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ISO 14001 Structure
 Adoption of new High-Level Structure

• identical core text
• common terms and key definitions

 Simplified language and a common
structure

This is particularly helpful to 
organizations using and integrating 
multiple management systems.
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Clause 1: Scope (scope of the standard, not the system!) ISO
14001:2015

• This International Standard helps an organization achieve the intended 
outcomes of its environmental management system, which provides 
value for the environment, the organization itself and interested parties. 
Consistent with the organization's environmental policy, the intended 
outcomes of an EMS include:
• enhancement of environmental performance;
• fulfilment of compliance obligations;
• achievement of environmental objectives.

There are no normative references. 

Clause 2: Normative References
ISO 14001:2015
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Clause 3: Terms & Definitions - Key Terms and 
Definitions  ISO 14001:2015  

• Environmental Condition: state or characteristic 
of the environment as determined at a certain 
point of time.

• Life Cycle: consecutive and interlinked stages of a 
product (or service) system, from raw material 
acquisition or generation from natural resources 
to final disposal.

• Note 1 to Entry: The life cycle includes acquisition of raw materials, design, production, 
transportation/delivery, use, end-of-life treatment and final disposal.  

Production Packing & Distribution

Pre-Production Disposal

Utilisation

Life Cycle  

Product Life Cycle 
Consecutive and interlinked stages of a product system from raw material acquisition or generation 

from natural resources to final disposal 
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ISO 14001 - Purpose

• ISO 14001 is an internationally agreed standard that sets out the requirements for an 
environmental management system. 

• It helps organizations improve their environmental performance through more efficient use 
of resources and reduction of waste, gaining a competitive advantage and the trust of 
stakeholders.

Scope of the Environmental Management System

ISO 14001 and the PDCA approach

Leadership

Planning

Support and 
Operation

Performance 
Evaluation

Improvement D

C

A

P
Internal and external 

issues
Needs and expectations 
of interested parties

Intended 
Outcomes
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Definitions

• Environmental Impacts and 
Aspects 

• Environmental Conditions

• Compliance Obligations

• Environmental Performance

• Life Cycle 

• Risks and Opportunities

• Prevention of Pollution

• Interested party

• Purpose of this section:

• To explain the interrelationship between 
the requirements of ISO 14001:2015

Overview

9
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Benefits of an Initial Environmental Review

• The Initial Environmental Review helps determine the organization's environmental position, 
and should include:

• Organizational context and interested parties

• Compliance obligations

• Recognize items/areas with environmental impact

• Environmental Performance Criteria

• Feedback of previous experiences

• Opportunities for improvement in-house as well as external (contractors, vendors, etc.)

• And more!

EMS
Benefits of IMPLEMENTATION SWOT 

WeaknessesStrengths 

Threats Opportunities 
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Context and Leadership

• Purpose of the section: 

• To develop an awareness for relationship 
between external and internal issues, the 
relevant requirements of relevant 
interested parties and scope; To develop an 
awareness concepts for the leadership, for 
policy and objectives of the organisation

Clause 4.1: Understanding the Organization and its Context  
ISO 14001:2015 

“The organization shall determine external and internal issues that are relevant 
to its purpose and that affect its ability to achieve the intended outcome(s) of its 
environmental management system.  Such issues shall include environmental 
conditions being affected by or capable of affecting the organization” ISO 
14001:2015.
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CLAUSE 4.1 UNDERSTANDING THE ORGANIZATION AND ITS CONTEXT 
ISO 14001:2015 

15

The organization shall determine external and internal issues that are relevant to its purpose 
and that affect its ability to achieve the intended outcome(s) of its EMS management system.

INTENDED 
OUTCOMES

Organizational 
Culture

Infrastructure & 
Facilities

Information 
Systems

Working 
Environment

Corporate
Values

Knowledge & 
Competence

INTERNAL ISSUES
Social Factors

Political Factors

Laws & Regulations

Technological Advancement

Customers

Economical Factors

Competition

Suppliers and 
Contractors

EXTERNAL ISSUES

Organizational 
Structure

Natural Surroundings

CLAUSE 4.2: UNDERSTANDING THE NEEDS AND EXPECTATIONS OF WORKERS AND OTHER INTERESTED 
PARTIES 
ISO 14001:2015

Worker
s

Govern
ment

Contrac
tors

Owners 
/ 

Investo
rs

Clients Visitors Neighb
ours

Commu
nity

The organization shall determine:

a) the other interested parties, in addition to workers, that are relevant to the EMS management 
system;

b) the relevant needs and expectations (i.e. requirements) of workers and other interested parties;

c) which of these needs and expectations are, or could become, legal requirements and other 
requirements.
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Clause 4.3: Determining the Scope of the EMS 
ISO 14001:2015
• The organization shall determine the boundaries and applicability of 

the EMS to establish its scope. When determining this scope, the 
organization shall consider:
• the external and internal issues referred to in 4.1;
• the compliance obligations referred to in 4.2;
• its organizational units, functions, and physical boundaries;
• its activities, products and services;
• its authority and ability to exercise control and influence.

