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Procedure : QM/CIE 

Reference : 8.2.2 

Authority & 
Responsibility 

: The authority lies with the Deputy Conservator. 

The  responsibility lies with the concerned person responsible for the 
procedure. 

1. Follow up action on Internal Audit and NCRs 

The actions taken in respect of Internal audits are given in the following flow chart :- 
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Receive Audit schedule through D.C / DOC 

Check and update records, keep it ready for 
Audit 

Show documents / Demonstrate / statement 
 about the works carried out in the unit during Audit 

No follow up  
action is required 

Sign the NC and give it to auditor 

A 
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Receive original NC after closing 
 meeting through D.C 

B 

NC remains open and 
 keep a copy of open NC issued by 

 MR through D.C / DOC and 
 file it along with Audit 

 with Verification  Status. 

Receive xerox copy of closed 
 NC and verification status 

 issued by MR through D.C / DOC 
and file in the NCR file 

B 

A 

Take corrective / preventive action against NC and 
audit observation if any 

Show action taken during Verification Audit 

Record the corrective / preventive action in the 
NC and obtain the signature of D.C and hand over 
to DOC within the date of completion. 
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2. Follow up action on External Audits 

The  actions taken in respect of external audit are given in the following flow chart :- 

 

  Audit schedule from MR                                                                                         Auditee 
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Receive Audit schedule through D.C / DOC 

Check and update records, keep it ready for 
Audit 

Show documents / Demonstrate / statement 
 about the works carried out in the unit during Audit 

No follow up action required.  
File verification  status issued  
by MR and received through 
 D.C / DOC in the NCR file 

Sign the NC and give it to auditor 

Take immediate corrective /  
preventive action within 2 /3 days  
before after noon of closing day of 

audit 

B 

A 
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A 

NC remains open and 
 keep a copy of open NC issued 

by 
 MR through D.C / DOC and 

 file it along with Audit schedule 
 with Verification  Status. 

Receive xerox copy of closed 
 NC and verification status 

 issued by MR through D.C / DOC 
and file in the NCR file 

B 

Receive the original NC from the Team Leader 
through ISO Cell and record the corrective / 
preventive action and write the date of completion, 
take action immediately 

Show the corrective / preventive action taken / 
proposed  to be taken to the Auditor. 

If non- conformity is  

resolved and 

accepted 

by Auditor  


