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1.
Objective
This procedure is carried out with the following objectives:

 To examine whether work process is implemented as documented in the quality system.

 To provide feedbacks to the management on the effectiveness of the quality system implementation.

2. Scope

This procedure is applicable to the internal quality audit system at the NREB Headquarters and to be held twice a year.
3. Definition
LEAD AUDITOR is the leader for Internal Quality Audit team appointed by the management. The Internal Quality Audit team consists of Audit Team Leader and at least two members.
4.
Abbreviation
i. AHRF
-
Administration, Human Resource and Finance

ii. CEQ
-
Controller of Environmental Quality

iii. IQA
-
Internal Quality Auditors

iv. MRM
-
Management Review Meeting

v. NREB
-
Natural Resources and Environment Board

vi. NCR
-
Non-Compliance Report
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5.
Details of Procedure
	No.
	Action

	Responsibility

	a.
	Prepare Audit Schedule and forward to CEQ for approval.


	Section Head (AHRF)

	b.
	Approval on Audit Schedule:
 If approved, proceed with the Audit Schedule and inform the Internal Quality Auditors. 
 If not approved, forward to Section Head AHRF for revision.


	CEQ

Section Head (AHRF)

	c.
	Forward the Audit Schedule to the IQA for follow-up action.


	Section Head (AHRF)

	d.
	Prepare the Audit Programme (Appendix II).

· Identify the relevant quality requirements – Prepare the schedule by indicating the time, quality procedures and responsible person/process owner to be audited.

· Gather relevant data on the auditor, Quality Manual, Quality Procedures and Supporting Documents.


	IQA



	e.
	Issue notice on the IQA.


	Section Head (AHRF)


	Department:

Natural Resources and Environment Board
	Title of Procedure:

Internal Quality Audit

	Revision. No.:00

	
	Procedure Number:

PK-NREB-005(MA)


	


	No.
	Action

	Responsibility

	f.
	Carry out the audit by organizing the following:

i. Opening Meeting
 Chair the opening meeting and confirm on the purpose, scope and specifications applied.
 Revise the programme and explain on the report format
 Arrange with the management for closing meeting and invite questions for clarifications from management/auditee.
 Assure the management that findings will be treated as “Commercial-in Confidence” and inform that audit findings are based on sample taken during the audit.
ii. Performing the Audit 

 Carry out the audit and record findings in the Audit Note (Appendix III) 
 Report any non-conformance in the Non-Compliance Report (Appendix IV).
 Present the report in closing meeting.
iii.  Closing Meeting
 Chair the closing meeting and report the IQA findings.

 Quantify non-conformance and give recommendations.

 Invite questions from auditees and provide feedback.

 Agree on any follow-up action which may be required.

 Make a statement regarding confidentiality of information.


	Audit Team Leader/IQA



	g.
	Monitor corrections & corrective actions which involved the following:

 Ensure that the corrections & corrective actions are being implemented and the agreed time frame to implement the corrections & corrective actions is achieved.

 Ensure actions taken by the auditee are effective.

 Initiate and control the corrections & corrective actions arising from the Audit Report.

 Do follow up visit to clear non-conformance.


	IQA
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	No.
	Action

	Responsibility

	h.
	Preparation and issuance of Audit Final Report (Appendix V).

· Prepare Audit Final Report after the follow up audit has been conducted.

· Use the findings that have been gathered from the auditors check list as reference.

· Include the relevant information based on the report format.

· Make sufficient copies of the Audit Final Report for the Audit Team Members.

	Audit Team Leader/IQA



	i.
	Table the Audit Final Report in MRM


	Audit Team Leader



6.
Quality Record

	No.
	Name of Record
	Retention Time
	Location



	a.

b.

c.

d. 

e.


	Audit Schedule

Audit Programme

Audit Final Report

Audit Note 

Non-Compliance Report


	5 years
	20th Floor Administration, Human Resource & Finance Section




7.
Appendices
i.
Appendix I
-
Flow Chart on Internal Quality Audit

ii
Appendix II
-
Audit Programme

iii.
Appendix III
-
Audit Note

v.
Appendix IV
-
Non-Conformance Report

vi.
Appendix V
-
Audit Final Report

4

