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Preparatory Review and Audit Plan (suite)

Preparatory Review and Audit Plan

Organization: 3181780  - Audit: 10/2018
Audit objectives are:

· determination of conformity of the client’s management system, or parts of it, with audit criteria;

· evaluation of the ability of the management system to ensure the client organization meets applicable statutory, regulatory and contractual requirements;

· evaluation of the effectiveness of the management system to ensure the client organization is continually meeting its specified objectives; and

· as applicable, identification of areas for potential improvement of the management system.

Standards – Version – Audit type:

· ISO 9001:2015 – Initial Audit (Stage 2)
Audit scope of the Organization: 

· PROVISION OF COLLEGE DEGREE PROGRAMS  IN THE FIELD  OF MECHANICAL ENGINEERING, ELECTRICAL ELECTRONICS ENGINEERING,  AUTOMOTIVE TECHNOLOGY AND INFORMATION TECHNOLOGY.

· CUNG CẤP CÁC CHƯƠNG TRÌNH CỬ NHÂN CAO ĐẲNG TRONG LÃNH VỰC CÔNG NGHỆ CƠ KHÍ; CÔNG NGHỆ ĐIỆN –ĐIỆN TỬ;   CÔNG NGHỆ ĐỘNG LỰC VÀ CÔNG NGHỆ THÔNG TIN.
Physical or virtual sites to certify or certified concerned by the certification scope:

· LY TU TRONG COLLEGE OF HO CHI MINH CITY (TRƯỜNG CAO ĐẲNG LÝ TỰ TRỌNG THÀNH PHỐ HỒ CHÍ MINH)

· 390 Hoàng Văn Thụ street, Ward 4, Tân Bình District, Ho Chi Minh CITY,  Viet Nam (390 Hoàng Văn Thụ, Phường 4, Quận Tân Bình, Thành phố Hồ Chí Minh, Việt Nam)
Specific points to audit arising from previous audits:

· None

Existence of complaint from any source recorded by the certification body that should be addressed during this audit:

· None
Documents supplied and included in the audit criteria:

· Quality Manual dated 29/9/2018
· 3181780-TechnicalAnnex-I(ISO9001v2015)-VN(HCM) dated 21/8/2018
· Organization structure dated 20/9/2018
· List of documents updated 20/9/2018
· Process map dated 29/9/2019
Comments or problems observed during this preparatory review: 

· None
	The document review has been carried out:
	 FORMCHECKBOX 
 on the client’s premises

 FORMCHECKBOX 
 from our offices


Sampling programme adopted in the following audit plan (for example: process, sites or activities that will be assessed by sampling):

This annual audit is based on following sampling:

	Sites Sampling


	Shift work

D= Daily

2x8

3x8

7/7
	Initial Audit planned Oct 2018
	Surveillance

 audit 1

planned in Oct 2019
	Surveillance

 audit 2

planned in Oct 2020
	Renewal Audit planned in Sep 2021

	Central office

(HO, Departments, faculties & Centers)
	No Shift

Normal Working time (08.00-17h00), overtime if required)/6 working days
	All processes managed from the central office
	All processes excluding Admin. - HR & General Affairs ,  Training faculties ( Mechanical Engineering, Electrical - Electronic Engineering) &  support centers
	All processes excluding  Machinery - Materials, Maintenance – Servicing , training faculties (Information  & Automotive Engineering) & Planning & Finance
	All processes managed from the central office

	Sampling for permanent sites: n/a
	n/a
	n/a
	n/a
	n/a
	n/a

	Sampling on  Temporary sites: n/a
	n/a
	n/a
	n/a
	n/a
	n/a

	
	
	
	
	
	

	Sampling by processes for shift works with transmission instruction if necessary

	n/a
	n/a
	n/a
	n/a
	n/a
	n/a


Note: If the organization manages shift works, the activities that take place during the rotations of teams must be taken into account. This will be especially the case if specific activities are carried out at night or at weekends

	Lead Auditor:
	Tran Tien Dung, Mr (LA)
	Audit date:
	15, 16, 17 Oct 2018

	Auditor 1 / Ref:
	Nguyen Phuoc Ngoc Anh, Ms (A1)
	Total audit man-days on site:
	 5  man-days

