
	Audit Reports
	

	
	
	Completed Orders
	


	Subject
	Ref
	Question
	Response

	
	
	When was the Last Management Review?
	

	
	
	Did the date Match the proposed date in the previous minutes?
	

	Review Input
	3.3.6.1
	When is the next Management Review Meeting?
	

	
	
	Identify from the Minutes of the Previous Meetings actions to be undertaken
	

	
	
	Are there actions?
	

	Review Output
	3.3.6.2
	Are clear actions for improvement identified?
	

	
	
	Have actions been implemented?
	

	
	
	Are individuals identified?
	

	Provision of

Resources
	4.3.1
	Is there evidence sufficient funds are available?
	

	Human Resources
	4.3.2
	Do all current employees appear in Records?
	

	
	
	Is there ongoing training?
	

	
	
	Are Training Records up to date?
	

	
	
	Are people operating machines, trained?
	

	
	
	Are all Driving Licences Current?
	

	
	
	Are there Points on any Licenses?
	

	Infrastructure
	4.3.3
	Are Factory Heating Records up to date?
	

	
	
	Is there sufficient Lighting?
	

	
	
	Are Machine maintenance records up to date?
	

	
	
	Are all employees wearing personnel protective equipment?
	


	Subject
	Ref
	Question
	Response

	Planning Realization
	5.3.1
	Are BBA. SBD & BFRC Licences available

Check all critical materials
	

	
	
	are purchased from specified supplier?
	

	
	
	What critical materials are in use on the shop floor?
	

	
	
	Are there any non specified critical materials in Stores?
	

	
	
	Check Delivery Notes from critical material suppliers for clear material descriptions?
	

	
	
	Do Goods Inwards Forms show records of inspection?
	

	Product Related Requirements
	5.3.2.2
	Find example of Quote & Order & identify match
	

	
	
	Are Order Amendments recorded?
	

	Customer Communication
	5.3.2.3
	Is Supplier literature available?
	

	
	
	Are there records of Customer Satisfaction?
	

	
	
	Are there records of Customer Complaints?
	

	
	
	Are records kept of Complaint Investigations?
	

	Purchasing Process
	5.3.4.1
	Are all Suppliers rated?
	

	
	
	When was the last rating?
	

	
	
	Are there any suppliers on 2 or 3 rating?
	

	
	
	Are any Non Conformities raised against Suppliers?
	

	
	
	Is there evidence of Corrective or Preventative action against relevant supplier issues?
	

	Purchase Information
	5.3.4.2
	Are all Purchase Orders recorded accurately?
	


	Subject
	Ref
	Question
	Response

	Verification of Product Purchased
	5.3.4.3
	Are Customer Delivery notes signed?
	

	
	
	Are there Delivery notes missing from Customer file?
	

	
	
	Are all Supplier Delivery Notes signed?
	

	
	
	Are there records of Delivery quantities and quality checks?
	

	Control of Production
	5.3.5.1
	Are Weld Head Temperatures taken daily?
	

	
	
	Do Weld Tests follow Works manual?
	

	
	
	Are Measuring Tapes Calibrated?
	

	
	
	Are Measuring Tapes up to date?
	

	
	
	Can all Measuring Tapes be found?
	

	
	
	Is Steel Rule available?
	

	
	
	Are all Forms specified in Works Manual completed and up to date?
	

	Validation Process
	5.3.5.2
	Are all work stations signed for on cutting list?
	

	
	
	Are checks carried out at each work station?
	

	Traceability
	5.3.5.3
	Are all Profiles, Beads and Reinforcing clearly marked in Storage Racks?
	

	
	
	Are Profiles and Beads stored on 1m supports?
	

	
	
	Are Cut lengths individually identified?
	

	
	
	Does each completed product have its own label?
	

	Customer Property
	5.3.5.4
	Are there Customer Property Sheets?
	


	Subject
	Ref
	Question
	Response

	Product Preservation
	5.3.5.5
	Inspect Finished product for signs of damage?
	

	Control of Measuring Devices
	5.3.6
	Can Certificates be found for Steel Rule, Temperature Probe and Factory Heating Form
	

	
	
	Are Devices well maintained and stored safely?
	

	
	
	Who is trained to operate Calibrations?
	

	Customer Satisfaction
	6.3.2.1
	See Customer Communication 5.3.2.3
	

	
	
	Was the Previous Audit on Schedule?
	

	
	
	Have all requirements been met?
	

	
	
	How many NCR’s have been raised since last Internal Audit?
	

	Internal Audit
	6.3.2.2
	Have all NCR’s been actioned?
	

	
	
	Have Preventative Measures been implemented?
	

	
	
	Is there evidence of Inspection of Suppliers Goods?
	

	Monitoring of Product
	6.3.2.4
	Are Goods Inwards sheets signed?
	

	
	
	Is there evidence of dimensional checks of product during production?
	

	
	
	Does Final Inspection show product clean and fully operational?
	

	
	
	Does finished product identify Pass and Fail?
	

	
	
	Do Non Conformity Reports identify scrap and location?
	

	Non Conforming Product Control
	6.3.3
	
	


	Subject
	Ref
	Question
	Response

	Analysis of Data
	6.3.4
	Do Management Meeting Meetings analyse Data?
	

	
	
	Are actions discussed and created?
	

	Continual Improvement
	6.3.5.1
	Is there evidence from Analysis that actions have been made to improve Company and or Product?
	

	
	
	Have all targets set in Previous minutes been met?
	

	
	
	Are all Corrective Actions completed on Non Conformity Reports?
	

	
	
	Are Corrective Actions discussed at Management Meetings?
	

	Corrective Action
	6.3.5.2
	Customer complaints dealt with at Customer Communication 5.3.2.3
	

	
	
	Are Preventative Actions discussed at Management Meetings?
	

	Preventative Action
	6.3.5.3
	Is there evidence from minutes of meetings that Preventative Actions have been implemented?
	

	
	
	What outstanding Preventative Actions are there?
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