• Once the scope is defined, all activities, products and services of the 
organization within that scope need to be included in the EMS.

• The scope shall be maintained as documented information and be 
available to interested parties” 

Determining the scope

• The scope is:

• physical boundaries

• organizational boundaries

• It is not permissible to exclude activities, products and services from the control of the EMS 
if included within the identified scope

17
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• “The organization shall establish, 
implement, maintain and continually 
improve an EMS, including the 
processes needed and their 
interactions, in accordance with the 
requirements of this International 
Standard, to enhance its 
environmental performance.

• The organization shall consider the 
knowledge of its context when 
establishing and maintaining the 
EMS.” ISO 14001:2015

Clause 4.4: Environmental 
Management System ISO 
14001:2015

Clause 5.1: Leadership and Commitment 
ISO 14001:2015
•“Top management shall demonstrate leadership and commitment with respect to the EMS by:

• taking accountability for the effectiveness of the EMS;
• ensuring that the environmental policy and environmental objectives are established and 

are compatible with the strategic direction and the context of the organization;
• ensuring the integration of the EMS requirements into the organization’s business 

processes;
• ensuring that the resources needed for the EMS are available;
• “communicating the importance of effective environmental management and of 

conforming to the EMS requirements; 
• ensuring that the EMS achieves its intended outcomes;
• directing and supporting persons to contribute to the effectiveness of the EMS;
• promoting continual improvement; 
• supporting other relevant management roles to demonstrate their leadership as it applies 

to their areas of responsibility.” 

NOTE: Reference to “business” in this International Standard can be interpreted broadly to mean 
those activities that are core to the purposes of the organization’s existence. 
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TOP MANAGEMENT

• Accountable for the 
effectiveness of the EMS 
Management System

• A more proactive leadership 
role and greater involvement

Clause 5.2: Environmental 
Policy ISO 14001:2015 

• The environmental policy shall:
• be maintained as documented 

information;
• be communicated within the 

organization;
• be available to interested parties.” 

21
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Clause 5.3: Organizational Roles, Responsibilities & Authorities 
ISO 14001:2015

• “Top management shall ensure that the responsibilities 
and authorities for relevant roles are assigned and 
communicated within the organization.

• Top management shall assign the responsibility and 
authority for:

• ensuring that the EMS conforms to the requirements of this 
International Standard;

• reporting on the performance of the EMS, including environmental
performance, to top management.” 

Clause 6.1: Actions to Address Risks and 
Opportunities ISO 14001:2015 

•6.1.1 General

• The organization shall establish, implement and maintain the process(es) needed to meet the 
requirements in 6.1.1 to 6.1.4. 

• When planning for the EMS, the organization shall consider a) the issues referred to in 4.1; b) 
the requirements referred to in 4.2; c) the scope of its environmental management system; 
and determine the risks and opportunities, related to its environmental aspects (see 6.1.2), 
compliance obligations (see 6.1.3) and other issues and requirements, identified in 4.1 and 
4.2 that need to be addressed to:
• give assurance that the environmental management system can achieve its intended 

outcomes;
• prevent or reduce undesired effects, including the potential for external environmental 

conditions to affect the organization;
• achieve continual improvement. 

• Within the scope of the environmental management system, the organization shall determine 
potential emergency situations, including those that can have an environmental impact. 

• The organization shall maintain documented information of its: 
• risks and opportunities that need to be addressed;  
• process(es) needed in 6.1.1 to 6.1.4 to the extent necessary to have confidence they are 

carried out as planned. 

23
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IMPLEMENTATION TIPS

You can consider developing a SWOT (Strengths, Weaknesses, Opportunities and Threats) for 
defining strategic level of Environmental/OH&S Risks and Opportunities.   

WeaknessesStrengths

ThreatsOpportunities

Clause 6.1: Actions to Address Risks and 
Opportunities ISO 14001:2015

•6.1.2 Environmental Aspects
• “Within the defined scope of the EMS, the organization shall:

• determine the environmental aspects of its activities, products and services that it can 
control and those that it can influence, and their associated environmental impacts, 
considering a life cycle perspective;

• When determining environmental aspects, the organization shall take into account:
• change, including planned or new developments, and new or modified activities, 

products and services;
• abnormal conditions and reasonably foreseeable emergency situations. 

