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Scope 

This document covers the policies and procedures in planning, conduct of audit, wash-up 

and follow- up until resolution of findings. 

 

Ownership 
 
The Quality Assurance (QA) Manager/ QA Supervisor is responsible for ensuring that 

this document is cascaded to all concerned personnel and that it reflects actual practice. 

 

 

Policies 

1. Only certified Internal Quality Auditors shall conduct the audit. 

2. Lead Auditor/ QA in charge shall have audit plan and audit objective to be 

presented to the top management and or as needed/ required by the 

management. 

3. Internal Quality Audit shall be done once a year both for F2 Logistics & F2 Global 

Logistics. 

4. Internal Auditors shall have general meeting or virtual meeting, if necessary, prior 

the live audit conducted by Lead auditor/ QA in charge. 

5. All Audit Reports shall be acknowledged through email or signed by the auditee’s 

department head. 

6. A finding may only be closed if the correction/containment and corrective actions 

taken are implemented and are verified as effective. 
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7. Internal Auditor(s) shall be the one who will issue the NCAR to auditee (if non- 

conformance arises) and will monitor/ follow up and verify the effectiveness of 

action taken. 

8. Issuance of NCAR shall be done within two (2) days after the audit. Each non 

conformity will have a one (1) NCAR form. 

9. All findings shall be closed within one (1) month for Non- conformance and two (2) 

weeks for Observation/ Potential NC/ Recommendation (If acceptable) unless an 

asset is required to be purchased as part of action(s) to be implemented, in which 

the auditee may be allowed to close the finding beyond 1 month. Longer timelines 

shall be approved by the QA Manager, AVP- Internal Audit/ VP & COO/ EVP & 

COO/ SVP / OCFO-OCRO or President / CEO. 
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Procedures 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Start 

QA Manager/QA in charge 
1. Schedules audit 

2. Aligns schedule with the auditee 

 

Auditee is 

available? 

Lead Auditor 
3. Coordinates with the auditee on 

final time and venue of audit 

4. Conducts opening or virtual 

meeting with the auditees and 

auditors 

Auditor 
5. Conducts physical audit/ virtual 

audit, if necessary 

- Validates closure of previous 

findings if any 

- Checks documents and actual 

practices versus standards and 

requirements.  

6. Writes-down result of audit on Audit 

Checklist 

7. Prepares Audit Report 

8. Submits Audit Report to Lead 

Auditor 

All Auditors 
9.     Conduct Closing Meeting & discusses 

conformances & non-conformances 

found during audit to the auditees. 

Auditor 
10. Secures signature or email 

acknowledgement of auditee and 

auditee’s department head on Audit 

Report. 

11. Issues Nonconformity and Corrective 

Action Report (NCAR) to auditee 

12. Submits original or soft copy of audit 

checklist & signed or acknowledge 

through email audit report to QA 

Manager/QA Staff 

Auditee 
13. Fills-up root cause, 

correction/containment actions, & 

corrective action on NCAR 

14. Indicates commitment date for 

correction and corrective action on 

NCAR 

15. Indicates person responsible & 

his/her department head 

 

A 

No 

Yes 

Auditee 
16. Prints/sends  NCAR  and secures 

signature or email 

acknowledgement of department 

head 

B 
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Approved? 

No 

C 

 
Approved? 

No 

Yes 

Auditor 

22. Coordinates with the auditee and 

advises result of review of NCAR 

Auditee 

23. Edits NCAR based on 

recommendations of auditor 

Auditor 

24. Accepts NCAR. Advises Auditee 

 

Time for 
follow-up 

audit? 

Yes 

No 

Auditee’s Department Head 
17. Reviews NCAR. 

A 

Yes 

Auditee’s Department Head 
18. Advises auditee of necessary 

corrections on NCAR 

Auditor 
21. Reviews accomplished 

NCAR 

Auditee 
19. Edits NCAR 

Department Head  
25. Implements containment/ 

correction and corrective action 

B 

B 

D 

Auditee/Auditee’s 

Department Head 
20. Signs NCAR or sends through 

email the approved NCAR to 

the auditor 
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Auditor 

26. Conducts follow-up audit or 

virtual audit, if necessary,  through 

verifying implementation and 

effectiveness of action(s) taken 

 
Finding/s may 

be closed? 

Yes 

No 
Auditor 

29. Coordinates with auditee on actions 

and objective evidence needed and 

schedules another follow-up audit 

D 

Auditor 

27. Advises auditee and department 

head that the finding is closed and 

updates NCAR 

28. Forwards closed NCAR to QA 

Manager / Staff 

End 

C 


