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ANNEX 6 | CHECKLIST

The auditc hecklisti s not as suchar equirement of ISO 19011, however,i ti sa widelyu sedt oolt o not lose sight of any 
element or requirement to be evaluated in thea uditp rocess,t hus helpingt he auditt eamt o achievet he objectives of 
the audit program.

When ac hecklist is generated, necessary information must be included to ensuret hatt he results of thep rocess or sys-

carried out.

A checklisti sa set of questions that thea uditori sr equiredt oa sk thea uditee, or activitiest hatt he auditori sr equiredt o 
witness, to verify compliance with the provisions set forth. 

The listm ay include more than just questions. It may alsoi nclude objectivee videncet hatt he auditor is requiredt oc heck. 

The auditc hecklist, through itsa pplicationi nt he reviewo f KPIs, determines whether them easures demonstrate that the 
process is being complied with,a s wella s being a usefulw ay to documentt he questions that need to be askedt o ensure 
that the audit meets the determined objectives and those of the audit program. 

Like other management system tools, thec hecklist is at ime-saving toolt hath elpsa voidm istakes or potentially risky 
situations. 

CHECKLIST

Name of auditee  Joshua Palmer - QMS Coordinator Date June 23, 2021

Process Quality Management System Scope
ISO 9001:2015:
Clause 9. Evaluation of QMS per-
formance

Req. Question Comply Does not
Comply Findings Objective evidence

9.2

Doest he organization 
have a management 
system audit pro-
gram?

F-CAL-07, Audit Program, ver-
sion 1, is currently documented.

9.2

Does the audit pro-
gram establish the 
objectives, scope, 
risks and criteria to 
be audited?

The program 
does not have 

The program has the space 

involved in the management 
system according to the doc-
ument ÒManagement Manual 
M-CAL-01Ó mention that it 
is based on ISO 19011 in its 
current version for the develop-
ment of audits.

9.1

Are metrics in place 
to monitor and mea-
sure process perfor-
mance?

indicator is measured quarterly 
and to date the resulting aver-
age is 98%; the target is 95%.

Figure 1. Example of structure and completion
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Checklist (SG-AU-03) | Quality Management System ISO 9001:2015

Audited area/process:    Date:  

Documents/Audit criteria: 
Management System Application Guide; ISO 9001-2015 Standard; Legal requirements.

Audit No. 

Audit team:  

Audited personnel:  
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4.
1 

U
nd

er
st

an
di

ng
 th

e 
or

ga
ni

za
tio

n 
an

d 
its

 
co

nt
ex

t 
10

 m
in

.

W
he

re
 a

nd
 h

ow
 is

 th
e 

or
ga

ni
za

tio
na

l 
co

nt
ex

t d
et

er
m

in
ed

? 
 

4.
2 

St
ak

eh
ol

de
r 

ne
ed

s 
an

d 
ex

pe
ct

at
io

ns

W
ha

t a
re

 th
e 

st
ak

eh
ol

de
rs

 in
 y

ou
r 

pr
oc

es
s?

 W
he

re
 a

nd
 h

ow
 d

o 
yo

u 
fo

llo
w

 
up

 w
ith

 th
em

? 
W

ha
t i

s 
th

ei
r 

cu
rr

en
t 

st
at

us
?

4.
3 

Sc
op

e 
of

 th
e 

M
S

W
ha

t i
s 

th
e 

sc
op

e 
of

 th
e 

M
S 

an
d 

w
he

re
 

ca
n 

it 
be

 c
on

su
lte

d?

4.
4 

Th
e 

M
S 

an
d 

its
 

pr
oc

es
se

s

W
he

re
 a

re
 th

e 
pr

oc
es

se
s 

th
at

 m
ak

e 
up

 

pr
oc

es
se

s 
ap

pl
ie

d 
to

 th
e 

sy
st

em
?
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5.
1 

Le
ad

er
sh

ip
 a

nd
 

co
m

m
itm

en
t

W
ho

 is
 th

e 
Se

ni
or

 M
an

ag
em

en
t o

f t
he

 
M

S?

