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1.0
INTRODUCTIONPRIVATE 


1.1
The purpose of this standard procedure is to establish the Internal Audit program needed to ensure Aztec Communications, Ltd.’s business effectiveness and to meet TL 9000 standards.


1.2
Quality audits are conducted to confirm Quality System conformance, identify areas needing corrective action, and to test the effectiveness of the Quality System.


1.3
All audits are prioritized and conducted by auditors having an independent relationship to the audit target department.


1.4
A minimum of two (2) trained internal auditors are required to meet good business practice and TL 9000 standards.


1.5
Each internal auditor is required to attend a four - (4) day, 28 to 35 hour Internal Audit training program (see training file for training resources).


1.6
Audit reports are developed for and presented directly to the Company’s President and other accountable managers involved in corrective action plans.


1.7
The audit reports are an agenda item for the Management Review meeting, must be filed in an accurate and timely basis with the targeted department, and become part of the long term Quality document control / storage process.


1.8
Appropriate Internal Audit Review and an applicable improvement action plan follow-up is the accountability of the Quality Systems Manager to ensure business effective audits.


1.9
All planning and operational functions within the organization are subject to an Internal Quality Audit.

2.0
REFERENCE

TL 9000; Section 4.17

3.0
PROCESS

3.1
A complete audit of all components and departments within the Company's Quality System will be conducted at least on an annual basis.


3.2
Major TL 9000 sub-elements 4.1 to 4.21 will be reviewed on the following schedule:



Month 1
4.1
Management responsibilities





4.2
Quality systems





4.3
Contract review





4.4
N/A



Month 2
4.5
Document and data control





4.6
Purchasing





4.7
Control of customer supplied product





4.8
Product identification and traceability



Month 3
4.9
Process control





4.10
Inspection and testing





4.11
Control of inspection, measuring and test equipment





4.12
Inspection and test status





4.13
Control of non-conformance products



Month 4
4.14
Corrective and preventive action





4.15
Handling, storage, packaging, preservation and delivery





4.16
Control of Quality records





4.17
Internal audits



Month 5
4.18
Training





4.19
Servicing





4.20
Statistical Techniques





4.21
Quality Improvement and Customer Satisfaction


3.3
The schedule above is subject to revision as determined by the Quality Systems Manager dependent on urgency and need.


3.4
The starting date of the annual audit program will be determined by the Quality Systems Manager.


3.5
Each point of the audit will be documented on the Quality Assessment form acquired from TL 9000 class.


3.6
The Quality audit process will be conducted as follows:



3.6.1
Step 1

Follow the audit program as established by this procedure.



3.6.2
Step 2

The procedure reference for internal audits is TL 386.



3.6.3
Step 3

The assessment form to be used is a document received from the TL 9000 Training class.  The passing grade is 100%.



3.6.4
Step 4

Select two (2) internal audit personnel from separate departments.



3.6.5
Step 5

Research local quality TL 9000 Internal Audit training programs.



3.6.6
Step 6

Train the Quality Systems Manager & two (2) internal auditors at internal audit class-local resource.



3.6.7
Step 7

Conduct targeted audit program by Quality element or department.



3.6.8
Step 8

Document the results of the audit.



3.6.9
Step 9

What deficiencies were discovered?  Identify and document.



3.6.10
Step 10

Copy of all assessments and deficiency records to Quality file, Senior Management, and associated department management.

NO DEFICIENCIES


3.6.11
Step 11

If no Quality system deficiencies were identified, reward staff for outstanding contributions in order to maintain "NO-FAULT" program status.

DEFICIENCIES IDENTIFIED


3.6.12
Step 12

During the Quality System assessment, identify the Quality Deficiencies and document all "needs improvement" areas.



3.6.13
Step 13

The affected organization must develop, implement, and document a Quality Improvement action plan to remedy the documented deficiencies.



3.6.14
Step 14

Train and install the action plan improvements.



3.6.15
Step 15

The Quality Improvement action plan, training and program improvements are put on the Management review meeting agenda (4.1.3).

4.0
ACCOUNTABILITY

4.1
The Quality Systems Manager, as delegated by the President, is accountable for the overall Internal Audit Program.


4.2
The trained, internal auditors are accountable for the targeted assessment audit, identifying deficiencies, documenting the audit and working with the Quality Systems Manager distributing the report to the proper personnel.


4.3
The department managers are accountable for rewarding 100% compliance, developing quality improvement programs, training and installing the action improvement programs.


4.4
The President, and members of the senior staff, are accountable for conducting the Quality Systems Review meeting and ensuring all Quality System deficiencies are corrected or improved (4.1.3).