• The organization shall determine those aspects that have or can have a significant impact i.e. 
significant environment aspects, by using established criteria.” 

• “The organization shall communicate its significant environmental aspects among the various 
levels and functions of the organization, as appropriate.

• The organization shall maintain documented information of its:
• environmental aspects and associated environmental impacts;
• criteria used to determine its significant environmental aspects;
• significant environmental aspects.

•NOTE: Significant environmental aspects can result in risks and opportunities associated with 
either adverse environmental impacts (threats) or beneficial environmental impacts 
(opportunities).” 

25
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• Purpose of the section:  

• To explain the establishment and evaluation 
of environmental aspects and Impact and the 
process of determination of those with 
significant impact on the environment and 
their relative importance; describe related 
objective setting and monitoring

6.1.2 Environmental Aspects and Impacts

Examples
• Aspects (Give definition?)

• Air Emissions 

• Natural Resources

• Recycling

• Impacts (Give definition?)

• Degradation of Air Quality (Give definition?)

• Decrease in Natural Resources

• Increase in Landfill Space 

• Activity (Give definition?)

• Fueling/Operating Vehicles

• Purchase of Chemicals

• Environmental Education

27
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Overview of Significance 
Rating

Establish Scope

Identify Aspects

Quantify Aspects

Set Criteria for Significance

Assess Significance Significant Aspects

Environmental Aspects

Resource UsePollution

Water
Energy

Fuel
Raw Materials

Air
Water
Land

Community

Direct
(Controlled by 
Organisation)

Resource use by 
suppliers, 

contractors and 
customers

Pollution caused by 
suppliers, 

contractors and 
customers

Indirect
(Influenced by 
Organisation)
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Identifying Environmental Aspects -Overview 

Inputs OutputsProcess

RESOURCE USAGE

Raw Materials

Energy 

Natural resources

POLLUTION

Air

Water

Waste

Community

Activities

Assessing the Significance of the Aspects

>Purpose
To assess the potential for an aspect to cause harm to 
the environment

>Methodology
Set criteria
Different criteria for pollution, use of resources, indirect

31
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Criteria
• Pollution

Likelihood that pollution will occur
Consequence to environment and business

• Use of Resources
Scale of use
Scarcity of resource

• Indirect
Consequence of impact
Level of influence

Continual Improvement
• Check significant aspects

• Compare with legal and policy requirements

• Set objectives to reduce the significance

33
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Clause 6.1: Actions to Address Risks and 
Opportunities ISO 14001:2015 

•6.1.3 Compliance Obligations

• “The organization shall:
• identify and have access to the compliance obligations related to its environmental 

aspects;
• determine how these compliance obligations apply to the organization.
• take these compliance obligations into account when establishing, implementing, 

maintaining and continually improving its environmental management system. 
• The organization shall maintain documented information of its compliance 

obligations.

•NOTE: Compliance obligations can have the potential to result in risk 
associated with either adverse impacts (threats) or beneficial impacts 
(opportunities) to the organization.” 

•NOTE: Compliance obligations can result in  risks and opportunities to the 
organization. 

IMPLEMENTATION TIPS

You can consider developing a Environmental Compliance Obligations and EMS Legal and Other 
Requirements Register such as below: 

HOW DO THE REQUIREMENTS 
APPLY TO THE ORGANIZATION? 

ENVIRONMENTAL COMPLIANCE OBLIGATIONS AND 
OH&S LEGAL AND OTHER REQUIREMENTS REGISTER 
Environmental Compliance Obligations: 

EMS Legal Requirements: 

1)

2) 

3)

EMS Other Requirements:

1)

Prepared by: Dated:

35
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6.1.4  Planning actions
• The organization will have to plan actions to:

 address the environmental aspects 

 compliance obligations

 determined risks related to threats and 
opportunities 

• …and evaluate their effectiveness

6.2 Objectives and plans

Policy

OBJECTIVES

Risks and 
opportunities

Aspects Compliance 
obligations

Environmental objectives at:

Strategic  level
Tactical  level
Operational level

37
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Objectives - Guide Words
• Increase/Improve

• Maintain/Continue

• Reduce

• Introduce

• Eliminate
Plans
• Who is to do
• What by
• When and with what
• Result and what is the
• Progress

Support and Operation

• Purpose of the section: 

• To develop an awareness of all Support and 
Operation of EMS. 

