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1.0. Purpose

Internal Quality Audits are conducted to ensure ongoing compliance with the
requirements of the QMS standards, NLP policies and procedures, an tatutory
and regulatory requirements.

This document describes the procedures and resour r the
evaluation of the level of understanding and effective implem QMS.
It defines the system for the planning, preparation, execution, d reporting

of IQA activities to obtain information on whether the
ISO 9001:2015 Certification and the applicable statuto
if the QMS is effectively implemented and mainiai

continuing improvement of the efficiency of the d&li ucts and services of
the NLP.
2.0. Scope

The procedure shall c NL anagement, core, and support
processes necessary for the its products and services.

3.0. Frequency

udit s be conducted twice a year. However, the NLP

Top Managemen to direct the conduct of an internal quality audit as it
deems necess. operational issues or conflicts arise, or in response
to a requesiirc 1 or external parties. In such cases, the request should be
approved b anagement.

4.0. d
The IQA shall be conducted using the following methods, processes, and tools;
a. Use of an Audit Program, which shall be prepared for a 12-month
period by the IQA Team in consultation with the auditors during the last
quarter of the year. This will serve as a guide in the preparation of the
Audit Plan(s).

b. Use of Audit Plan(s), which shall be prepared by the Audit Team
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Leader(s) for each process upon the issuance of the approved Audit
Program. The plan(s) reflects the scope and complexity of the audit, as
well as the risk of not achieving the audit objectives.

c. Opening and Closing Meetings, which shall be used to
communicate the objectives and other important mformatlonon the IQA

to the Auditee as well as the results and findings of the ar

e. Documented Information Review, which
documents and records to validate the

actions, inputs, and outputs.
f. Verification, which involyg:

should be discussed wuth  ‘
audit report. A :

g. Audit Repo' “inv
; onconformities,

action for a certain issue.

5.0.

criteria are fulfilled.

Auditee
A section or division that is being audited. .

and Potential
faritten report which shall be presented to the

for

orrective Action Procedure (NLP-007) to provide

atic, independent, and documented process for obtaining objective
evidence and evaluating it objectively to determine the extent to which the audit
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Auditor
A person who conducts an audit

Audit Criteria
Set of policies, procedures, or requirements which are used as a reference
against which audit evidence is compared.

Audit Conclusion
The outcome of an audit, after consideration of the audit o
findings.

Audit Finding

Any summary of audit evidence; findings may b
or conformity) or negative (reports of non
improvement).

Audit Plan
A documented plan prepared beforg
such as where to go, what to do, wiie

Audit Program

Arrangements for a set
and directed toward

Audit Team

A team co e or more auditors, one of which is designated as the
audit le

Conformity
Fulfillment of a requirement.

Competence
Ability to apply knowledge and skills to achieve intended results.




) NATIONAL LIBRARY OF THE | Ref No. NLP-005

o5 PHILIPPINES

m T.M. Kalaw Street, Exmita, Manila, 1000 Philippines | 1), e of Effectivity Z@me é £
L o
Aeveh QUALITY MANAGEMENT 55

- Siive SYSTEM PROCEDURES ks e - i
Page No. Page 4 of 12
INTERNAL QUALITY AUDIT

Corrective Action Report
Document used to record a nonconformity, identify the root cause of the
nonconformity, and determine’ correction and corrective action.

Effectiveness
The extent to which planned activities are realized and planned results

achieved.
Non-conformity
Failure to comply with a requirement.
Management System
rga i
jectives.

Set of interrelated or interacting elements ofgan o
policies and objectives, and processes to achievedhose ob

Observers
individuals who do not act as an audi id pport and accompanies
the audit team in the conduct of ay ¢ assignments given by the

IQA Team.

to establish

Objective Evidence
something. It can be obtained through
observation, measu , or by other means. For the audit, objective
evidence generall i rds, statements of fact, or other information
that are relevan

Potential f ent
atl is not a non-conformity, but the results achieved may
than well-organized, or over complicated.

. #PSults that activities, processes, services, systems which the
tion able to achieve.

organi

ory Requirement
A given obligation by an authority which gets its mandate by a legislative body.

Requirement
Need or expectation that is stated, generally implied, or obligatory.

L 4

Risk
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Effect of uncertainty. An effect is a deviation from the expected - positive or
negative.

Statutory Requirement

A given obligation defined by a legislative body and shall be binding and
obligatory.

6.0. Audit Program

6.1. Organize the Audit Program

6.1.1 The activities covered in the au
processes covered, the divisions conce

audit.

6.1.2. Auditors should be ingé ‘
no auditors shall be assigngd to antarea they belong to and/or are
responsible for organig@tignall, Audifors are likewise discouraged to
audit the areas wh
before the audit,

6.2. Gather avail

datép including results, process criteria, metrics,
ious audit findings, customer feedback, and corrective
: nt ISO standards, and other documented information
and analyzed in the preparation of the audit program and

3.1. An audit program is prepared for a 12-month period by the IQA
eam in consultation with the auditors during the last quarter of the year.
The audit program shali be prepared by the IQA Team and submitted to
the QMS Leader for endorsement to the NLP Director for approval.

6.3.2. Upon approval of the audit program, the IQA Team will coordinate
with the Lead Auditors in preparing the audit plan for every scheduled
audit. The audit plans shall include the objectives of the audit, its scope,
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criteria, objectives, audit methods, the Auditees, the names of the
auditors handling the audit, and the date and time of the IQA.

