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BATAAN PENINSULA STATE UNIVERSITY

has implemented the Internal Quality Audit Program
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with the requirements of ISO 9001:2015.
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October 27, 2017

GREGORIO J.RODIS
University President

Subject: BPSU 1" Internal QualihJ Audit Accomplishment Report and Request for Certification on the
conduct of Internal Quality Audit

Sir:

In view of the Guidelines on the Validation of the ISO 9001 Quality Management System
(QMS) Certification or ISO-Aligned QMS Documents, the undersigned respectfully requests issuance
of certification on the conduct of Internal Quality Audit to be posted on the Philippine Transparency

Seal.

Attached herewith are the documents to support the conduct of the said activity.

Thank you very much for your continued support. God bless and Mabuhay!
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RECEIVFD

_______ ____,

Our Vision Our Mission

A leadmg un;wrs1ty m the Phihppines recognizedfor its proactnv
contribution to _'iustamahlt· Deielopment through equitable and

inclusnx programs and seniio..·sby 2030.
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BAT AAI'-f PENINSULA STA TE UNIVERSITY
City of Balanga 2100 Bataan

PHILIPPINES

01 September 2017

UNIVERSITYMEMORANDUM

No. 0924~A,series of 2017

ADDENDUM: TO UNIVERSITY lVIEMO NO. 0924 82017
(VAlUOUS ACTfVITlES FOR ISO 9001 IMPLEM.ENTATION

PREPARATION/SCHEDULE OF INTERNAL QUALITY AUDIT)

To VicePresidents
Directors for Various Services
Campus Directors ~~·
Deans/ Heads of Deparh;;n'l:s

From University President

In view of the various activities to be conducted for the implementntion of ISO
9001, the BPSUQuality Assurance Office would like to inform your respective offices on
the schedule for the upcoming Internal Quality Audit come October 2017. Attached
herewith is the schedule of the said activity. Please be guided accordingly.

For your information and guidance.

GREGORJOq_RODIS, Ph.D.
University Pr€sident

r~f#:l Zrxxxxx/tcb
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September 01, 2017

SCHEDULE OF INTERNAL QUALITY AUDIT
October 02-12, 2017

09:00 AM-11:00AM Team 1 Office of the University President I Office Planning, Policy Development, Performance Evaluation, Management
of the Board and Universi Secreta Review, Corrective Actions, Le al Services

01:00-03:00PM Teams Office of Quality Assurance
Performance Evaluation, Feedback Management, Management Review,

Corrective Actions, Presidential Staff Management, Lecturers,
11:00- 12:00PM Team6 Office of Public Affairs Publishing Services

October02,
02:00-04:00PM Team2 Office of Security and RRMS Manpower Services, Presidential Staff Management2017
11:00-12:00PM Team3 Office of Arts and Culture Presidential Staff Management
02:00-04:00PM Team3 Office of Sports and Physical Development Presidential Staff Management

Office of Gender and Development Focal
01:00-02:00PM Team4 Point System/ Center for Human Rights Lecturers , Presidential Staff Management

Education

04:00-0S:OOPM Team 1 and S
Office of Vice President for Research, Planning, Policy Development, Performance Evaluation, Management

Extension and Trainin Review, Corrective Actions
October 03,

09:00-12:00PM Teaml Office of Research and Development
Research Proposal Development, Implementation of Research, Research

2017 Patent Re istration, Production, Lecturers, Publishin Services

01:00-04:00PM Teams Office of Extension and Training
Project/Proposal Development, Project Implementation, Monitoring and

Evaluation, Project/ Program Completion
Planning, Policy Development, Curriculum Development, Performance

04:00-0S:OOPM Team2, 3,4
Office of Vice President for Academic Evaluation, Feedback Management, Management Review, Corrective

Affairs Actions, Syllabus and Instructional Materials Development, Conferment
of De ee, Classroom Instructions,

October 04, 09:00-12:00PM Team 4 (except
· Office of Student Affairs and Services Student Support Services

2017 L. Za anta)
01:00-04:00PM Team2 Library and Information System Student Support Services

01:00-04:00PM Team3 Office of University Registrar
Conferment of Degree, Student Admission and Job Placement,

Re istration and Enrolment,

08:00-12:00PM
Team 1 (except

HRDMO Human Resources ManagementOctober 05, M. Cabreta)

Teaml Team 2 Team3 Team4 Team 5 Team6
Jan Carlo G. Salaveria Leonardo A. Agoyaoy Rubilita C. Diaz Consuelo G. Cruz Rochelle G. Tiongson Conchitina B. Vinzon

/QA Team Head Team Leader Team Leader Tr~amLeader Team Leader Team Leader
Members: Members: Members: Members: Members: Members:

Maribeth D. Cabreta Jannet M. Robles Evangeline B. Pomer Desiree M. Gruela Joycel A. De Leon Billy Ray A. Marcelo
Ralnh H Fc:r::irtin MPi Alinr::iinP .I. V::ilPrin f\/l~rirricn G::.rrb I,..._,.......,.., r: 7..,...,..,...,.,..., "11.•• i:..•-1-:~- o o---•- •-··--•n c- .••1----
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2017 08:00-12:00PM Teams Office of Central Records Records Management
08:00-12:00PM Team6 Office of Procurement Procurement, Repair and Maintenance Services
01:00-05:00PM Team6 Office of Supply and Property Supply, Repair and Maintenance Services

01:00-05:00PM TeamS /
Office of Physical Plant and Engineering Physical Plant and Engineering Services, Repair and Maintenance

Services- General Services Services

Team l....J Office of Physical Plant and Engineering
Physical Plant and Engineering Services, Repair and Maintenance

01:00-05:00PM Services- Motorpool & Engineering
Services

Services

01:00-03:00PM All Teams
Office of Vice President for Administration Planning, Policy Development, Performance Evaluation, Management

and Finance Review, Corrective Actions
October 06,

09:00-12:00PM Team2
Office of Physical Plant and Engineering Physical Plant and Engineering Services, Repair and Maintenance

2017 Services- Construction Services Services

09:00-12:00PM Team3
Office of Production and Business

Income Generating Projects Management
Enterprise

09:00-12:00PM Team 1 , NSTP

09:00-12:00PM Team2 Office of Campus Director-Main
Planning, Performance Evaluation, Feedback Management, Management

.. Review, Corrective Actions

09:00-12:00PM Team3 College of Engineering and Architecture
Syllabus and Instructional Materials Development, Conferment of

Degree, Classroom Instructions,

09:00-12:00PM Team4 College of Technology
Syllabus and Instructional Materials Development, Conferment of

Degree, Classroom Instructions,

09:00-12:00PM Teams
College of Information and Syllabus and Instructional Materials Development, Conferment of

October 09, Communication Technology Degree, Classroom Instructions,
2017

09:00-12:00PM Team 6 Graduate School
Syllabus and Instructional Materials Development, Conferment of

Degree, Classroom Instructions,
Office of Operations, Planning and

Planning, Policy Development, Performance Evaluation, Management
01:00 - 04:00PM Team 6 Development/ Management Information

Review, Presidential Staff Management
System

01:00-04:00PM Team l College of Nursing and Midwifery
Syllabus and Instructional Materials Development, Conferment of

Degree, Classroom Instructions,

01:00-04:00PM Team2 Department of Arts and Sciences
Syllabus and Instructional Materials Development, Conferment of