	Auditor 2 / Ref:
	N/A
	Observer or other:
	N/A

	Auditor 3 / Ref:
	N/A
	Observer or other:
	N/A

	Activities/Processes/Areas: Top Management, Testing & QA, Enrollment & Training., Admin. - HR & General Affairs, Planning & Finance, Machinery - Materials, Infrastructure Maintenance – Servicing, Student Development & Couselling, Mechanical Engineering Faculty, Electrical - Electronic Engineering Faculty, Information Technology Faculty, Automotive Engineering Faculty & Centers (Communication - Library, Health Care, Industry Partnerships) 

	Date /
hour
	Specify the names of sites audited 

and process/services concerned
	Standard clause
	Audit

team
	Name/

position

	
	
	Q
	S
	E
	
	

	Day 1: 15/10/2018

	08:30
09.00
	OPENING MEETING
· Introduction of Members

· Audit Objectives & Scope

· Audit and Report Method

· Audit Plan Review 
	x
	
	
	LA


	Senior Management & concerned Managers

	09:00
14.30
	Senior Management/QMR and QA, focus on key processes as management, testing …

· Understanding the organization and its context, the needs and expectations of interested parties - 4.1, 4.2

· QMS scope, QMS planning (including change management) - 4.3, 4.4 & 6.3

· Quality strategy & Policy - 5.2 

· QMS ’s documented information – 4.4

· Leadership and commitment (5.1)

· Organizational roles, responsibilities and authorities – 5.3

· Risk & opportunities determination and actions to address them – 6.1

· Quality objectives & planning to achieve objectives - 6.2

· Provision of resources - 7.1

· Organizational knowledge management - 7.1.6

· Testing planning, implementation & control - 8.6 
· Monitoring, measurement, analysis and evaluation of quality performance  - 9.1

· Customer feedback  - 9.1.2

· Internal audits - 9.2

· Management Review - 9.3

· Nonconformity, corrective & improvement actions - 10 
	4

5.1

5.2

5.3

6.1

6.2

7.1

8.1

8.6

9.1

9.2

9.3

10


	
	
	LA


	Senior Management/QMR, Testing & QA

Ban Giám Hiệu/Đại diện lãnh đạo & Phòng khảo nghiệm & Đảm bảo chất lượng

	14.30
16.30
	Enrollment & Training Dept., focus on key processes as enrollment, design & development of training programs, training, implementation of training programs …

· Risk & opportunity management - 6.1
· Enrollment/Customer related processes - 8.2
· Design & development of training programs - 8.3
· Training & witness organization - 8.5, 9.1
· Outsourcing management  - 8.4
· Control of nonconforming outputs - 8.7 
· Performance evaluation – 9.1 

· Nonconformity, corrective and improvement action - 10
	6.1

8.2

8.3

8.4

8.5

8.7

9.1

10


	
	
	LA
	Enrollment & Training Dept.

Phòng Tuyển sinh & Đào tạo

	Day 2: 16/10/2018

	08:30
11.00
	Training faculties, focus on full scope & key processes as provision of college degree programs, testing, handling of NC, development of teacher’ competence …

· Risk & opportunity management - 6.1

· Management of measuring resources, infrastructure  & environment for the operation of processes – 7.1

· Competence & development of human resource - 7.1.6, 7.2

· Management of equipment for training - 7.1.3

· Operation planning and control  – 8.1

· Control of externally provided processes – 8.4

· Provision of college degree programs - 8.5

· Testing/release of products and services – 8.6 

· Control of nonconforming outputs - 8.7 
· Performance evaluation, including customer feedback - 9.1

· Nonconformity, corrective and improvement actions - 10
	6.1

7.1

7.2

8.1

8.4

8.5

8.6

8.7

9.1

10


	
	
	LA
	Mechanical Engineering Faculty

Khoa Công nghệ Cơ khí

	
	
	
	
	
	A1
	Electrical - Electronic Engineering Faculty

Khoa công nghệ Điện - Điện tử

	11:00
14.30
	
	
	
	
	LA
	Information Technology Faculty

Khoa công nghệ thông tin

	
	
	
	
	
	A1
	Automotive Engineering Faculty

Khoa công nghệ Động lực

	14:30
16.30
	Admin. - HR & General Affairs Dept., focus on key processes as management of human resource, security, fire fighting …
· Risk & opportunity management - 6.1

· Organizational roles, responsibilities and authorities – 5.

· Provision of HR & knowledge management   - 7.1.2, 7.1.6 

· Competence, awareness and needed activities  (recruitment, training, appointing ….)  - 7.2, 7.3

· Security & fire fighting control  – 7.1.3, 7.1.4
· Documented information control - 7.5
· Performance evaluation (performance of staffs, key processes …) – 9.1 

· Nonconformity, corrective and improvement action - 10
	5.3

6.1

6.2

7.1

7.2

7.5

9.1

10
	
	
	LA
	Admin. - HR & General Affairs Dept.

