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1 POLICY

Each discipline listed in the ATD Project Quality Plan shall be audited at least once within a calendar year.

2 OBJECTIVES

This procedure describes requirements for the annual audit of each procedure.

The objectives of audit shall be to ensure: -

· the clear definition of services provided

· the implementation of ATD procedures

· the adequacy of ATD procedures

· the adequacy of the technical controls implemented to control the services provided, including the content of supporting documentation

· the adequacy of the skills within the audited organisation necessary to provide the services

3 PROCEDURE

3.1 Audit Programme

The ATD QA  Manager shall:-

· Arrange for approval of the programme of audits for each calendar year (see Form PQA090).

· The audit programme is saved in the relevant directory.

· Ensure that the lead auditor is independent of the function to be audited and is notified of his appointment for each audit.

· Ensure that for each audit, a Southern African Auditor Training Certification Association (SAATCA) Auditor reviews the audit report.
· Maintain the audit programme.
The lead auditor shall:

· Schedule audit dates and scope in agreement with the person responsible for the procedure being audited. 

· Advise ATD QA if the scheduled date is moved.

Prepare Audit Documentation

The lead auditor shall:

· Prepare checklists, which shall address the, processes (planning, doing, checking and improving), of the procedure to be audited.

Note : Checklists may comprise, as appropriate, procedures,


specifications, previous audit reports and checklists, service


records and/or formal questionnaires.

· obtain a list of open corrective actions on the procedure subject to the audit

3.2 Examine Activities and associated Procedures

The lead auditor shall: -

· use form INTERNAL AUDIT WORKSHEET PQA092 for opening and closing meetings

· record observations of deficiencies on the INTERNAL AUDIT WORKSHEET.

· ensure that observations constitute a full statement of facts determined through examination or review

· obtain auditee agreement of observations through signature of each record on the INTERNAL AUDIT WORKSHEET

3.3 Agree Observations

The auditor shall:-

· raise any tasks required as defined in PQA006

3.4 Records

The lead auditor shall issue all documentation utilised for, or resulting from, the audit including the audit report PQA091.

Audit reports are stored in the directory  and are sequentially numbered 

The lead auditor shall retain audit records for at least 3 years in the ATD Internal Audits file.

Adjust Programme

The ATD QA Manager shall when necessary: -

· Propose changes to the audit programme where analysis of audit results indicate that such is in the interest of the effectiveness of the services or systems.

· Update the audit schedule to allocate report numbers for any additional audits required. These changes do not require the schedule to be signed again.

· Raise any additional audits as described in 3.1.

3.5 Follow-up and Close TASKS

TASKS shall be followed-up and closed as specified in PQA006
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Revision 0 based on TGP006

The approval will be the ATD head of function.
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