Degree, Classroom Instructions,
October 10, 09:00-12:00PM Team2 Office of Campus Library- Main Student Support Services, Student Admission and Job Placement

Team1 illm.1 Team 3 Team4 Team 5 Team6
Jan Carlo G. Salaveria Leonardo A. Agoyaoy Rubilita C. Diaz Consuelo G. Cruz Rochelle G. Tiongson Conchitina B.Vimon

/QA Team Head Team Leader Team Leader Team Leader Team Leader Team Leader
Members: Members: Members: Members: Members: Members:

· Maribeth D. Cabreta Jannet M. Robles Evangeline B. Pamer Desiree M. Gruela Joyce! A. De Leon Billy Ray A. Marcelo
Ralph H. Escartin Mei Aljoraine J. Valerio Maricris Q. Garcia Lorena G. Zapanta Ma. Fatima B. Bacala fn\/7131 n <::=alonn~
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2017
09:00-12:00PM Teams

Office of Physical Plant and Engineering Physical Plant and Engineering Services, Repair and Maintenance
Services - Main Services

01:00-04:00PM Team3 Office of the Registrar- Main
Conferment of Degree, Student Admission and Job Placement,

Registration and Enrolment,

01:00-04:00PM Team 1
Office of Research, Extension and Research Proposal Development, Implementation of Research, Research

Training- Main Patent Registration, Production, Lecturers, Publishing Services
09:00-12:00PM Team4 Office of Student Affairs and Services Main Student Support Services

09:00-12:00PM Team6 Office of Administrative Services-Main Performance Evaluation, Legal Services, Lecturers, Human Resources
October 11, Management

2017
01:00-04:00PM Team4

Office of Finance and Management
Services-Main

Financial Management

01:00-04:00PM Team3 Office of PBE Main Income Generating Projects Management

09:00-10:00AM Team4
Office of Finance and Management

Financial Management
Services

October 12,
10:00-11:00AM Team4 .Office of the Budget Financial Management

2017
01:00-02:00PM Team4 Office of Collection and Disbursement Financial Management
02:00-03:00PM Team4 Office of Accounting Financial Management

IQA Team Head I QMS Deputy
JESSELYN CJ¥'0RTEJO, Ed.D.

QNJt Head

Team! Team 2 Team3 ~ Teams Team6
Jan Carlo G. Salaveria Leonardo A. Agoyaoy Rubilita C. Diaz Consuelo G. Cruz Rochelle G. Tiongson Conchitina B. Vinzon

!QA Team Head Team Leader Team Leader Team Leader Team Leader Team Leader
Members: Members: Members: Members: Members: Members:

Maribeth D. Cabreta Jannet M. Robles Evangeline B. Pamer Desiree M. Gruela JoyceI A. De Leon Billy Ray A. Marcelo
Ralph H. Escartin Mei Aljoraine J. Valerio Maricris Q.Garcia Lorena G. Zapanta Ma. Fatima B. Bacala Joyzel D. Salenga



BATJ-\ft~NPENINSULA STATE UNIVERSITY
INTERNAL
Capitol Compound, Brgy. Tcnejero
City of Billanga 2100 Bataan
PHILIPPINES

DR. JESSELYN C. MORTEJO
Head
BPSU Quality Management System

Dear Dr. Mortejo:

Greetings of Peaceand Gratitude!

September 13, 2017

This is to respectfully submit to you the Pool of Auditors for the Internal Quality Audit (IQA)
who successfully completed the training-workshop on "Auditing Quality Management System"
given by the Development Academy of the Philippines held on August 17-21, 2017 at the Conference
Room-2, BPSU- Main Campus. To wit:

1.Mr. Jan Carlo G. Salaveria
2. Mr. Leonardo A. Agoyaoy
3. Ms.Conchitina B.Vinzon
4.Ms.Rubilita C. Diaz
5.Ms. Consuelo G. Cruz
6.Ms.RochelleG.Tiongson
7. Mr. Ralph H. Escartin
8.Ms.Maribeth D. Cabreta

9.Ms. DesireeM. Gruela

10.Ms.Maricris Q. Garcia

IQA Team Head
Team Leader
TeamLeader
Team Leader
Team Leader
Team Leader
Audit Member
Audit Member

Audit Member

Audit Member

11.Mr. BillyRay A.Marcelo
12.Ms. Jannet M.Robles
13.Ms.Joyzel A. De Leon
14.Ms.Ma. Fatima B.Bacala
15.Ms. EvangelineB.Pomer
16.Ms. Joyce!D. Salenga
17.Ms.Mei Aljorainne J. Valerio
18.'Ms.Lorena G. Zapanta
19.Engr. Christopher C.
Maglaque
20. Dr. Jesselyn C.Mortejo

IQA Team Head

Their duties and responsibilities includes:

Audit Member
Audit Member
Audit Member

TechnicalAssistant
TechnicalAssistant
TechnicalAssistant
TechnicalAssistant
Technical Assistant
Tech.Assistant of
Reserved Auditor
Reserved Auditor

The Team Head of the Internal Quality Audit (IQA) has the following general responsibilities:

ensures the conduct of a timely and effective internal audit;
presides over briefings, meetings and conferences of the Internal Quality Audit
Team;

a serves as the head in all matters related to the preparation; implementation and
monitoring of Internal Quality Audit like overseeing and approving the preparation of
annual audit plan, itinerary and audit summary, reporting to and submitting to the Top
Management of the final audit results, approval of RFA resulting from the audit;
monitoring of RFA status issued as a result of audit; identify audit team assignments,
conflict resolution or endorsement, as appropriate; evaluation of auditors; oversees the
improvement of auditor competencies, in coordination with the HRD; n.

1
.t.~ \

Team Leader i"'Ov b Jo
The IQA Team is subdivided into smaller teams which shall be headed by the team leader.

Their responsibilities include:

•
• (IQA)

OurVision

o coo_perate and acti_yelyparticii.:_:i.t~in all meeili!gs and discussions called by the te~rn

J\ lendi11guniucrsin, in the Philippines reco[<nizedfor its proactive contribution
to Sustm:1wfi!cDevelopment tltnnrgh eq1.1ifalilenmt inciusine progmm.s nnd

~erviCef: by 2030

Our Mission

To develop competitive grL1duntes mul erupou.1aed community members b!Jproviding
1 rcletxuii, inuonatioe and tmnsformatine larowler~i;e~research,cxicn .....·'1011 mid
production programs and services through progressive enlmncernent: of its human

""':(Wrce capabilities and institutional mechanisms



BATAAI'J PENINSULJ\ STfl1l.TE UNIVERSITY
INTERNALQUAUTYAUtHt
Capitol Compound, Bq~y-Tenejero ..
City of Balanga 2100 Bataan
PH!UPPlNES

leader/ IQA Team Head in all matters of audit;
" ensure that auditors selected are not assigned to their respective processes;
• supervise the preparation of the audit plan of their respective audit members, preparation

of itinerary of the team and finalize the audit findings and submit to IQA Team Head;
• lead, supervise and monitor the Implementation of the audit plan;
• conduct the opening meeting to discuss audit objectives, scope, method, duration and

requirements to the process owners and staff (auditees);
• preparation and issuance of RFA;
• discuss findings during the closing meeting to the process owners and staff (auditees);
• resolve problems with auditees (if there are any), and;
e perform audit- related tasks as may be required by the IQA Team Head from time to time

Auditors

Their responsibilities include:

o cooperate and actively participate in all meetings and discussions called by the team
leader/ IQA Team Head in all matters of audit;

• prepare the handouts, forms and other documents related to IQA;
e document and collate data to be gathered with the auditees and verify accuracy of

collected information;
• maintain security and confidentiality of records related to IQA;
" supply information on template for NC's and OFI's;
• prepare audit checklist, audit findings and audit report; and
• perform audit-related tasks as may be required by the IQA Team Head/ or Team

Leader from time to time;

Technical Assistant

Their responsibilities include:

• cooperate and actively participate in all meetings and discussions called by the team
leader/ IQATeam Head in all matters of audit;

• assist in the preparation of all audit-related documents and reports;
o act as an observer during the conduct of internal audit
• perform other audit-related tasks as may be required by the IQA Team Head/ or

Leader from time to time;
Team

In this view, may I request that the abovementioned Pool of Auditors for the Internal
Quality Audit (IQA)be designated via university order and a university memorandum be released to
this effect.