6.3.3. Audits can also be conducted in instances such as the following:
s In cases where there is an increase in quality-related
problems
¢ In instances where new services or prod
introduced
¢ \When major changes in QMS, pers
occur

6.3.4. Audit plans shall be disseminated to all
Observers. Notice shall be sent ten (10) king day
of the audit.

7.0. Audit Execution

7.1. Audit Opening Meeting

: iod and location, the composition
guired documents. These materials shall be

of the audit team, 2 ade
presented duri ening Meeting, which shall be conducted before
the conduct

7.2. Conduct A

Il be performed by obtaining objective evidence to

T T
3 h requirement or indicate where non-conformities are found.

p audit proper shall include the following activities:

.2.21 Establishment of facts by interviewing personnel,
examining the documents, observing the processes, and verifying
records.

7.2.2.2 Recording of facts as evidence of the audit.

7.2.2.3. Evaluation of facts to determine objective evidence of
non-conformities.

L4

7.2.2.4. Classification of audit findings as to conformities, non-
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conformities, and potential for improvement. The strengths of the
system and good practices are also recorded.

7.2.2.5. A copy of the Audit Report for a particular process shall
be issued to the Auditee within three (3) working days after the
conduct of the audit.

7.2.3. An Auditee with unresolved issues with an
contest such findings before or during the closinggs
may be elevated to the QMS Leader should it begh
of the IQA Team. The QMS Leader may call a%€pecis
auditor and auditee to discuss the findings afgl
Unresolved issues at this level may b
Directors.

7.2.4. The Management Review

least five (5) working days aftgsthg.cong
Review Meeting. £

7.3. Conduct Closing Meg fng

to the auditees and other

7.4.Pg

conformities identified from the IQA shall be documented in
ae. CARY form. The Auditors shall prepare CAR within two (2) working
-after the conduct of the Closing Meeting.

4.2. The Auditors shall submit CARs to the IQA Team for review of its
completeness and control number assignment. In recording the CAR,
the following coding system shall be observed: Year-Source of CAR-
CAR number.

Example: 2017-I1A-001 (Year-Internal Audit-CAR Number) for CARs
that are product of an audit and 2017-1P-001 (Year-Relevant Interested
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Parties/Customer Feedback-CAR Number) for CARs that are not the
products of an audit.

7.4.3. Each non-conformity identified shall also be numbered using the
following coding system: Auditor/Initiator's Initials + Division/Process
Initials + NC number

Example: ARGC-FAD-001 (Auditorllmtlators |
Administrative Division-001) ;

7.4.4. The IQA Team shall issue the duly numb# '. .
for the corresponding action. The Auditee
implement appropriate CA following
Procedure (NLP-007). The Auditee shall
to the IQA Team within two (2) i
Auditor/IQA Team shall review the
indicated. A file copy of the#&8i
Auditees. -'

omphshed CAR
its issuance. The
itability of the actions
will be provided to the

8.0. Audit Reporting
8.1. Consolidate Co

shall consolidate the comments obtained during
dit F‘indings as contained in the Audit Report and

.2.2. The IQA Report shall be reviewed in terms of its accuracy against
the documents used in the audit as well as the extent to which the audit
program and plans have been achieved, applications of the standard
operating procedures, the policies of the NLP, and the guidelines set by
the NLP’s QMS.

8.2.3. The IQA Report will be issued to the Audifees, Auditors, and



Qe NATIONAL LIBRARY OF THE | Ref No. NLP-005
o PHILIPPINES

T.M. Kalaw Street, Ermita, Manila, 1000 Philippines Date of Effectivity

"

2@ et 200
4

e e QUALITY MANAGEMENT =
g SYSTEM PROCEDURES Beyan g
: Page No. Page 9 of 12
INTERNAL QUALITY AUDIT

Observers within fifteen (15) working days upon completion of all audits.

9.0. Audit Follow-through

9.1. Monitoring

9.1.1. The IQA Team shall summarize the dates

comp Stion of
corrections and corrective actions. The summary '

Leader shall be issued for any outsta
submission.

despite the issuance of #& follo er shall result in the
section/division concerned @ Hed to the Office of the Directors
for appropriate action < ' »

9.2. Verification of A

de a new implementation date, subject to second
no action is taken on the second verification, the case shall
; the QMS Leader for appropriate action. If not, elevate the
Wease to fhe Office of the Directors for decision.

2.3. The assessment of the effectiveness of the CAs taken will be
nducted three (3) months after the agreed implementation date. The
ffectiveness of CAs taken can be ascertained if there is no recurrence
of NC in the succeeding audit.

9.2.4. The IQA Team shall update the CAR Monitoring Log within the
Audit Plan to reflect the closure of the audit and enter a summary of audit
findings. ¢
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10. Auditor’s Competence

10.1. The NLP shall compose a pool of trained IQA auditors originating from
different units of the Agency. They should possess these minimum
qualifications:

10.1.1. Must be ethical, open-minded, diplomatic, obseryg g
versatile, tenacious, decisive, and self-reliant, able tod
open to improvement, culturally sensitive, collaborgfive.¥

10.1.3. Must have completed at least s Wours of internal
quality audit training. ,

10.1.4. Must have observed

10.1.5. Must attend a refresfie
year and, % @

10.1.6. Must be

: igh quality of auditors in the Audit Pool, auditors shall be
rmance evaluation at four levels: self-evaluation, peer (co-

-orims and Records

11.1. Audit Program

11.2. Audit Plan

11.3. Audit Report .
11.4. Corrective Action Request Form
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11.5. IQA Auditor Assessment Form
11.6. Corrective Action Request Monitoring Log

12.0 References

12.1. NLP Quality Manual

12.2. NLP Work Instructions

12.3. NLP Retention and Disposition of Documented Infi
12.4. NLP Maintenance of Documented Information P,
12.5. NLP Control of Nonconformity Procedure
12.6. NLP Corrective Action Procedure

12.7. NLP Customer Satisfaction Managemen@Procedur
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