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1.0 Objectives  
 

1.1 To provide guidelines in planning, preparing, and performing internal QMS audit. 
 

1.2 To provide guidelines in reporting audit results and following up status of actions 
taken to address nonconformities found during the audit. 

 
2.0 Scope 
 

This procedure covers all processes, functions, and operational areas covered by PNOC 
QMS. 

 
3.0 Definition of Terms 

 
3.1 Audit –  a systematic and documented process of obtaining objective evidence of 

conformity to a standard or criteria 
 

3.2 Auditee – a person or function being audited 
 

3.3 Audit findings – result of evaluating audit evidence against the criteria; it can be 
conformity, nonconformity, or observation 

 
3.4 Auditor – a person with competence to conduct quality, environment, health, and 

safety management system audit 
 

3.5 Nonconformity (NC) – a non-fulfillment of a specified requirement of the standards, 
policy, procedures, and other planned arrangements 

 
4.0 References 
 

4.1 ISO 19011:2018 – Guidelines for Auditing Management Systems 
4.2 ISO 9001:2015 Quality Management System 
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5.0 Policies and Guidelines  
 

5.1 General 
 
5.1.1 The entire QMS shall be audited at least once a year, taking into consideration 

the status and importance of the processes/ areas/ functions to be audited 
and results of previous audits. 

 
5.1.2 The head of the audited area/unit shall be responsible in ensuring that 

nonconformities and observations detected during the audit are addressed 
promptly.  

 
5.1.3 If nonconformities were found during the audit, the lead auditor shall follow 

up and verify the actions taken within 2 weeks after the date committed by 
the action party/ auditee. 

 
5.1.4 If there were no nonconformities, monitoring of observations will be done by 

the Internal Audit Office as to the compliance to the action plans before the 
next scheduled audit. 

 
5.2 Internal auditors’ competence program 

 
5.2.1 Internal Auditors shall follow a training program to ensure their competence.  
5.2.2 Internal Auditors will not be allowed to audit his/her own process  
5.2.3 Auditors’ training shall be planned and monitored. 
5.2.4 Internal Auditors shall complete the minimum requirements as follows: 

5.2.4.1 Understanding of requirements of ISO 9001:2015 
5.2.4.2 Basic internal auditing skills 
5.2.4.3 Understanding of PNOC’s processes 

 
5.2.5 Auditors shall be allowed to audit only the areas and processes where they 

have sufficient competence.  Those who have training gaps shall be: 
5.2.5.1 Allowed to audit under the supervision of an audit team leader 
5.2.5.2 Required to complete training deficiencies 
5.2.5.3 Included in subsequent auditor training programs 
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6.0 Details 
 

Activity 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

Responsibility 
 
 
 
 

 
Lead Auditor 

 
 
 
 
 

 
Lead Auditor 

 
 
 
 

 
Lead Auditor 

 
 
 

Internal Auditor 
 
 
 
 
 

Lead Auditor 
 
 
 
 
 
 

Internal Auditor  
 

 
 

Notes/ References 
 
 
 

 
1. The QMS-05F1 shall be     prepared/ 

revised preferably before the fiscal 
year ends. 
 
 
 
 
 

2. Determine requirements applicable 
to each process, area or function.  

 
 
3. Consider auditor’s skills, familiarity 

with PNOC’s operation, knowledge of 
relevant legal requirements and 
independence from the functions 
and/or processes to be audited. 
 

4. Access the relevant documented 
information or request for copy from 
the DC.  Assess the conformity of the 
documentation. 
 

5. QMS-05F3 may be prepared for the 
whole system audit or per defined 
scope. The itinerary shall be 
communicated at least a week before 
the Audit.  
 

6. Use QMS-05F4.  Record evidence of 
conformity and non-conformity in 
the checklist. 

 
 
 
 
 

Review/ Revise 
QMS-05F2 (Audit 

Matrix) 

Prepare/ Revise 
QMS-05F1(Annual 

Audit Plan 

Organize/ 
Identify member 

of Audit Team 

 

Prepare QMS-
05F3 (Audit 

Itinerary) 

Start 

A 

Prepare/ Review/ 
Revise QMS-05F4 

Checklist 

Conduct preliminary 
meeting and 

commence document 
review 
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Activity 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Responsibility 
 
 
 

 
Lead Auditor 

 
 
 
 

Internal Auditor 
 
 
 
 

Internal Auditor 
 
 
 

Internal Auditor  
 
 
 
 

Audit Team 
 
 
 
 
 

Auditee 
 
 
 
 
 

Internal Auditor 
 
 
 
 
 
 

Notes/ References 
 

 
 
 

7. Where necessary, conduct an opening 
meeting before the audit proper. 

 
 

8. Review the results of audit. Agree on 
audit findings, including the NC(s) to 
be raised. 
 
 
 

9. Use QMS-07F1.  Refer to Policies and 
Guidelines for the definition and 
classification of NC.  
 

10. Refer to Corrective Action Procedure 
for proper steps to be taken to ensure 
that all non-conformities are followed 
up and closed out in the proper 
manner. 