Anticipating your positive response regarding this matter. Thank you very much and may
God bless our university.

====O:j_L=p=0=911.31201.7(11:37A~

Very truly your3; r--\ ~' /,
!J...Cf!Z2_&cw.<,~r.11,.~J#-r-->

JAN c'?'Louo;· SALAV~RIA
IQA TeamHead/ QMS Dr/puly

Otu- Vision OurMission
!\lending 1111ivasity in the Philippines rccognizedjor its proactiue contribution.

to Sustninab!c Di:velopment tlm ..n1gl1 equitable and inclusine pn.lf{ram~and
seroices ·ri.112030

To develop compctitioe graduates and emptnoeredwmmtmity meniucrs by providing
relevm1t1iunovatiue and tran~formati1.1eknowledge, research, extension and

production. prognmts and services through ]'rugressive enhrmcemeni of itt: human
n:source capabilities and institutional mechanisms
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SCHEDULE OF INTERNAL QUALITY AUDIT
October 02-12, 2017

Office of the University President
Office of the University Secretary and of

the Boai-dof Re!rents
Team 11

01:00-03:00PM I Team 5 I Office of Quality Assurance
11:00-12'00 rM feam 6 <·•
02:00-04:60PM · . ·T~ain2
11:00-12:00PM I . Teanl3

Team 1 Team2 Team3 Team4 Teams Team6
Jan Carlo G. Salaveria Leonardo A. Agoyaoy Rubilita C. Diaz Consuelo G. Cruz Rochelle G. Tiongson Conchitina B. Vinzon ·,

/QA Team Head Team Leader Team Leader Team Leader Team leader Team Leader
Members: Members: tvtembers: Members: Members: Members:

Maribeth D. Cabrera Jannet R. Robles J.. Evangeline B. Pomer Desiree M. Gruela Joyzel A. De Leon Billy Ray A. Marcelo
Ralph H. Escartin Mei Aljoraine J. Valerio Maricris Q. Garcia Lorena G. Zapanta Ma. Fatima B. Bacala , Joycel D. Salenga
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01:00-05:00 PM ~
Office of Physical Plant and Engineering
Services- Motorpool & Engineering

Services

Office of Physical Plant and Engineering
Services- General Services

Team 1

Office of Vice President for
Administration and Finance

.Office of Physicaf~Jaritarid~.n?irteerfog
. Services- Construction Services ·

09:00-12:00 PM
Office of Production and Business

Enterprise
09:00-12:00 PM
OCJ'00-12:00PM

09:00-12:00 PM
Services - Main

Office of the Registrar-Mam01:00-04:00 PM
Office of Research, Extension and

Team 1
Jan Carlo G. Salaveria

/QA TeamHead
Members:

Maribeth D. Cabreta
RalnhH. Escartin

~
Leonardo A. Agoyaoy

Team Leader
Members:

Jannet R. Robles
Mei Aljoraine J.Valerio

Team Leader
Members:

Billy Ray A. Marcelo
Joycel D. Salenga

Team6Team3
Rubilita C. Diaz
Team Leader
Members:

Evangeline B. Pomer
Maricris Q. Garcia

Team4
Consuelo G. Cruz

Team Leader
Members:

Desiree M. Gruela
Lorena G. Zapanta

Teams
Rochelle G. Tiongson

Team Leader
Members:

Joyzel A. De Leon
Ma. Fatima B. Bacala

Conchitina B.Vinzon
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g§by:

JESSELY ~EJO, Ed.D.
ad

1~ Team2 Team3 Team4 Teams Team6
Jan Carlo G. Salaveria Leonardo A. Agoyaoy Rubilita C. Diaz Consuelo G. Cruz Rochelle G. Tiongson Conchitina B. Vinzon

/QA Team Head Team Leader Team Leader Team Leader Team Leader Team Leader
Members: Members: Members: Members: Members: Members:

Maribeth D. Cabreta Jannet R. Robles Evangeline B. Pomer Desiree M. Gruela Joyzel A. De Leon Billy Ray A. Marcelo
Ralnh H. Esr-ar-tin Mej Alioraine J. Valerio Maricris 0. Garcia I nrPn::i C,_ 7::in;:i:nt;:i M::i. F:::itim:::i FL R:::ir_::il::i lnvr.PI 0. ~::ilPncr.:::i



BAT.A.AI~PENINSULA STATE UNIVERSITY

ATTENDANCE SHEET - EMPLOYEES

* All entries must be in UPPERCASE letters except for case sensitive details. * Use only BLACK/BLUE pen ink.
* Corrections must be STRIKETHROUGH with red pen and countersigned. * Fill in DUPLICATE cvpy

Acnv1TYtEVENT Intif niA \ ~v~Li~ Audit lr>t,\TJi';~c: odoblf H, rw11
PLACE Ofi=-{ct Of~ U11ivM'!i~ PrUficle11t li11ll~<A.Rt> lf'.nJIH-' TTii:rie.'(l'l\ill q1
No, . NAME . . . ... sEx . POSITION/ .. coN-r~cT.i?~!'Ai1s 1 C ··.··

·'. .(Surname, Gioen Name, MtddleNmne) DESIGNA'TION !PhoneNumber!Emazl Address).· I' ::;i~~· .
. . . . . I

l- J~\ave.-1\lll
1
:r~n Cllrto 6 · VI !&A Te.arri~d OCfl1 %1 1~q1 11'y .,,.,fi,1

cX' E.Scu\fhf'i' iQ.cilrh ~-f((1&1()dfi ff\ IQA Al\'(1'(\b-ur tf1 n llJ ;?i;3ci ~1;Jfl::.
1J. C61b~.9 I Nbt-1'bw1 D. f IQl1 f11e1n6u· vq~Q- ~(j WI~ y rv Iv~ ;

4 · . r: , ~xec-. A>~t.11/ J 7'.__
. ~VthA~ot, L-1r10 u1At. F 11"iv.<i,aM.~r~~. oqis:-bl?JQt.r.C ~

s 41-l,Ol\'o J. }Zodt'~ fJf P\{<...2l11t nn t7fJ,;\ttf. L~c/
~· JM~JJJ)'/(' C . fl/!Vu\YJ ;~ f ~A ~ rJor u ct4 ror o lfr-J ~~

() {) I /I
.. j

Page_of_·_

OurVision Our i\1ission

A.. l.eadi11g uniocrsin] in the Philippines recogni::edfin· ils mvaaiue.
.1.·ontrihufhm to Sustr.i1whl1? Developnlent lhrurtsli e:quit11bl::~und

lnciusi?:e prob"'rams a111iserz1ices ht 20.3(l

Ta devdc1p competitive gmduates and empowered cinnmuniiu members by providing
rdeuant, inuoratirc mid transforniatit»: knowli.'dge!research,extension and prod:udion

progTamsmu! seniices through progressi»: enhancement of its human resources
caprrbilitics and insiiiutional mcduinism.
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ATTENDANCE SHEET-EMPLOYEES

* All entries must be i11 UPPERCASE letters except for case sensitive details. * Use only BLACK/BLUE pen ink.
* Corrections must be STRIKETHROUGH with red pen and countersigned. * Fill in DUPLICATE copy

l(ltbf M\ Gve<iu~ ~dlt
..

