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1 INTRODUCTION
1.1 This procedure is established to:

1.1.1 Review the PAC management system, in particular the MLA program, to ensure its continuing suitability and effectiveness in satisfying the requirements contained in reference 2.1 and the stated mission, polices and objectives,

1.1.2 Provide an opportunity to continuously improve the PAC management system, in particular the MLA program.

1.2 This procedure describes how to conduct PAC internal audit(s) and management review(s).

2 REFERENCES
2.1 IAF/ILAC A1:  IAF/ILAC Multilateral Mutual Recognition Arrangements: Requirements for Evaluation of a Regional Group. Section 2: Requirements for Regional Groups (current version).
2.2 IAF/ILAC A2:  IAF/ILAC Multi-Lateral Mutual Recognition Arrangements: Requirements for Evaluation of a Single Accreditation Body (current version).
2.3 PAC MLA Policies and Procedures (PAC-MLA-004) (current version).
3 SCOPE OF INTERNAL AUDIT
3.1 The internal audit shall cover all policies and procedures implemented to satisfy the requirements of references 2.1 and 2.2 and to identify opportunities for improvement.
4 INTERNAL AUDIT TERMS
4.1 Qualification of Internal Audit Team Leaders and Members

4.1.1 An internal audit team leader shall be a qualified peer evaluation team leader or a qualified peer evaluation team member who shall have participated as a team member in a peer evaluation of an accreditation body and has knowledge of the IAF/ILAC A1 Document – “Requirements for Evaluation of a Regional Group”.

4.1.2 An internal audit team leader shall be a qualified peer evaluation team member who shall have participated as a team member in a peer evaluation of an accreditation body.

4.1.3 The Secretariat shall have at least three internal audit team leaders and three team members, and maintain a list of their names and affiliations.

4.1.4 A record of experience of internal audit team leaders and members, in the internal audit of the MLA Management Process, shall be kept up-to-date by the Secretariat.

4.2 Appointment of Internal Audit Teams
4.2.1 The team leader of each shall be appointed by the Executive Committee from the List of internal audit team leaders referred to in 4.1.3.
4.2.2 If necessary, one team member shall be selected by the Executive Committee, in consultation with the team leader, from the List of internal audit team members referred to in 4.1 3.

4.2.3 Neither the team leader nor the team member shall evaluate the activities which he/she was responsible for implementing, for instance, the peer evaluation which he/she participated in as a peer evaluation team leader or team member

5 IMPLEMENTATION OF INTERNAL AUDIT
5.1 Frequency

5.1.1 The internal audit shall be conducted at intervals of not more than 12 months unless revised by the Executive Committee on the basis of results of the last internal audit and/or IAF peer evaluation of PAC.
5.2 Preparation

5.2.1 The team leader shall determine the dates in consultation with the team member for the internal audit with the agreement of the PAC Chair and Secretary.

5.2.2 The team leader shall ensure that the team is supplied with copies of the current PAC management system documentation at least three months in advance of the internal audit.

5.2.3 The team leader shall prepare, in conjunction with the PAC Secretary, a detailed internal audit plan which shall ensure that all policies and procedures are implemented to satisfy the requirements of references 2.1, 2.2, and 2.3.

5.3 Conduct

5.3.1 The team leader shall establish the current version of reference 2.1 and conduct a document review against the requirements. 

5.3.2 The team shall evaluate the implementation of the PAC management system by reviewing relevant records, including peer evaluation reports, meeting minutes, etc. to establish compliance and effectiveness of operation.

5.3.3 The PAC Secretary shall be authorised by the Executive Committee to represent it in relationships with the team.

5.3.4 The audit shall be conducted at the office of the Secretariat, or, if considered appropriate by the team leader, by electronic means with the Secretary supplying all documents requested by the team to them at their own offices. In any case, an internal audit shall be conducted on the physical premises of the secretariat at least once every two years. If an electronic audit is conducted, the team may consult either by email or by telephone as appropriate.

5.3.5 The PAC shall reimburse the costs of team travel to the Secretariat office as follows:

· Business class fares, where travel time is over 6 hours

·  Costs of hotel accommodation, meals and incidentals (taxis etc.)

· Costs of telephone conference calls.

5.3.6 The costs of personal time shall be carried by the employer(s) of the team leader and the team member.

5.4 Report
5.4.1 At the conclusion of the audit, the team leader shall conduct a closing meeting where the findings of the audit shall be discussed. The team leader shall give the PAC Secretary an opportunity to comment on and discuss the team’s findings and clear up any misunderstandings that may have arisen.
5.4.2 After the visit the team leader shall complete the internal audit report and forward it to the PAC Secretary within 30 days. The report shall be in the format described in Annex A. the team leader shall give the PAC Secretary 30 days to comment on the report and clear up any misunderstandings that may have arisen.

5.4.3 The PAC Secretary shall check and submit the report with his or her comments/proposed corrections and corrective action to all the members of the Executive Committee, including the Quality Manager, within 30 days of receiving the report.

6 REVIEW AND FOLLOW UP
6.1 The Executive Committee shall review the internal audit report and decide on a corrective action plan to improve the operation of the PAC management system within 60 days of receiving the report.

6.2 The Quality Manager shall follow up and ensure their acceptance of the proposed corrective action(S) and consultation with the team leader.

7 MANAGEMENT REVIEW
7.1 The Executive Committee shall, on an annual basis, review the suitability and effectiveness of the PAC management system in satisfying the requirements of reference 2.1 and the established PAC mission, policies by reviewing and considering, among other things, internal and external audit reports, appeals and complaints, continuous improvement requests, matters arising from the peer evaluation process, etc.
7.2 To ensure repeatability of the process, the Executive Committee shall include management review as a permanent agenda item for Executive Committee meetings. The agenda item will identify those items, some are included in Clause 7.1 above, and that shall be considered as part of management review.

7.3 The PAC Chair shall present the results of the management review annually at the plenary meeting. The report shall specifically identify the suitability and effectiveness of the PAC management system in satisfying the requirements of reference 2.1 and the PAC mission, policies and objectives.
ANNEX A: Contents of the Internal Audit Report
Cover Page
· Identifying team leader, team member (if any) and date and place of internal audit.

Summary Page

· Prepared and signed by the team and signed by the PAC Secretary on the last day of audit;
· Containing the purpose of the audit, participants, criteria against which the audit is performed, activities undertaken during the audit and main conclusions on the operation of the PAC Management System and MLA program.

Administration of the MLA Program
· Comments on the implementation of each requirement specified in the MLA Policies and Procedures and associated documents (Clause 2 refers);

· Comments on the control of documentation and records related to the operation of the MLA Program.

Appendices

· Internal Audit Plan;

· Non-conformities, Concerns and Comments (to be in the same format as for a peer evaluation report).
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