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REVISION K |PAGE | 20f6
OBJECTIVE

This procedure is to provide guidelines to ensure Internal Quality Audit is performed effectively,

professionally, and

SCOPE

able to meet SEDC QMS requirements.

This procedure is applicable when performing Internal Quality Audit of SEDC QMS.

DEFINITION _
a)  Non Conformance - Not complying to the reguirements of the quality management
system.
by  Quality Management - Committee responsible to review and assess the effectiveness of
Review Committee SEDC's Quality Management System. This committee is chaired
{QMR) by General Manager (GM), and its other members consisis of

c)  Audit Team

Quality Management Representative (MR), and Deputy Quality
Management Representative (DMR).

- Qualified Personnel! appointed by Chairman of QMR to carry out
Internal Quality Audit to assess the effectiveness of the Quality
Management System.

ABBREVIATIONS
GM - General Manager
MR - Quality Management Representative
LA(IQA) - Lead Auditor (Internal Quality Audit)
AT(IQA) - Audit Team (Internal Quality Audit)
QmMs - Quality Management System
1QA - Internal Quality Audit
NCR - Non Conformity Report
QMR - Quality Management Review Committee
QUALITY RECORD
ATTACHMENT TYPE RETENTION LOCATION
1 Notice of IQA B Years QD
2 Audit Checklist 5 Years 1Qp
3 Non_Conformance Report (NCR) 5 Years QD
- Annual Internal Quality Audit Plan 5 Years QD
- Internal Quality Audit Report 5 Years QD
- Follow-Up Audit Report 5 Years QD
- QMR Minutes 5 Years QD
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e Internal Quality Audit (iQA) to be carried out at least once a year

AUDIT PLANNING _  Responsibility ; ~ Quality Record

Prepare Annual QA Plan/Schedule, R Annual Intemal Quality Audi
to include the following: Plan
a) Date, venue, & audit time
b) Audit Team
c) Processes & Divisions to be
audited
4
Present IQA Scheduls together with
Name List of Audit Team to Chairman [4—
(QMR) for approval J

MR

Approved?

Yes No GM

[Issue appointment letter to LAGQA) & |
AT(IQA)
A 4

MR

Inform party to be audited using
Notice of IQA on the IQA Plan

MR Attachment 1:

¥ g Nofice for [QA

Submit IQA schedule to the AT(IQA) &)

request them to audit according to the
schedule

MR

v

¥
[ Prepare Audit Checklist ]

+ LA(IQA) f AT(IQA)  ;Attachment 2:
7~ OPENING MEETING w Audit Checigs!
he

Conduct Opening Meeting with t
auditees and auditors to brief on the LA(IQA) f AT(IQA)
following:-

Confirm |QA scope & objective

Date & duration of IQA

Audit Team

Processes to be audited

Responsibility of Auditors

Closing Mesting

) Explain report system of non
conformance

h) Cooperation / facility needed

Q Others

ceogoge

PROCESS OUTPUT: REFERENGCE DOCUMENTATION:
+ NCR Closed « QP-SEDC-2 (Corrective Action)
+ QP-SEDC-25 (Management Review)
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« Internal Quality Audit (IQA) to be carried out at least once a year

¥

Review actual actions carried out
against QMS requirements/ processes
as in QP and agreed on NC (if any).

and compila.
¢) Review audit findings with MR

4 AUDIT EXECUTION )
a)

h) Record Non-compliance into NCR form

v

Conduct Closing Meeting after the audit
execution for following purposes:
a} Inform on audit findings
b} Agree on NCR by the auditee
c) Agree on deadline for corrective
action proposals
d)  Submit NCR to auditee

e _/
4 CLOSING MEETING N

N J
v
AUDIT REPORTING ]
Prepare |QA Report
¥

[ Present IQA Report to MR, together with
category & number of NCR raised

~

"

v
Receive 1QA Report & follow-up on
agreed action to be taken

\, /

2
ﬁ FOLLOW-UP AUDITING \

Perform follow-up audit to cover the
following items:
a} Verify the effectiveness of corrective
action taken
b} Close NCR if action had been taken
c) Prepare Follow-Up Audit Report &
submit fo MR
d)  Submit completed Audit Checklist to

ISO Secretariat for record purposes

Responsibility

LA{IQA) / AT(IQA)

LA(IQA) / AT(IQA)

LA{IQA)

LA(IQA)

MR

LA(IQA) / AT(IQA)

Quality Record

Attachment 3.
Non Conformity Reporg
(NCR)

Internat Quality Audit Report

Follow-Up Audit Repart

PROCESS QUTPUT:
* NCR Closed

REFERENCE DOCUMENTATION:
« QP-SEDC-24 {Corrective Action)

¢ QP-5EDC-25 (Managemant Review)
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¢ Internal Quality Audit {JQA) to be carried out at least once a year

Quality Record

Responsibility

(" Receive Follow-Up Audit Report & confim MR
the corrective action taken and close the
Audit finding (if applicable)

v
Table Report to QMR Meeting | MR QMR Minutes
Reference: QP-SEDC-25 (Quality
Management Review)

v

flnstruct auditee on corrective action\ MR
to be implemented according to the
QMR meeting dacision (if any)
Reference: QP-SEDC-24 (Corrective
Action

- _/
¥ MR
C Fite ali IQA related records _)

L

PROCESS QUTPUT: REFERENCE DOCUMENTATION:
+ NCR Closed * QP-SEDC-24 {Corrective Action
« QP-SEDC-25 {Management Review)
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REVISION HISTORY SHEET

Document History

Newly established.

« Cover Page - Change of General Manager's name and Acting Director's name




ATTACHMENT 1

PPES:Q/IQA-N/09/05(Rev.02-11)

From : (MR)

NOTICE OF INTERNAL QUALITY AUDIT (IQA)

To: (Auditee)

This notice serves to inform you that an QA will be conducted at your Division as follows:

1ISO 9001:2015
QUALITY MANAGEMENT SYSTEM

c
sarewak

Date

Time

Quality Procedure

Scope of Audit :

(Signature)

Dated:

Copy To :

(Audit Team )
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ATTACHMENT 3
PPES:Q/IQA-NCR/09/06(Rev.02-11)

ISO 9001: 2015 QMS NCR NO: «.vvovovr.. OF oo,
NON CONFORN"TY REPORT Category: Major |:j
: . Minor
NCR
( ) _ AF| I:I
DIVISION Quality Procedure No.
AUDITEE
Date of Audit:
AUDITOR
1. DESCRIPTION OF THE NONCONFORMITY
Auditee; ' Auditor:
{Name & Signature) {Name & Signature)

2. ROOT CAUSE (To be completed by auditse and agreed with auditor)

3. PROPOSED CORRECTIVE ACTION (To be completed by audifee and agreed with auditor)

Auditee : (Name & Signature) Proposed Implementation date:
(Divisional Director)

4. REVIEW OF CORRECGTIVE ACTION IMPLEMENTATION (Auditor or representative must verify the corrective action faken)

Auditor: .
(Name & Signature) Review Date:
Checked By :
seea Y Dated:
(Quality Management Representative)
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