5.
1 

Le
ad

er
sh

ip
 a

nd
 

co
m

m
itm

en
t

5.
1.

2 
Cu

st
om

er
 fo

cu
s

W
ha

t s
tr

at
eg

ic
 e

le
m

en
ts

 d
o 

yo
u 

co
ns

id
er

 
to

 e
st

ab
lis

h 
th

e 
fo

cu
s 

on
 y

ou
r 

cu
st

om
er

s?

5.
2.

1 
Es

ta
bl

is
hm

en
t o

f t
he

 
Q

ua
lit

y 
Po

lic
y.

W
ha

t i
s 

yo
ur

 q
ua

lit
y 

po
lic

y 
an

d 
ho

w
 d

o 
yo

u 
lin

k 
it 

to
 y

ou
r 

st
ra

te
gi

c 
pl

an
ni

ng
?

5.
2.

1 
Es

ta
bl

is
hm

en
t o

f 
Q

ua
lit

y 
Po

lic
y

W
ha

t i
s 

th
e 

Q
ua

lit
y 

Po
lic

y 
an

d 
ho

w
 d

o 
yo

u 
ap

pl
y 

it 
in

 y
ou

r 
da

ily
 w

or
k?

5.
2.

2 
Co

m
m

un
ic

at
io

n 
of

 
th

e 
Q

ua
lit

y 
Po

lic
y

W
he

re
 is

 th
e 

Q
ua

lit
y 

Po
lic

y 
av

ai
la

bl
e?

  

5.
3 

Ro
le

s,
 r

es
po

ns
ib

ili
ty

 
an

d 
au

th
or

ity
 fo

r 
pe

rs
on

ne
l i

nv
ol

ve
d 

in
 th

e 
M

S

W
ha

t a
re

 a
nd

 w
he

re
 a

re
 th

ei
r 

ro
le

s,
 r

es
po

ns
ib

ili
tie

s 
an

d 
au

th
or

ity
 

do
cu

m
en

te
d?

6.
1 

Ac
tio

ns
 to

 a
dd

re
ss

 
ri

sk
s 

an
d 

op
po

rt
un

iti
es

.

W
ha

t a
re

 th
e 

ri
sk

s 
as

so
ci

at
ed

 w
ith

 y
ou

r 
pr

oc
es

s 
an

d 
ho

w
 d

o 
th

ey
 im

pa
ct

 s
tr

at
eg

ic
 

pl
an

ni
ng

?

6.
1 

Ac
tio

ns
 to

 a
dd

re
ss

 
ri

sk
s 

an
d 

op
po

rt
un

iti
es

.

W
he

re
 d

o 
yo

u 
do

cu
m

en
t t

he
m

, h
ow

 d
o 

yo
u 

tr
ea

t t
he

m
 a

nd
 w

ha
t i

s 
th

ei
r 

cu
rr

en
t 

st
at

us
? 
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6.
1 

Ac
tio

ns
 to

 a
dd

re
ss

 
op

po
rt

un
iti

es
.

W
he

re
 d

o 
yo

u 
do

cu
m

en
t o

pp
or

tu
ni

tie
s,

 
ho

w
 d

o 
yo

u 
tr

ea
t t

he
m

 a
nd

 w
ha

t i
s 

th
ei

r 
cu

rr
en

t s
ta

tu
s?

 

6.
2.

1 
Q

ua
lit

y 
ob

je
ct

iv
es

 
an

d 
pl

an
ni

ng
 to

 a
ch

ie
ve

 
th

em
.

W
ha

t a
re

 th
e 

in
st

itu
tio

na
l o

bj
ec

tiv
es

 
lin

ke
d 

be
tw

ee
n 

th
e 

M
S?

 

6.
2.

2 
Q

ua
lit

y 
ob

je
ct

iv
es

 
an

d 
pl

an
ni

ng
 to

 a
ch

ie
ve

 
th

em
.