Phòng Hành chánh Nhân sự & Tổng hợp

	14:30
16.30
	Machinery - Materials, Maintenance – Servicing Departments, focus on support processes as purchasing, infrastructure & training environment management, warehousing …

· Risk & opportunity management - 6.1

· Infrastructure (including monitoring & measuring equipment) & work environment effecting training - 7.1
· Purchasing & external provider management - 8.4
· Provide & maintain equipment for training as required - 8.5
· Control of nonconforming outputs - 8.7 
· Performance evaluation  – 9.1 

· Nonconformity, corrective and improvement action - 10
	
	
	
	A1
	Machinery - Materials, Maintenance – Servicing Departments.

Phòng Thiết bị Vật tư - Quản trị & Dịch vụ

	Day 3: 17/10/2018

	08:30
12.00
	Student Development & Couselling Dept., focus key processes as student management, Study Encouragement, monitoring and handing student’ feedback …
· Risk & opportunity management - 6.1

· Study Encouragement & administration implementation for students - 8.1, 8.5
· Security for training environment - 7.1.4
· Evaluate student performance - 8.6
· Control of nonconforming outputs & student feedback - 8.2, 8.7 
· Performance evaluation - 9.1

· Nonconformity, corrective and improvement actions - 10
	7.1

8.1

8.5

8.6

9.1

10
	
	
	LA
	Student Development & Couselling Dept.

Phòng công tác chính trị - Học sinh Sinh viên

	08:30
10.00
	Centers (Communication - Library), focus on support processes

· Risk & opportunity management - 6.1

· Internal & External communication - 7.4
· Library management - 7.5, 8.5

· Control of nonconforming outputs & student feedback - 8.7 
· Performance evaluation - 9.1

· Nonconformity, corrective and improvement actions - 10
	6.1

7.4

7.5

8.5

8.7

9.1

10


	
	
	A1
	Centers (Communication - Library)

Trung Tâm Truyền thông - Thư viện

	10:00
12.00
	Center (Industry Partnerships), focus on support processes

· Risk & opportunity management - 6.1

· Need & expectation of enterprises - 4.2, 8.3
· Survey of enterprises' feedback on the performance of students graduated, survey on the employment of students graduated - 8.5, 9.1.2
· Performance evaluation - 9.1

· Nonconformity, corrective and improvement actions - 10
	4.2

6.1

8.5

9.1

10


	
	
	A1
	Center (Industry Partnerships)

Trung Tâm quan hệ Doanh nghiệp

	13:00
15.00
	Planning & Finance Dept., focus on management & support processes

· Business plan development & control - 4.1, 4.2, 6.1, 7.1, 8.1, 9.1
· Payment & investment - 7.1.3, 8.5

· Control of nonconforming outputs - 8.7 
· Performance evaluation - 9.1

· Nonconformity, corrective and improvement actions - 10
	
	
	
	A1
	Planning & Finance Dept.

Phòng Kế hoạch Tài chính

	13:00
14.30
	Centers (Health Care), focus on support processes
· Risk & opportunity management - 6.1

· Health care - 7.1

· Performance evaluation - 9.1

· Nonconformity, corrective and improvement actions - 10
	
	
	
	LA
	Centers (Health Care) 

Trung tâm Y Tế

	14:30

15:30
	Audit team meeting 

 Auditors self-work for preparation the report
	x
	
	
	LA

A1
	-

	15:30

16.30


	Closing meeting

Closing Meeting with Senior Management to review of the certification scope and site locations, present a summary of the findings and recommendations and to agree corrective action timescales (if applicable)  …


	x
	
	
	LA

A1
	Senior Management & concerned Managers

	Notes:   
· These items will be audited in all departments: 4.1, 4.2, 5.2, 5.3, 6.1, 6.2, 7.1.6, 7.3, 7.4, 7.5, 9.1 & 10

· Lunch may be taken on site to suit company’s timetable/schedule (now 12:00 – 13:00)

· The above timings are for guidance only, they may be changed in suitable with actual progress, at the discretion of the auditor



	Audit plan draft established on 8 Oct 2018

	Plan reviewed on 8 Oct 2018

	Audit plan as carried out  FORMCHECKBOX 



The audit plan as carried out should be enclosed as an appendix to the final audit report. The end of daily schedules shall be specified
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