 
11. Furnish them with copy of the CAR 

and Audit Report.  The team may 
conduct a closing meeting to discuss 
with the auditees the audit findings.   

 
12. Auditees shall perform timely 

correction and corrective action once 
audit findings are communicated to 
them. 

 
 

13. Prepare Internal Audit Report. 
 
 
 
 
 
 
 

A 

 

Conduct the audit 

With Non-
Conformity? 

Prepare QMS – 07F1 
(Corrective Action 

Request) 

No 

Yes 

Inform Relevant 
Function of the results 

Prepare QMS – 05F5 
(Audit Report) 

Perform necessary 
correction and 

corrective action 

B 

Conduct Opening 
Meeting 
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Activity 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Responsibility 
 
 
 

 
 

Lead Auditor 
 
 
 
 

Auditee 
 
 
 
 
 

Auditee 
 
 
 
 
 
 

Auditee 
Lead Auditor 

IAO  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Notes/ References 
 
 
 
 
14.  Discussion of audit findings and 

validation of NC’s with the QMR. If 
applicable, resubmit QMS-05F5. 

 
 
 
15. Use QMS – 01F6 for actions to be 

taken. 
 
 
 
16. Fill up QMS-07F4 for the evaluation 

of the auditor and submit the same 
to the Lead Auditor. The lead auditor 
shall evaluate the feedback based on 
survey for improvement. 

 
 
17. Auditees shall ensure 

implementation of the Action plan. 
The Lead auditor shall monitor action 
taken within the committed time 
frame. IAO shall continue to monitor 
the action taken after the 3rd party 
audit. QMS-05F6 shall be prepared by 
the Lead Auditor to be forwarded to 
IAO 

 
 
 
 

 
 

    
 
 

Prepares Action 
Plans  

B 

End 

Conduct Wash down 
meeting 

Conduct Evaluation 
of the Internal 

Auditors 

Monitors Action 
Taken  
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7.0 Records/ Files Generated 
 

QMS-05A1 Classification of Audit Findings 
QMS-05F1 Annual Audit Plan 
QMS-05F2 Audit Matrix 
QMS-05F3 Audit Itinerary 
QMS-05F4 IA Checklist 
QMS-05F5 Audit Report 
QMS-05F6 Monitoring of Observations 
QMS-05F7 Internal Auditors Training Matrix 

 
8.0 Attachments 

 
Sample Forms 

 

Rev. 
No. 

Affected pages/ 
section 

Revision History 

0 - New version of PNOC QMS; to include PNOC Energy Supply 
Base and PNOC Industrial Park. 

1 Page 4 to 6 To include in the process the document review and 
evaluation of internal auditors 

2 All pages Section 1 – to correct the word “unconformities” to 
“nonconformities” 
Section 5 – minor revisions on 5.1.2, 5.1.3 and 5.1.4 for 
clarity of the statement 

- Include 5.2.2 this statement “Internal Auditors will not 
be allowed to audit his/her own process” 

Section 6 – indicated the form number of the forms being  
mentioned 

- Added activity for the conduct of preliminary meeting, 
washdown meeting, preparation of action plan and 
monitoring of the action taken 

Change in effectivity dates 

 

 

Prepared by Reviewed by Approved by 

 
 

J. R. Racho  
M. B. L. Cubelo 

 
 

Atty. G. M. Barleta 

Lead Auditor Deputy QMR SVP Energy Business 
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MONITORING OF AUDIT OBSERVATIONS
QMS-05F6 Rev.0

PHILIPPINE NATIONAL OIL COMPANY
Energy Center, Bonifacio Global City, Taguig City

ITEM NO ISSUED FUNCTION/
DEPARTMENT OBSERVATION ACTION TAKEN FOLLOW-UP

REMARKS

Prepared by: Conforme Noted by:

(Signature over Printed Name) (Signature over Printed Name) (Signature over Printed Name)
Auditor Auditee Lead Internal AuditorCONTROLL

ED C
OPY
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MONITORING OF AUDIT OBSERVATIONS
QMS-05F6 Rev.0

PHILIPPINE NATIONAL OIL COMPANY
Energy Center, Bonifacio Global City, Taguig City

ITEM NO ISSUED FUNCTION/
DEPARTMENT OBSERVATION ACTION TAKEN FOLLOW-UP

REMARKS

Prepared by: Conforme Noted by:

(Signature over Printed Name) (Signature over Printed Name) (Signature over Printed Name)
Auditor Auditee Lead Internal Auditor
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