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A Flowchart for Auditing Process 
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Note: NC-Nonconformance 

1. Initiate Audit 
 
Contact Auditee & 
Ensure audit is feasible 

2. Prepare for Audit 
 
Stage 1 audit: Review of  
QMS Documents 

3. Develop Audit Plan in 
consultation with Client 
 
What are objectives? 
What is to be audited? 
Against what measure? 
Who is auditing? 
Who will be audited? 
When is audit taking place? 
 

4. Assign work (tasks) 
to Team auditors  
 
 As per plan 
 

5. Prepare Audit working 
     papers 
 
Audit Checklists, forms,  
Standard etc. 
 

6. Determine Audit 
    sequence 
 
 

7. Conduct Opening 
     Meeting 
 
Audit team, Management,  
Process managers, etc. 

8. Review Documents &  
   communicate during 
   audit. 
 
Guides may be assigned 
 
 

9. Carry out audit 
 
 Ask questions, observe 
& gather evidence 
 
 

10. Audit Team meet  
 
Generate audit findings 
Prepare audit conclusions 
 
 

11. Conduct Closing Meeting 
 
Present findings and conclusions to Auditee. 
Allow auditee to ask questions. 
Ensure NCs are understood and agreed upon 

12. Formally distribute findings in an 
      Audit Report 
 
 

13. Follow-up on NCs 
 
Verify effectiveness of 
corrections & corrective  
actions 



© Institute of Bio Research, Auditing and Training in Southern Africa  CPr04-D02 

  © IBRATSA 2024                                                                                                      Page 2 of 2 
 
 
 
 
 

Reviewed by Operations Director Review Date 01/06/2024 

Approved by Managing Director Approval Date 03/06/2024 

Date of Implementation                                         10/06/2024 Revision No/Issue No. 1 /1 

History of Document Changes 

 

Rev No./ 
Issue 
No. 

Date 
dd/mm/yy 

Description of Changes State 
(Approved /  
Not Approved) 

 Change 
Initiator 
(Initials) 

New Rev No./  
Issue No. 

0/1 01/09/20  Initial Release Approved FM 0/1 

      

0/1 10/06/2024  New Rev/Issue as part of the Re-coding and re-structuring 
of QMS documents. Revision of relevant in-text. 

Approved FM 1/1 

      

 

 

 

 

 

 

 

 

 

 

 

 