Doobif O?J, .wr=tACTIVITY /EVENT DATE··

PLACE . o~·eei ov Re,.r-ll'lr&l 0n1d Dwdopm~-b Tiirie (Al\tl) . ~'.00 lTime <PM> I.

.

NO. NAME SEX
POSITION/ CONTACTDETNLS SIGNATURE

(Surnanie, GioenName, Middle Name) DESIGNATION .·(PhoneNumber/Email. Address) 11,. '3MINJe!ll A) -!AN C/\RuO 6. M R·O ·I/ J.QA Teti11t &qf1%11~q11 1--il~;;i!G. llt ,.,),

r ~5~rb /\ I Pvlf h H tmf-fldei- ((\ ICM tl'lo~l?l'A" ~ l1 Jj 71>~¥1 Y. ··~
<.:? .,,,. 'Y/~

\J. CJo~.r;;l) M))11Jodh 0 ·r- iDJ1 1flemfo0r 0032 ~JD161
1~lvh~

q_
/\.!'V\G<i,'-0.,, '-<L Jo~"' Ke""·~~1 ·1. i'-\ R:DO Q/,<\cp:i- 6"8~0b~l.<(--li ~ -1 cw

- ,) v,( r tMa..,N f4 p_' {)JJ [))Af) F f-'D D J77if F til!G&r 0'1 l& f
C- ~I'-\ Gi~·t.C<.. ('? . ( C\ Ct ·Jus· r- RVD ;s.TA. rr 001.:11010055 IirravJ·f-~

.J I'll;;{· \"AGilJ \4- 1 [-\-~ob E!Vi=-S. M- \\ 'f·vo -1> 1·i'..£<:...W'I'- {J f O!fS'lJ Ii;/ Of !.
f _/

Page-. of_· _
·.

Our Vision Our Mission

To rkvdop competitive grnduJ1fesand l~mpowcred cmrnmmity members by rrovidiug
rdev1111t,inncoutii: •.~and tmnsfvrmative krwmledgt:, research;extension nmf production

programs mul sennces through pn1gressi7,1e enhnnccment of its human resources
capabilitiesan•l institutional mechanism.

A lea.ding r.miver~1'tyin the Pililip7Jines recognized fnr its proactive
contnlmtinn. to Sustai1111blc Dcvelopnu:nt thniugh equitable nnd

inclusioe programs and scruice« by .2030.



BATAAN PENINSULA STATE UNIVERSITY

ATTENDANCE SHEET-EMPLOYEES

* All entries must be in UPPERCASE letters except for case sensitive details. *
* Corrections must be STRIKETHROUGH with red pen and countersigned.

Use only BLACK/BLUE pen ink.
Fill in DUPLICATE copy

ACTIVITY/EVENT ~'fi~IKr'l.vtl ~octli'lv. Audit; DATE OcitJbtf oq, oic11
.

C-0!\mt H ~\VC&:IY?~ t ln1Awii~ '.tim'.e <.A.Ml ~:ov jJ:irile (PM) j S: I DPLACE

. ·.

NO. , NAME SEX
POSITION/ ·, 'CONTACT DETAILS . SIGNAT\)"RE

(Surname, Given Name;Middle Name). DESIGNATION'· ·(PhoneNumber/Email Address)

1 ~AH .•v6ruA, -1"-~ cM'tW G. m R·O-!/ 10,,4 vqr1 ., %1 1~~1 =41C1u•v( :VTfo1-n u..,.,1. •. vv r' Il. ~ft~RiVIB ~~ o. r lfJA ~eA'l'lbu- 18~-&Ag'O 1,1. ,,1 •)

' 17' .,, ·,,v
1..2 fU~tlr\l rvJYLf11 1-t¢JAf\\on hi JRPr mo11W Mn - rn· ss8'11 c~~'

)..,\fV\~&CO t:11fl"'I T
W\141 W1F£Yl?/ ~

/~,'A· i= CC) D it..D1 ~ !l'f)) i'L ?YM8 - -;.11-L&S1.._

sA-7'i1w. N'rR.lf\ (J\i'Wl-INE L' t e l-W:"(Bll.- ftl,'71:0 OV)2& -ss: 03.2lf .s. Ii L IJ.,,
.\;". N!MlJ:iNl I/

.,
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ovr vision

A lei1di11s unbersil:y in tfti~ 111-tilippinesrecc\~nizcdfiJi' it::; proaciiue
conuibuiicn hl Sustai11nfllr: f.km::li:)pnu:.nf tl-1n1ugh equitable and

inciusioe program:,;mu{ ~auicc·s by 20JO.

OurMission

To dt'Ot'lopcompctitiue graduate~;and cmpouiered ccrumunitu mentbcre 1Jy providins
relevrmt, innotmiioc an.l tmnsjormntit»: ht1mJ/edge1 research, extc1udon m1dproduction.

progri1ms 1111.d~-~rriit.:estlirougl1 pmgressi1·ir! eni1a11l7Cmt?.11lcf its human reso11rces
car;rdriliti"esand inslifutin1wl nwctmnism.
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Our 'Vision Our Mission

A 1£:1dingrurizu.:rsil.yin the Philippines re:cog11i2:edfor its proactivi~
C(mtrilmfimi to Sustaimible Dez1elopn1enti-hr(tugh equitable and

inctusiue ptograms and St:!Y<,ices. f:ry2030.

To dcveh'p competitive graduates arut empouiered community memb1.:rs by providing
rdevant, illttOiP1li1;emul frtmsfimnntiz:eknm.uledge, researcn, exten~ion muf production

programs and E-<:~n1ices.through progressic.1eenhancement of it.s.1mnum n~sources
capnbilitie:~and institutional mechnnism.
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Our vision OurMission

/-\ feruling1.miz.iersity in the PJ-tilippines reCOf.:Hi:::;ed.for its proucin»:
contribution tu Su:::.taim.1l:iicLkodnpnu:nf througlt e1:11.lif(f[;k; mu!

inclusive programs 1mil ~.•i::mice.<:11y 20.30.

To develop compctitiue graduate:;and empmuercdr:ommuuity members by providins
rcluutmi, iunaontipc tnui tmnsjormatiix: k11mufcds.e11'1?Sl't11'c/z,cxte11~;ioztam! production.

