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1. Purpose 

This procedure defines the method for planning, conducting, reporting, and following up 
internal audits to verify that Enersol’s Quality Management System (QMS) complies with ISO 
9001:2015 and other requirements, is effectively implemented, and continually improved. 

2. Scope 

Applies to all processes, departments, and locations within Enersol Services, including 
Operations, Workshop, Maintenance, Procurement, QA/QC, HSE, and support functions. Covers 
first-party internal audits. 

3. References 

• ISO 9001:2015 – Quality Management Systems (Clause 9.2) 

• QP-06 – Corrective and Preventive Action Procedure 

• QP-07 – Control of Non-Conforming Outputs 

• QP-08 – Customer Compliance Handling Procedure 

4. Definitions 

Internal Audit: Systematic, independent, and documented process for obtaining objective 
evidence to evaluate conformity. 
Auditor: Trained person authorized to perform audits independently of the audited area. 
Audit Plan: Documented schedule defining scope, criteria, objectives, and auditors. 
Audit Finding: Result of evaluating evidence against audit criteria (conformity, non-conformity, 
observation). 
Major Non-Conformity: Systemic failure affecting compliance or product/service quality. 
Minor Non-Conformity: Isolated issue requiring correction. 

ENERSOL SERVICES 

Address 

SAT Plaza. Bashir 
Safar-Oghlu 133 , 
Baku Azerbaijan 

Phone 

P : +994102523444 
 

 

Email 

info@enersolservice.com 
office@enersolservice.com 
www.enersolservice.com 

 

mailto:info@enersolservice.com
mailto:office@enersolservice.com


5. Responsibilities 

QA/QC Manager: Prepares annual audit program, selects auditors, reviews reports, tracks 
corrective actions. 
Internal Auditors: Conduct audits objectively and document findings. 
Department Managers: Provide access, support audit activities, and implement corrective 
actions. 
General Manager: Approves audit program and reviews results in Management Review. 

6. Procedure 

6.1 Annual Audit Program Preparation 

QA/QC Manager prepares a 12-month Audit Program (FR-IAP-01) covering all QMS processes 
annually. Frequency is based on process risk, performance, and previous audit results. General 
Manager approves the plan. 

6.2 Audit Planning 

Lead auditor prepares Audit Plan (FR-APL-02) one week before audit. Defines scope, criteria, 
objectives, auditors, and checklist. Auditees notified at least 5 days before audit. 

6.3 Audit Execution 

Conduct opening meeting, review evidence, interview personnel, and observe operations. 
Record findings as conformity, major/minor non-conformity, or observation using Audit 
Checklist (FR-CHK-03). 

6.4 Audit Reporting 

Prepare Draft Audit Report (FR-RPT-04) within 3 days. QA/QC reviews and issues final report to 
Management and audited department. 

6.5 Corrective Action Follow-Up 

Raise CAR for each non-conformity (FR-CAPA-01). Department provides root cause and action 
plan within 10 days; QA/QC verifies within 30 days. 

6.6 Audit Closure 

QA/QC verifies effectiveness and closes audit record in the Audit Register (FR-LOG-05). Records 
retained for minimum 5 years. 

7. Key Performance Indicators (KPIs) 

 

KPI Target 

% of audits completed as per 
schedule 

≥ 95 % 

% of audit findings closed within 30 
days 

≥ 90 % 

Repeat findings on same root cause ≤ 5 % 
Average time to close CARs ≤ 30 days 



8. Records and Retention 

Record Form Code Retention Owner 

Annual Audit 
Program 

FR-IAP-01 5 Years QA/QC Dept 

Audit Plan FR-APL-02 5 Years Lead Auditor 

Audit Checklist FR-CHK-03 5 Years Auditor 
Audit Report FR-RPT-04 5 Years QA/QC Dept 

Audit Register FR-LOG-05 5 Years QA/QC Dept 



 

FR-IAP-01: Internal Audit Program Template 

 

Department / 
Process 

Audit Month Auditor Scope / Focus Status 

     
     



 

FR-APL-02: Audit Plan Form 

 

Audit No. Date Department Auditor(s) Objective Criteria Scope 
       

       



 

FR-CHK-03: Audit Checklist Template 

 

Process Area Audit Question Objective 
Evidence 

Finding Type Remarks 

     
     



 

FR-RPT-04: Internal Audit Report Template 

 
Audit Title: ____________    Date: ____________    Auditor: ____________    Department: 
____________ 
 

Finding No. Category Description Action 
Owner 

Target Date Status 

      
      



 

FR-LOG-05: Internal Audit Register 

 

Audit 
No. 

Date Department Auditor Findings CAR Ref Closure 
Date 

Remarks 
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