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1. Purpose
To define how [Organisation Name] plans, conducts, reports and follows up internal audits of the Quality Management System. To ensure the QMS conforms to ISO 9001:2015 and to the organisation's own arrangements, is effectively implemented and maintained, and continues to deliver intended outcomes.
2. Scope
Applies to all internal audits of the QMS, including audits performed by [Organisation Name] personnel, audits performed by external auditors engaged on the organisation's behalf, and audits performed in support of certification surveillance. All ISO 9001 clauses and all QMS processes are within scope of the audit programme.
3. Definitions
	Internal audit
	A systematic, independent and documented process for obtaining audit evidence and evaluating it objectively to determine the extent to which audit criteria are fulfilled.

	Audit criteria
	The set of policies, procedures or requirements against which audit evidence is compared. Typically the relevant clauses of ISO 9001:2015 and the relevant [Organisation Name] QMS documents.

	Audit evidence
	Records, statements of fact or other information that are relevant to the audit criteria and verifiable.

	Finding
	Result of the evaluation of audit evidence against audit criteria — categorised as nonconformity, observation, opportunity for improvement, or positive finding.

	Nonconformity (NC)
	Non-fulfilment of a requirement. Classified as Major or Minor.

	Major NC
	Absence of, or failure to implement and maintain, one or more required elements of the QMS. Significant doubt as to the ability of the QMS to achieve its intended outcomes.

	Minor NC
	A single lapse in conformance with a procedure or QMS requirement that does not affect the overall effectiveness of the QMS.

	Observation
	A finding that may not be a nonconformity but warrants management attention.

	Opportunity for Improvement (OFI)
	A suggestion for improvement that is not required to address a nonconformity.


4. Responsibilities
	Managing Director
	Approves the annual audit programme. Receives audit reports and major NC notifications.

	Quality Manager
	Maintains the audit programme. Selects auditors. Reviews and approves audit reports. Manages CAR follow-up.

	Lead Auditor
	Plans the individual audit. Conducts opening and closing meetings. Issues the audit report. Communicates findings.

	Auditors
	Conduct interviews and document review. Gather objective evidence. Document findings.

	Auditees
	Provide access, evidence and explanations. Develop CARs in response to findings. Implement corrective actions.

	External Audit Coordinator (if used)
	Where external auditors are engaged, the QM coordinates scope and access.


5. Annual Audit Programme
The Quality Manager prepares an Annual Audit Programme covering:
1. All ISO 9001 clauses — every clause audited at least once per calendar year.
1. All QMS processes — every process audited at least once per calendar year.
1. All sites — every site audited at least once per calendar year.
1. Risk-based prioritisation — higher-risk processes audited more frequently.
1. Findings-based prioritisation — processes with recent NCs audited again.
1. Customer or external audit triggers — additional internal audit where customer or certification body finding indicates risk.
The annual programme is approved by the Managing Director and presented at the first Management Review of the year. Changes to the programme require Quality Manager approval and are recorded with reason.
6. Auditor Selection — Objectivity and Impartiality
Auditor selection ensures objectivity and impartiality:
1. Independence —  Auditors do not audit their own work or the work for which they have direct responsibility.
1. Competence —  Auditors have completed internal auditor training and have sufficient knowledge of the audited process.
1. Behaviour —  Auditors are fair, evidence-based, respectful and constructive.
1. Lead Auditor —  Each audit has a designated Lead Auditor responsible for planning and reporting.
7. Individual Audit Planning
For each audit, the Lead Auditor prepares an Audit Plan covering:
1. Audit scope, criteria and objectives.
1. Audit date, location, duration.
1. Audit team composition.
1. Auditees to be interviewed.
1. Documents and records to be reviewed.
1. Sampling strategy.
1. Opening and closing meeting arrangements.
The Audit Plan is issued to auditees at least 5 business days before the audit.
8. Audit Conduct
1. Opening meeting — Lead Auditor confirms scope, criteria, schedule and reporting timeline with auditees.
1. Evidence gathering — Auditors interview personnel, observe work, review records, sample outputs. Findings are based on objective evidence, not opinion.
1. Finding development — At end of each day, auditors review findings as a team. Findings are categorised.
1. Closing meeting — Lead Auditor presents findings to auditees. Auditees confirm understanding (not necessarily agreement). Disputed findings are noted and addressed in the report.
1. Report issue — Audit Report (QMS-FRM-AUD-001) is issued within 10 business days of the closing meeting.
9. Findings Classification
1. Major NC —  CAR within 30 business days. Containment action within 5 business days. MD notification.
1. Minor NC —  CAR within 60 business days.
1. Observation —  Documented in report. No mandatory action; auditee should consider response.
1. Opportunity for Improvement —  Documented in report for management consideration.
1. Positive Finding —  Documented to recognise good practice and support knowledge transfer.
10. CAR Process from Audit Findings
All Major and Minor NCs result in a CAR per QMS-PRO-009. The audit-derived CAR is owned by the auditee manager. The Lead Auditor agrees the action and target date. The Quality Manager verifies effectiveness after implementation.
11. Audit Report
The Audit Report (QMS-FRM-AUD-001) contains:
1. Audit identification, scope, criteria, date, team.
1. Summary of findings by classification.
1. Detail of each finding with evidence and clause reference.
1. Auditee acknowledgement.
1. Linked CAR references.
1. Distribution: Auditee Manager, Quality Manager, Operations Manager, MD (for Major NCs).
12. Audit Programme Review
1. The audit programme is reviewed at each Management Review.
1. Total findings, recurring themes and CAR closure rates are reported.
1. Programme adjustments are made where audit effectiveness can be improved.
13. Records
	Annual Audit Programme
	Approved by MD. Retained 5 years.

	Audit plans
	Retained with audit records. 5 years.

	Audit reports (QMS-FRM-AUD-001)
	Retained 5 years.

	Audit evidence (notes, screenshots, samples)
	Retained 5 years.

	CARs raised from audits
	Retained 7 years (QMS-PRO-009).


14. Related Documents
	Document No.
	Title

	QMS-PRO-008
	Management Review Procedure

	QMS-PRO-009
	Corrective Action Procedure

	QMS-FRM-AUD-001
	Internal Audit Report

	QMS-FRM-CAR-001
	Corrective Action Request Form
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	✎  HOW TO COMPLETE THIS DOCUMENT  —  DELETE THIS SECTION BEFORE PUBLISHING

	Use these notes to tailor, complete and finalise this document before publication. Delete this section once done.

	1. Develop the Annual Audit Programme
Schedule audits covering every ISO clause and every QMS process at least once. Build the calendar at the start of each year and get MD approval.

	2. Identify and train internal auditors
Each auditor needs internal audit training — either internal training (using ISO 9001:2015 as basis) or external course. Maintain a register of qualified internal auditors.

	3. Resolve the independence challenge for SMEs
If you can't field independent internal auditors, engage external auditors or arrange peer audits with another organisation. Don't let one person audit their own area.

	4. Build the Audit Plan template
Section 7 lists what the plan must cover. Build a one-page template the Lead Auditor can fill out quickly.

	5. Stress-test the timing
Are 10 business days for report issue realistic in your business? Adjust if necessary, but don't make it longer than 15.

	6. Confirm CAR linkage
Audit findings flow into CARs. Confirm the workflow connects QMS-FRM-AUD-001 to QMS-FRM-CAR-001 cleanly.

	7. DELETE this guidance section before publishing
Select the entire yellow-bordered block and delete.
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