17rogmm,:;;and SerPices lhrough ptogres.sine enfumcemenl Of il-s human YeSOllfCt!S

amabilitirs awi institutional mechanism.
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OurVision Our Mission.

ro dcvt'lop competitive grrrdt.urle~11-nrli:mpO't1.1cred commtmity members by 7irovidi11g
rdrount, innonatirc tnui tnmsfonnntn»: kmrw/e1lg1:1research, exten.:;ionmul production

programs uni! seruices tllrouglt progressioe cnlutnccnum! of its human resources
catmbiliiicsmu! insiituiional medmrustu,

A lt!ading tmiversil:y i11 the Philippines recosni.:::edfnr its ;mJt1(.'ti'V1":

conf.i1bulicm to 8u:;l:1.1inobfoD<melnpment Hiroug1:.eiFdirthlc nnrl
inclusive programs and seruicc« hy 2030.
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NAME.

(Surname, Giocn Name, MiddleNaiile)

If» I/

Our Vision

A leading uniuersiiu in iiie Philippines recogniz:edfor its proactive
contribution to Suf"faim1blc Development through r-:qui'tablenud.

inclusiue rrrogramsm1d sen1ices by 2030.

Page_·_ oi.:__
OurMisston

u

To develop competitive graduate~mu/ empouseredcommunity members by providing
relevant, innointioc aiu! trnnsformntiuc kumuledg1~,research,extension muJproduction

programs and servic1?Sthrough pr(igressfoecnh.mt'cment of its human resources
rnpallilitie:~and institutions!mechanism.
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Our VisiQlt Our Mission

To develop competitive grndwrte.sand empowered Cot111trun.ity members by rroviding
n:levantf ii11wv1rtivc tmd trr.m.sfimnativekn<rwh?dge1rescurch, t.'Xfen:•ion and production.

progr,1ms mul sennces thmugii pr1..'gressiPe enhancement (fin:.Trumanresources
capabiiitie» and instituiionai mechanism.

A lea.dingu11foersUy in the Philip17i11esreco,gni:.:edff Jrits pn.wctiue
::.:ontrilntfionto Su::::tainablr:Deuelopmeut through. equitable and

iadusive irro&"tTams and ser'j)ices l!y 2030.
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Our Vision

A lea.dinz university in the Phili?]Fines
contrii~~-ttfrm. to S1.;st11in11hleDc~;f.lopn1ent

Page__ of-.-:-
Our X\ifission

enhancement of its human resources
iruniiulionai mechanism.
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Our Vision Our Miss ion

A. fradi1:g. rmiv<:rsit:y in the Plzilipph1es 1Tcogni::::t::dJ(:w its pnncnve
amts.ibuthm to SusffJi1u!l:fo Development thrQughcqr.dlr1bk mid

indu~h'i:pro;...~ramstmd seroices by 2.0.30.

To&..7.1.:fopcompetitioe grndwrtes: and empotoered comnumity members 1:iy r,roviding
relevmzt~ f1mnvat-ivc and trm1sfi:mnahvc b:<"n£.1h,dge1research, extem;ion and ptoductin;~

,::nigrams and seruice.s ihrough progrcssii.Je enl1m1.l:cment o_fU~human r:~5(i/.ll'(.'t:S

rnprtirifiiies nnil institutional mcciuinism.
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CurVivion Our Mission

A le:.uling w1i'uersity in. the .PJzilippfoe5 recognized fDr it.<:: proactioc
contribution LoSu.stuinn.bk Dcoeioon«..mt thrci1t-y;het;rlituble and

inciusiue progrmns imd seniice~ hy 2030.

To develop competitive gradJ.wtesand emprr.:oeredcontmuniiu' members by providing
relevant, in.1wualiv~and tmmfimn;1ti'Oi!knowkdse, research,extension nnd production

programs and services lhrough proRresEiIJeenhnncement of its human n.~f;()itrccs
C!T{"illn'lfliesand institutional mcdumism.



BATAAI\f PENINSULA STATEUNIVERSITY

ATTENDANCE SHEET - EMPLOYEES

All entries must be in UPPERCASE letters except for case sensitive details. * Use only BLACK/BLUE pen ink.
* Corrections must be STRIKETHROUGH with red pen and countersigned. * Fill in DUPLICATE copy

ACTIVITY/EVENT ~~ 11~~ ~+ DATE'· .... ~~.~11
~u ~ ~ ~ WL-J. ~·err

·. _-,._.

II: Oil ~'Time (PM)'PLACE Time(AM)

NO.
NAME SEX

POSITION/ CO~TACT DETAILS SIGNATURE
(Surname, Given Name, Middle Name) DESIGNATION (Phone Numbei!Email Address)

I ~ ~·k~ C,. :f -h \~I \RA~~ ~Sfstiu1f4 J6I
./ l•-;,~

~ c. fJK {,I ;j I fn1f7Z.1 CK.1.S. Q i}I{}r7v17IN r MII/1().rJ~ O'jl23t:J7 "!l/l-.r lA
~ ~ fl7 t. · C-D ~-r:Yi- 1111 llPlvl~ oq_tfM11'!: /1. I v~
"'"

~t~G~ o C·9<t.{)9-i-~YI ,J tz . tr. l~1? Io {J.,(.tJ1 I. ,

Page_of_

Our Yision Our Mission
To th:-Jdopcompetitivegrndua!esand empowered unnmuniiu members by prooiding

ri!levmit, innooative mul tmnsfiwnurti'ue J..71vwledge1research, extension. mul produciior:
pr1\~ramsmid seruices throu-shpmgrcssive enhanccmt!nt of its hunrnn resource~

ctq1a1n'liNesand institutional mechanism.

A leadins uniuersity in llrnJlliiliripi11es recognized for ii ..::prouciiue
contribution. lo Sustainabie Dcneltrpmt7lt thn)uglc et71.titrrble1111d

indusice programs and sennces by 20.30.
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Our Yision OurMission

To devdop competitioe grnduntes mul empowered community members: hy proviiting
Tflevm1t,innotiatioc and transfonnntiue /..Jtotoieilge1r1~scarclz,extensicm and production

progi-amsmu! Sl'Tl'icts throug/·1progressizN enhancement of its. human resources
capabilitie» mu! instituiionc! mechanism .

.-'\leading rmivr;rsity in tile Philippines l'ecognized .fiw it:-; prvactioe
conuibution to sw~Jnim1blc Dc·pdqmrent thntush eqi~itablennd

inclu=ioepropw.11s mid ~;;~'t~PitTSlry2030.

..
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Our Vision Our Mission

A leading rmiversihJ in tlte Philippi11esrecognizedfo;-its proachve
contiibulion to S11~fai11ableDevelopment through equitable and

inclusive ]Jrogramstntd seroices by 2030.

To develop competitive grnd.unfes amt cmpoosered communinj members by providing
relevant, innovative and tnmsjonmztii.le k11owledge,research, extension nnd produdion.

progmn1.s und seroices through progressit»: enhancement of its human resources
capabilities and institutional mechanism.
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programs and services througlt progressiPe enhancement of ite human resources
uumbiliiit» aru!institutionel mechanism.
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capabititiesaiu! institutional mechanism.
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ca7;abiliii1.!sand institutional mechnnism.

A kadil!g rmivt.?rsityin tlte Philippim!s recoguizedjiJr its proactive
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inctustoe p-rot,.11mttsmid scroices by 2030.
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OurVision
A leading universf-ty in tlze Pliilippines recognired j(Jr its proactiue
contribution to Sustainable Development through equitable and

inclusive rrrogramsmu! services by 2030.

