PREPARATION AND ON-SITE PROCESS FOR

SANCER]‘ INITIAL AND SURVEILLANCE AUDITS

1.SCOPE

This procedure shows the preparation and on-site process of Sancert to Audit ISO 9001-2008, ISO
14001-2004 and OHSAS 18001-2007

2.PURPOSE
To ensure that an effective audit can be carried out by means of proper planning and development
of required documentation and communication between Sancert and the auditor to be used

3. DEFINITION
N/A
Office Planner will gather all necessary ' |
information including past performance issues as |- [
palolilcaudpacke Audit Pack consists of
| the following:-
Send Audit pack to the auditor for review prior to Client Information
certification or surveillance audit. Audit Plan _
I Deviation Analysis (for
Send the Audit Schedule to the client. Fax or auvEllrEes ausl
T Overall report (for -
| surveillance audit)

On the day of the audit, use opening meeting F-
Agenda-01, and cover all points verbally with the \/
staff.

Complete Attendance Register F-Atten-01

Start audit, refer to WP-Audit-01

Give feedback at the close out of each day.

On completion of the audit use F-Agenda-02
[

Complete the report and leave a copy of all deviations
with the client and forward the Pack to Sancert

Sub-contractor to invoice Sancert as agreed

Receive close out findings from customer — If
required auditor to evaluate on-site.

Committee to meet. discuss and vote on certification

Grant / Reject certification
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