W
he

re
 d

oe
s 

it 
st

at
e 

ho
w

 it
 w

ill
 b

e 
do

ne
, 

w
ha

t r
es

ou
rc

es
 w

ill
 b

e 
re

qu
ir

ed
, w

ho
 is

 
re

sp
on

si
bl

e,
 w

he
n 

w
ill

 it
 b

e 
co

m
pl

et
ed

 
an

d 
ho

w
 w

ill
 th

e 
re

su
lts

 b
e 

ev
al

ua
te

d?
 

6.
3 

Pl
an

ni
ng

 c
ha

ng
es

W
he

n 
a 

ch
an

ge
 to

 th
e 

M
S 

is
 p

re
se

nt
ed

, 
ho

w
 d

o 
yo

u 
im

pl
em

en
t i

t t
o 

en
su

re
 th

e 
in

te
gr

ity
 o

f t
he

 M
S?

 

7.
1 

Re
so

ur
ce

s

H
ow

 d
o 

yo
u 

de
te

rm
in

e 
an

d 
ob

ta
in

 
th

e 
ne

ce
ss

ar
y 

re
so

ur
ce

s 
fo

r 
th

e 
es

ta
bl

is
hm

en
t, 

im
pl

em
en

ta
tio

n,
 

m
ai

nt
en

an
ce

 a
nd

 c
on

tin
uo

us
 

im
pr

ov
em

en
t o

f t
he

 M
S?

7.
1.

2 
Pe

rs
on

s
H

ow
 d

o 
yo

u 
id

en
tif

y 
th

e 
pe

op
le

 n
ee

de
d 

to
 o

pe
ra

te
 th

e 
pr

oc
es

s?
 

7.
1.

3 
In

fr
as

tr
uc

tu
re

.

H
ow

 a
nd

 b
y 

w
ho

m
 d

o 
yo

u 
pr

ov
id

e 
th

e 
ne

ce
ss

ar
y 

in
fr

as
tr

uc
tu

re
 to

 e
ns

ur
e 

th
at

 
yo

ur
 p

ro
ce

ss
 o

pe
ra

te
s 

an
d 

ac
hi

ev
es

 th
e 

ex
pe

ct
ed

 r
es

ul
ts

? 
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7.
1.

4 
En

vi
ro

nm
en

t f
or

 
pr

oc
es

s 
op

er
at

io
n.

H
ow

 d
o 

yo
u 

de
te

rm
in

e,
 p

ro
vi

de
 a

nd
 

m
ai

nt
ai

n 
th

e 
en

vi
ro

nm
en

t n
ec

es
sa

ry
 fo

r 
th

e 
op

er
at

io
n 

of
 y

ou
r 

pr
oc

es
se

s?
 

7.
1.

6 
Kn

ow
le

dg
e 

of
 th

e 
or

ga
ni

za
tio

n.

H
ow

 d
o 

yo
u 

de
te

rm
in

e 
th

e 
kn

ow
le

dg
e 

re
qu

ir
ed

 fo
r 

th
e 

op
er

at
io

n 
of

 y
ou

r 
pr

oc
es

s 
an

d 
th

e 
co

nf
or

m
ity

 o
f y

ou
r 

se
rv

ic
es

? 

7.
1.

6 
Kn

ow
le

dg
e 

of
 th

e 
or

ga
ni

za
tio

n.
W

he
n 

ne
w

 c
ha

ng
es

 o
r 

ne
ed

s 
ar

is
e,

 h
ow

 
do

 y
ou

 u
pd

at
e 

yo
ur

 k
no

w
le

dg
e?

7.
1.

6 
Kn

ow
le

dg
e 

of
 th

e 
or

ga
ni

za
tio

n.

H
ow

 a
nd

 w
he

re
 a

re
 th

e 
do

cu
m

en
ts

 
av

ai
la

bl
e 

fo
r 

th
e 

pe
rs

on
ne

l i
nv

ol
ve

d 
in

 th
e 

pr
oc

es
s 

to
 k

no
w

 a
nd

 a
pp

ly
? 

7.
2 

Co
m

pe
te

nc
e

W
he

re
 a

nd
 h

ow
 is

 th
e 

co
m

pe
te

nc
e 

of
 

th
e 

pe
rs

on
ne

l i
nv

ol
ve

d 
in

 th
e 

pr
oc

es
s 

de
te

rm
in

ed
? 