OurMission
To ife'velop competitive graduntes and empowered community members by providing

n~levmzt, innountii»: atul. trnnsformatiue knowledge! research, exte11sionand production.
progrmn.-:.und services through prcgressiuc enhancement of its human. resources
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inclusive programs and services by 20.30.
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progmms llnd services through progrcssi'ue enhancement of its. Ju.mian resources
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To tfl>velop competitive gradu11h-:sand empotucreti cum:mmity members by providing
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Our v'ision OurMission
A leading unioersib] in the Philippines recosnb:ed Fw ifs proactive
cotusibution to Sustainoble Development f/ir(lugh cqr-1i·tnbleand

inctusiue J.rrogTams rm.d services Jr:i2030.

To dl7.1dopcompetitive grnd1.ur.h:sand cmpouieredcommuniii)members by providing
relevant, iunooatiuc an.dtnmsji:rrmatipc knmv/e,~r;;e,researcn, extension and production.

pro15">-tamsand s_::rvice..::through ;m:ign·s:::.h.Je enhnnccmem of its Jmman n~sources
rnpalrilifies and institutional mcctuinism.



BATAAN PENINSULA STATE UNIVERSITY
INTERN AL QUALITI<AJ..JDIT:'. ,
Capitol Compound. J?Tgy.-Te:nejcrO..
City of Balu_nga-?iOOBataan ·
PHILIPPINES

September 13,2017

DR. JESSELYN C. MORTEJO
Head
BPSUQuality Management System

Dear Dr. Mortejo:

Greetings of Peace and Gratitude!

This is to respectfully submit to you the Internal Quality Audit (IQA)Programme for
your critiquing before submission to the consultant of BPSUfrom the Development Academy
of the Philippines (DAP)with regards to the ISO9001:2015certification for their final review.

Such Internal Quality Audit (IQA) Programme was presented during the IQA Team
Meeting held on August 31,2017.

Thank you very much and may God bless our university.

Very truly yours,
,/

jcgs09113/2017 (lW9 AM)

Our Vision Our Mission
t\ lending mdvcr.sit:yin the Philippines recognizedfor its proactive contribution

to Sustaiuarile lJevelopmenl througll cqaitt1li!e and inclusine programs a11d
services by 2.030

To develop competitioe graduntes and en1p(TIJ.111red connnnnilu members by providing
relevant, innovative and transfonnative knmvh~clge,n?seard1,extension amt

production programs and services through progressioe cnhnncentent of its human
resourcecapabilitiesand institutional mechanisms



INTERNAL QUALITY AUDIT PROGRAMME
Bataan Peninsula StateUniversity
City of Balanga 2100 Bataan Philippines

To fulfill the requirements of ISO 9001:2015, the Internal Quality Audit (IQA)
Programme is issued to provide relevant information needed in the conduct of an Internal
Quality Audit. It aims to:

·• determine the effectiveness of the quality management system;
• obtain and maintain ISO9001:2015certification

The Internal Quality Audit (IQA)headed by the team head will be the process owner of
the IQA Programme and will take the lead in the conduct of the Internal Audit of the Quality
Management System of the university, to be assisted by the competent Internal Quality Audit
Pool of Experts.

The Internal Audit shall be conducted to each of the processes at least once a year within
the twelve (12)month period. However, the University may decide to direct the conduct of an
IQA as instructed and approved by the members of the Administrative Council (ADCO), as it
deems necessary, such as when there are operational issues and conflicts like increasing valid
customer complaints, or request from customer and/other interested parties for specific process;
and, request from process owner and/or audit team as approved by the Vice President of
concerned office.

Policy Development

Office of VicePresident for Academic Affairs

Office ofVice President for Administration and Finance

Officeof the Universitv President
Office of Operations, Planninz and Development

Planning
Office of VicePresident for Administration and Finance
Officeof VicePresident for Research, Extension and Trainin
Officeof the Campus Director
Office of the Universitv President
Officeof Operations, Planning and Development
Office of VicePresident for Academic Affairs
Office of VicePresident for Administration and Finance
Officeof VicePresident for Research, Extension and Trainin

Curriculum Development Office ofVice President for Academic Affairs
Office of the Universitv President
Office of Operations, Planning and Development

Performance Evaluation Office of Quality Assurance
Office of VicePresident for Research, Extension and Trainin
Officeof VicePresident for Academic Affairs
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Office of the Campus Director
College of Engineering and Architecture
College of Technology
College of Information and Communications Technology

Performance Evaluation College of Nursing and Midwifery
Graduate School
Department of Arts and Sciences
Office of Administrative Services
Office of Quality Assurance
Office of Vice President for Academic Affairs

Feedback Management Office of Vice President for Administration and Finance
Office of Vice President for Research, Extension and Training
Office of the Campus Director

Audit Internal Quality Audit
Office of the University President
Office of Operations, Planning and Development
Office of Vice President for Academic Affairs

Management Review Office of Vice President for Administration and Finance
Office of Vice President for Research, Extension and Training
Office of Quality Assurance
Office of the Campus Director
Office of the University President
Office of Vice President for Academic Affairs

Corrective Actions
Office of Vice President for Administration and Finance
Office of Vice President for Research, Extension and Training
Office of Quality Assurance
Office of the Campus Director

!t,S,;)3,:,·\,. . ·.·..-. . ··. ; /.~;· :cu:· :.' :,' i?< '.¢9.RI\ PRog FSC:;F~'·. ::·~;.;i),c]'·i•i1;;,~:1iti)i;i~~;~.;;~:l?>i'(\,\J,);ffi:('{\'i'.':~;~f.,:.:::.cc:. , . .: ... :.•c::: <· .•., .. ..• ··'..•..•:.:•,; :·.«;

Office of Vice President for Academic Affairs
College of Engineering and Architecture
College of Technology

Curriculum Development College of Information and Communications Technology
College of Nursing and Midwifery
Graduate School
Department of Arts and Sciences
Office of Vice President for Academic Affairs
College of Engineering and Architecture

Syllabus and Instructional
College of Technology
College of Information and Communications Technology

Materials Development College of Nursing and Midwifery
Graduate School
Department of Arts and Sciences
Office of Vice President for Academic Affairs
College of Engineering and Architecture
College of Technology

Conferment of Degree College of Information and Communications Technology
College of Nursing and Midwifery
Graduate School
Office of the Registrar
Department of Arts and Sciences

Classroom Instructions Office of Vice President for Academic Affairs
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College of Engineering and Architecture
College of Technology
College of Information and Communications Technology
College of Nursing and Midwifery
Graduate School
Department of Arts and Sciences
Office of Guidance and Admission

Student Admission and Job Job Placement Office
Placement Library and Information Services

Office of the Registrar

Registration and Enrolment
Office of the University Registrar
Office of the Campus Registrar

Research Proposal Office of the Research and Development
Development Office of the Research Extension and Training

Implementation of Research
Office of the Research and Development
Office of the Research Extension and Training

Research Patent Registration
Office of the Research and Development
Office of the Research Extension and Training

Production Office of the Research and Development
Office of the Research Extension and Training

Project/Proposal Development Office of the Extension Services
Office of the Research Extension and Training

Project Implementation
Office of the Extension Services
Office of the Research Extension and Training

Monitoring and Evaluation Office of the Extension Services
Office of the Research Extension and Training

Project/ Program Completion Office of the Extension Services
Office of the Research Extension and Training