7.
2 

Co
m

pe
te

nc
e

fu
lly

 c
om

pe
te

nt
, w

ha
t a

ct
io

ns
 d

o 
yo

u 
ta

ke
 

an
d 

ho
w

 d
o 

yo
u 

ev
al

ua
te

 th
em

? 

7.
3 

Aw
ar

en
es

s.

aw
ar

e 
of

:
- T

he
 q

ua
lit

y 
po

lic
y 

an
d 

ob
je

ct
iv

es
; t

he
ir

 

Q
M

S,
 a

s 
w

el
l a

s 
th

e 
im

pl
ic

at
io

ns
 o

f n
on

-
co

m
pl

ia
nc

e?
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7.
4 

Co
m

m
un

ic
at

io
n.

W
he

re
 a

nd
 h

ow
 d

o 
yo

u 
id

en
tif

y 
w

ha
t 

yo
ur

 p
ro

ce
ss

 n
ee

ds
 to

 c
om

m
un

ic
at

e 
bo

th
 

in
te

rn
al

ly
 a

nd
 e

xt
er

na
lly

? 
 

7.
5.

1,
 7

.5
.2

, 7
.5

.3
.1

 a
nd

 
7.

5.
3.

2 
D

oc
um

en
te

d 
in

fo
rm

at
io

n.

H
ow

 d
o 

yo
u 

co
nt

ro
l t

he
 d

oc
um

en
te

d 
in

fo
rm

at
io

n 
us

ed
 in

 y
ou

r 
pr

oc
es

s?
 

8.
1 

O
pe

ra
tio

na
l p

la
nn

in
g 

an
d 

co
nt

ro
l.

H
ow

 a
nd

 w
he

re
 d

o 
yo

u 
pl

an
 th

e 
co

nt
ro

l 
an

d 
op

er
at

io
n 

of
 th

e 
pr

oc
es

se
s 

ne
ce

ss
ar

y 
to

 p
ro

vi
de

 th
e 

se
rv

ic
e 

re
qu

es
te

d?
 

8.
1 

O
pe

ra
tio

na
l p

la
nn

in
g 

an
d 

co
nt

ro
l.

W
ha

t a
ct

io
ns

 d
o 

yo
u 

ta
ke

 w
he

n 
an

 
un

fo
re

se
en

 c
ha

ng
e 

in
 th

e 
pr

oc
es

s 
oc

cu
rs

?  

8.
2.

1 
Co

m
m

un
ic

at
io

n 
w

ith
 

cu
st

om
er

s.

H
ow

 d
o 

yo
u 

co
m

m
un

ic
at

e 
w

ith
 th

e 
cu

st
om

er
s 

of
 y

ou
r 

pr
oc

es
s 

to
 le

t t
he

m
 

re
qu

ir
em

en
ts

 to
 p

er
fo

rm
 th

em
, t

he
 

re
sp

on
se

 ti
m

es
 a

nd
 th

e 
st

at
us

 o
f t

he
ir

 
co

m
pl

et
io

n?
 

8.
2.

2 
D

et
er

m
in

at
io

n 
of

 
re

qu
ir

em
en

ts
 fo

r 
se

rv
ic

es
.

W
he

re
 a

re
 th

e 
re

qu
ir

em
en

ts
 fo

r 
th

e 
se

rv
ic

es
 y

ou
 p

ro
vi

de
 e

st
ab

lis
he

d 
an

d 
ho

w
 

do
 y

ou
 m

ak
e 

th
em

 k
no

w
n 

to
 c

us
to

m
er

s?
 

8.
2.

3.
1 

Re
vi

ew
 o

f 
re

qu
ir

em
en

ts
 fo

r 
se

rv
ic

es
.

H
ow

 d
o 

yo
u 

co
nd

uc
t t

he
 r

ev
ie

w
 o

f 
re

qu
ir

em
en

ts
 a

nd
 h

ow
 d

o 
yo

u 
en

su
re

 
th

at
 y

ou
 h

av
e 

th
e 

ne
ce

ss
ar

y 
ca

pa
bi

lit
y 

to
 

m
ee

t t
he

m
? 