'?.><,, ;, .··• .... ' . /.;;;; SUPPORT:PROCES$ •''f•"':.>: ······,;~~~·..... .. :..
Office of Scholarship Affairs

Student Support Services Library and Information System
Office of Guidance and Counseling

Human Resources Management Office of Administrative Services
Physical Plant and Engineering

Office of Physical Plant and Engineering ServicesServices
Procurement Office of Procurement Services
Supply Office of Property and Supply Services
Records Management Office of Central Records
Income Generating Projects

Office of Production and Business EnterpriseManagement
Office of Financial Management Services

Financial Management Office of Budget
Office of Accounting
Office of Arts and Cultural Affairs
Office of Sports and Physical Development
Office of Quality Assurance

Presidential StaffManagement Office of Operations, Planning and Development
Office of Management Information System
Office of Gender and Development Focal Person
Office of Security and Risk Reduction Management Services

I<. '·' :<•'i{''.7i:·.:i .·:: ·.·.•;.. 't}01:;•pt;fsbtrRCED)1ROCES${1\i}:·');,; :::··.:······.··... ;~,jjY1¥~fn::;;'··.···;·; .: /»;..;;'
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Manpower Services Office of Security Services Management
Office of Quality Assurance
Office of Gender and Development Focal Person

Lecturers Office of Administrative Services
Office of Guidance and Counseling
Office of Research, Extension and Training
Office of Public Affairs

Publishing Services Publication
Office of Office of Research, Extension and Training

Repair and Maintenance
Office of Physical Plant and Engineering Services
Office of ProcurementServices
Office of Supply

Legal Services Office of the University President
Office of Administrative Services

The University has designated an Internal Quality Audit Team composed of
representatives from the various offices and units who have been trained in Internal Quality
Audit by the Development Academy of the Philippines (DAP).

Qualifications of an Auditor Team Head

A permanent employee of the university may be designated as Internal Quality Auditor
(IQA) Team Head, provided he/she meets the following requirements:

• Has a Bachelor's Degree;
• Has received at least twenty four (24) hours of training in IQA;
• Has received at least sixteen (16) hours of training in ISO 9001:2015 Quality Management

System;

Qualifications of Pool of Auditors

An employee of the university regardless of the appointment status, may be designated
as Internal Quality Auditor (IQA) provided that he/she rendered at least six (6) months of
service and has meets the following requirements:

• Has a Bachelor's Degree;
• Has received at least twenty four (24) hours of training in IQA;
• Has received at least sixteen (16) hours of training in.ISO 9001 :2015 Quality Management

System;

Maintenance of Auditor Pool of Experts

The following are the list of qualified auditors. To wit:

i::;;-y~i':':~"''"""·.J an-i:em.rtfl:t/.l:{~tor ',':-.7."'A ,~P.•,.-:>_:,~'.':~·{:

l. Mr. Jan Carlo G. Salaveria IQA Team Head
2.Mr. Leonardo A Agoyaoy TeamLeader
3. Ms. Conchitina B. Vinzon Team Leader
4. Ms. Rubilita C. Diaz Team Leader
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5. Ms. Consuelo G. Cruz Team Leader
6. Ms. Rochelle G. Tiongson Team Leader
7. Mr. Ralph H. Escartin Audit Member
8. Ms. Maribeth D. Cabreta Audit Member
9. Ms. Desiree M. Gruela Audit Member
10. Ms. Maricris Q. Garcia Audit Member
11. Mr. Billy Ray A. Marcelo Audit Member
12. Ms. Jannet M. Robles Audit Member
13. Ms. Joyzel A. De Leon Audit Member
14. Ms. Ma. Fatima B. Bacala Technical Assistant
15. Ms. Evangeline B. Pomer Technical Assistant
16. Ms. Joyce! D. Salenga Technical Assistant
17. Ms. Mei Alioraine J. Valerio Technical Assistant
18. Ms. Lorena G. Zapanta Technical Assistant
19. Engr. Christopher C. Maglaque Technical Assistant of Reserved Auditor
20. Dr. Jesselyn C. Mortejo Reserved Auditor

Database of the abovementioned Internal Quality Auditors shall be collated and
maintained by the Auditing Team Head and must be updated every semester.

Evaluation of Auditors

Auditors shall be subject to performance evaluation after the conduct of internal audit
once a year in four stages:

• self-evaluation;
• peer (co-auditor) evaluation;
• customer evaluation (auditee); and
• supervisor evaluation (IQA Team Head)

This is to ensure high quality of auditors in the Audit Pool.

Continual Enhancement of Competence (in the next three years)

There shall be a continual enhancement of the auditor's competency through various
capacity building activities such as refresher courses on IQA and QMS, formal trainings,
calibration workshops, coaching and mentoring, participation in the conduct of audits as OJT or
observer, understudy, conduct of benchmarking, immersion, attendance in lead auditors
course, national and international conferences on QMS and IQA.

The conduct of the internal audit shall be guided by the following methods, processes
and tools:

A. Use of Audit Checklist

• Prior to the actual conduct of audit, the auditors should have prepared the audit
checklist which should have reviewed by the IQA Team Leader and should be approved
by the IQA Team Head. Audit checklist will serves as the auditor's guide during the
conduct of the actual audit which provides structure and continuity to an audit and can
ensure the audit scope is being followed.
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B. Opening and Closing Meeting

• This is the method of communication with the auditees the purpose and other important
information about the conduct of the audit and the results and findings of the audit.
Opening meeting is done prior to the conduct of the audit while the closing is done at
the end of the audit.

C. Interview

• It is a technique in gathering audit evidence. It may be conducted through a panel or
one-on-one conversation.

D. Verification

• Verification of audit findings with the auditees shall be done as scheduled in the audit
plan.

E. Planned Audit

• Planned audit with the auditees shall be done as scheduled in the audit plan.
Notification to the auditees shall be sent onemonth before the actual conduct of audit.

F. Spot/ Unplanned Audit

• Spot and unplanned audit can be conducted as it is deemed necessary. Audit checklist is
to be prepared by the auditor/s and issuance of corresponding memorandum shall be
released to that effect.

G. Audit Reporting

o It is a process of summarizing audit findings by preparing written reports including
Non-Conformities (NC's) and Opportunity for Improvements (OFI).

IQA Team Head

The Team Head of the Internal Quality Audit (IQA) has the following general
responsibilities:

• ensures the conduct of a timely and effectiveinternal audit;
• presides over briefings, meetings and conferences of the Internal Quality Audit

(IQA)Team;
• serves as the head in all matters related to the preparation, implementation and

monitoring of Internal Quality Audit like overseeing and approving the preparation
of annual audit plan, itinerary and audit summary, reporting to and submitting to
the Top Management of the final audit results, approval of RFAresulting from the
audit; monitoring of RFA status issued as a result of audit; identify audit team
assignments, conflict resolution or endorsement, as appropriate; evaluation of
auditors; oversees the improvement of auditor competencies, in coordination with
theHRD;
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Team Leader

The IQA Team is subdivided into smaller teams which shall be headed by the team
leader. Their responsibilities include:

• cooperate and actively participate in all meetings and discussions called by the team
leader/ IQA Team Head in all matters of audit;

• ensure that auditors selected are not assigned to their respective processes;
• supervise the preparation of the audit plan of their respective audit members,

preparation of itinerary of the team and finalize the audit findings and submit to
IQA Team Head;

• lead, supervise and monitor the implementation of the audit plan;
• conduct the opening meeting to discuss audit objectives, scope, method, duration

and requirements to the process owners and staff (auditees);
• preparation and issuance of RFA;
• discuss findings during the closing meeting to the process owners and staff

(auditees);
• resolve problems with auditees (if there are any), and;
• perform audit- related tasks as may be required by the IQA Team Head from time to

time

Auditors

Their responsibilities include:

• cooperate and actively participate in all meetings and discussions called by the team
leader/ IQA Team Head in all matters of audit;

• prepare the handouts, forms and other documents related to IQA;
• document and collate data to be gathered with the auditees and verify accuracy of

collected information;
• maintain security and confidentiality of records related to IQA;
• supply information on template for NC's and OFI's; _
• prepare audit checklist, audit findings and audit report; and
• perform audit-related tasks as may be required by the IQATeam Head/ or Team

Leader from time to time;

Technical Assistant

Their responsibilities include:

• cooperate and actively participate in all meetings and discussions called by the team
leader/ IQA Team Head in all matters of audit;

• assist in the preparation of all audit-related documents and reports;
• act as an observer during the conduct of internal audit
• perform other audit-related tasks as may be required by the IQA Team Head/ or

Team Leader from time to time;

Auditees/ Process Owner and Office/ Service/ Unit Head

Their responsibilities include:

• provide information or evidence being asked by auditors, timely and objectively;
o cooperate with auditors during interview;
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• provide response to the issued RFA; and;
• prepare a Corrective Action Plan based on the audit report;

Internal Quality Audits are either planned or spot/unplanned. Planned audits are audits
conducted with an approved plan by the IQA Team Head. The itinerary will be communicated
to the concerned auditees via memorandum one month before the scheduled date of internal
audit. Spot or unplanned audits are audits conducted with an approved plan by the IQA Team
Head where the itinerary is not specified and not communicated to the auditee.

Regardless of the type, all audits must be adequately planned using planning tools, but
not limited to the following:

• Documents Review
• Process Transformation Tool
• Audit Checklist
• Audit Plan/ Itinerary

The IQA Team Head shall call for planning meetings or sessions involving the members
of the IQA Team to start at least two months before the scheduled audit. The IQA Team shall
determine assignment of audit areas and prepare the Audit Check List, Process Transformation
tool, Audit Plan/Itinerary and other preparations. It shall ensure that auditors will not be
assigned to audit their own process/ work.

Auditees shall be officially notified at least one (1) month prior to the conduct of the
planned IQA. The directive shall be issued by the concerned VP and shall indicate the audit
itinerary.

Concerned auditee/auditor will be informed of any changes in scheduled audit via
memorandum.

To have a wider understanding and appreciation with the audit area, a Documents
Review shall be conducted. Assigned auditor(s) should request necessary documents from the
auditee in advance,

The Audit Team shall prepare audit checklists and process transformation tools at least
three (3) weeks prior to the conduct of audit.

The Audit Plan/Itinerary should be approved by the IQA Team Head at least a month
before the actual conduct of the audit. It shall include the following:

• audit objectives
• scope of audit
• schedule and venue of audit
• expected time and duration of audit activities (meetings, inspections, etc.)
• identification of units and processes to be audited
• selection of audit team members
• identification of their roles and responsibilities
• logistic arrangements
• confidentiality requirements
• any follow-up actions
• expected issuance/release of audit reports
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Auditors

Auditors shall bear in mind the following:

• The auditor should be professional at all times, avoid being judgmental, be fair and
objectiveand follow audit procedures and other required procedures.

• The Audit should be properly opened with a meeting with the auditees to clarify why
the audit is being conducted, level of expectations, discuss the audit plan and answer
questions. The Audit Team Leader shall preside the opening meeting.

• Auditors should ensure that they cover all the necessary processes being audited by
using tools such as Audit Checklist,ProcessTransformation and others.

• During the interview, Auditors should frame their questions to the level of
understanding of their auditees. The use of open-ended questions and follow-up
questions to further clarify concerns is appropriate.

• Auditors should ensure thorough documentation of responses as well as observations
by checking facts and making notes. (use of voice recorder is allowed provided there is
permission from the audiiee);

• At the end of the interview, auditors should present a summary of their discussions with
the auditees during the closingmeeting;

• Auditors should never offer or reco:mmendany action(s). When pressed for an advice
by the auditee, auditors can phrase such advice in a question that enables the auditee to
identify the appropriate action(s);

• Auditors should also prepare different risks or reactions of the auditee, like hesitancy of
the auditee to be subjected to audit, refusal to subject their records to an audit, or
questioning the authority of the auditors, and the likes. In the event of a strong
resistance or situation that prevents the auditors to gather information and achieve the
objectives, the Audit Team Leader may call off the activity and make the necessary
documentation of the events that transpired to be submitted to the IQATeamHead

• After the interviews, auditors should immediately draft their report on the findings,
observations and conclusions;

• The audit shall be properly closed with a report on Non-conformities (NCs) and
opportunities for improvement (OFis) as well as best practices to be presented to the
auditees. During the closing meeting, the auditors should striveto seek agreement of
the auditee on the findings. If there are areas of disagreement, this should be
documented and included in the revised report.

• Furthermore, the auditees shall be informed that they will be issued Request for Action
(RFA)on their Non-conformities and Opportunities for Improvements, which should be
acted upon in accordance with time schedules set in the guidelines on Corrective
Actions.

Auditees

During the actual audit, the auditees shall bear in mind the following:

• Auditees should respond to audit questions;
• Auditees should acknowledge the audit findings;
• In case of any feedbacks and complaint, auditees should inform the !QATeamHead
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A. Audit Reporting consists of the following:

• Reporting to the auditee - At the end of the audit, team members shall meet to discuss
the findings, observations and data gathered during the audit. The draft report on
findings shall be presented for validation and acceptance by the auditee at the closing
meeting. It is an opportunity to clarify the issues and revisions on the report, if
necessary.

• Reporting to the IQA Team Head -Team Leaders shall finalize their respective reports
to be consolidated at a meeting to be called by the IQA Team Head. The final Report
shall be completed within five (5)working days after the audit.

• Reporting to the Top Management - The Final Audit Report shall be presented at the
Management Review as scheduled by the IQATeam Head.

B. The Final Audit Report shall be submitted to the IQATeam Head for endorsement to the
members of the Administrative Council (ADCO)for the Management Review. It should
contain the following information:

• Audit Objectivesand Scopeof Audit;
• Findings and observations inducting information about Nonconformities

(NCs) as well as Opportunities for Improvement (OFis);
• Good practices;
• Any unresolved issues during the closingmeeting

C. Issuance of Request for Action on Non-Conformities (NCs) and Opportunities For
Improvement (OFis)

• Upon completion of the Final Audit Report, the Team Leader shall issue
an approved Request for Action (RFA) by the IQA Team Head to
concerned process owners on findings on NCs and OFis;

• RFAs emanating from the audit shall be submitted to the IQATeam Head
for monitoring and evaluation of the corrections and corrective action
plans.

To ensure that auditors will also be audited and evaluated, a performance metrics shall
be developed by the IQA Team Head that will include measures on Quality, Effectivenessand
Timeliness.Towit:

• 80% of office/unit will be audited against audit itinerary;
• 100% of issued Request for Action (RFA)are accepted by the process owner;
• zero (0) valid complaints against any of the auditor

JAN CA
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