8.
2.

3.
1 

an
d 

8.
2.

3.
2 

Re
vi

ew
 

of
 r

eq
ui

re
m

en
ts

 fo
r 

se
rv

ic
es

.
ar

is
e 

be
tw

ee
n 

th
e 

cu
st

om
er

 a
nd

 th
e 

pe
rs

on
ne

l p
er

fo
rm

in
g 

th
e 

se
rv

ic
e?
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8.
2.

4 
Ch

an
ge

s 
in

 s
er

vi
ce

 
re

qu
ir

em
en

ts

H
ow

 d
o 

yo
u 

en
su

re
 th

at
 w

he
n 

re
qu

ir
em

en
ts

 fo
r 

pr
od

uc
ts

 a
nd

 s
er

vi
ce

s 
ch

an
ge

, t
he

 r
el

ev
an

t d
oc

um
en

te
d 

th
e 

re
le

va
nt

 p
eo

pl
e 

ar
e 

aw
ar

e 
of

 th
e 

8.
4.

1 
Co

nt
ro

l o
f e

xt
er

na
lly

 
su

pp
lie

d 
pr

oc
es

se
s,

 
pr

od
uc

ts
 a

nd
 s

er
vi

ce
s.

H
ow

 d
o 

yo
u 

en
su

re
 th

at
 th

e 
pr

oc
es

se
s,

 
pr

od
uc

ts
 o

r 
se

rv
ic

es
 p

ro
vi

de
d 

to
 

th
e 

or
ga

ni
za

tio
n 

co
nf

or
m

 to
 th

e 
re

qu
ir

em
en

ts
 o

f t
ho

se
 w

ho
 r

eq
ue

st
 

th
em

? 

8.
4.

1 
Co

nt
ro

l o
f e

xt
er

na
lly

 
su

pp
lie

d 
pr

oc
es

se
s,

 
pr

od
uc

ts
 a

nd
 s

er
vi

ce
s.

W
ho

 d
et

er
m

in
es

 th
e 

co
nt

ro
ls

 to
 b

e 
ap

pl
ie

d 
to

 e
xt

er
na

l s
up

pl
ie

rs
 a

nd
 h

ow
 a

re
 

th
ey

 d
et

er
m

in
ed

? 

8.
4.

2 
Ty

pe
, s

co
pe

 a
nd

 
co

nt
ro

l.

H
ow

 d
o 

yo
u 

en
su

re
 th

at
 e

xt
er

na
lly

 
su

pp
lie

d 
pr

oc
es

se
s,

 p
ro

du
ct

s 
an

d 

ab
ili

ty
 to

 c
on

si
st

en
tly

 d
el

iv
er

 c
om

pl
ia

nt
 

se
rv

ic
es

 to
 y

ou
r 

cu
st

om
er

s?
 

8.
4.

3 
In

fo
rm

at
io

n 
fo

r 
ex

te
rn

al
 s

up
pl

ie
rs

.

H
ow

 d
o 

yo
u 

en
su

re
 th

e 
ad

eq
ua

cy
 o

f t
he

 
re

qu
ir

em
en

ts
 b

ef
or

e 
co

m
m

un
ic

at
in

g 
th

em
 to

 th
e 

ex
te

rn
al

 s
up

pl
ie

r?
 

8.
5.

1 
Co

nt
ro

l o
f 

pr
od

uc
tio

n 
an

d 
se

rv
ic

e 
pr

ov
is

io
n.

cu
st

om
er

s 
ca

rr
ie

d 
ou

t u
nd

er
 c

on
tr

ol
le

d 
co

nd
iti

on
s?

tr
ac

ea
bi

lit
y.

H
ow

 d
o 

yo
u 

id
en

tif
y 

an
d 

tr
ac

e 
th

e 
se

rv
ic

es
 y

ou
 p

ro
vi

de
?
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8.
5.

3 
Pr

op
er

ty
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