• To be able to interpret all aspects on the 
Stage DO from PDCA Model into definable 
management activities

• State the requirements for documented 
information and explain the difference 
between maintaining and retaining 
documented information

39
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Resources 

• Human resources  - specialized skills and knowledge
• Natural resources
• Infrastructure - organization’s buildings, equipment, underground 

tanks and drainage system
• Technology and financial resources. 

Competence and awareness

• Demonstrate Competency around significant aspects
• Identify Training Needs, regarding  environmental aspects and 

EMS
• Conduct Trainings (Training records)

41
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Clause 7.4 Communication 
ISO 14001:2015

• 7.4.1 General

• “The organization shall establish and implement the process(es) for internal and external communications relevant
to the EMS, including:
• on what it will communicate
• when to communicate
• with whom to communicate
• how to communicate

• When planning its communications process(es), the organization shall:
• take into account its compliance obligations;
• ensure that environmental information communicated is consistent with information generated within the EMS

and is reliable.
• The organization shall respond to relevant communications on its EMS.
• The organization shall retain documented information as evidence of its communications, as appropriate.”

43

Clause 7.4 Communication 
ISO 14001:2015
• 7.4.2 Internal Communication

• The organization shall:
a) Internally communicate information relevant to the EMS among the various levels and

functions of the organization, including changes to the EMS, as appropriate;
b) ensure its communication process(es) enable(s) person doing work under the

organization's control to contribute to continual improvement.”

44
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45

Clause 7.4 Communication 
ISO 14001:2015

• 7.4.3 External Communication
“The organization shall externally communicate 
information relevant to the EMS, as established by 
the organization’s  communication process(es) 
and as required by its compliance obligations.” 

Implementation Tips

You may develop an internal and external communication list if you like as 
below and don’t forget to keep evidence of the communication such as 
meeting minutes, e-mails. 

Internal and External Communication List 

How to communicate? With whom to 
communicate?

When to communicate?What to communicate? 

Internal Communication

Via Face to Face Meeting All employeesUpon Hire and AnnuallyEnvironmental/
OH&S Policy 

External Communication 

Via E-mail ContractorsUpon contract initiation 
and annually 

Environmental/
OH&S Policy

Approved by: Dated:
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Clause 7.5 Documented Information 
ISO 14001:2015

•7.5.1 General
• The organization’s EMS shall include:

a) documented information required by this International Standard 
b) documented information determined by the organization as being 

necessary for the effectiveness of the EMS.

•NOTE: The extent of documented information for an environmental 
management system can differ from one organization to another due to:

• the size of organization and its type of activities, processes, products and 
services;

• The need to demonstrate fulfilment of its compliance obligations;
• the complexity of processes and their interactions; and
• the competence of persons doing work under the organization’s control.

47

Clause 7.5 Documented 
Information 
ISO 14001:2015 

• 7.5.2 Creating and Updating
• When creating and updating 

documented information, the 
organization shall ensure 
appropriate:
• identification and description (e.g.

a title, date, author, or reference 
number);

• format (e.g. language, software 
version, graphics) and media (e.g.
paper, electronic); and

• review and approval for suitability 
and adequacy.

48
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Clause 7.5 Documented Information 
ISO 14001:2015
•7.5.3 Control of Documented Information
• Documented information required by the EMS and by this International Standard shall be 

controlled to ensure:
• it is available and suitable for use, where and when it is needed;
• it is adequately protected (e.g. from loss of confidentiality, improper use, or loss of 

integrity).
• For the control of documented information, the organization shall address the following 

activities, as applicable:
• distribution, access, retrieval and use;
• storage and preservation, including preservation of legibility;
• control of changes (e.g. version control);
• retention and disposition.

• Documented information of external origin determined by the organization to be necessary 
for the planning and operation of the EMS shall be identified, as appropriate, and controlled.

•NOTE: Access can imply a decision regarding the permission to view the documented 
information only, or the permission and authority to view and change the documented 
information. 

49

Clause 8.1 Operational Planning and Control 
ISO 14001:2015

• “The organization shall establish, implement, control and maintain the 
processes needed to meet EMS requirements, and to implement the actions 
identified in 6.1 and 6.2, by:

• establishing operating criteria for the process(es);
• implementing control of the process(es), in accordance with the operating criteria.

• The organization shall control planned changes and review the 
consequences of unintended changes, taking action to mitigate any adverse 
effects, as necessary.

• The organization shall ensure that outsourced processes are controlled or 
influenced. The type and extent of control or influence to be applied to these 
process(es) shall be defined within the EMS.

•NOTE: Controls can include engineering controls and procedures.  Controls 
can be implemented following a hierarchy (e.g. elimination, substitution, 
administrative) and can be used individually or in combination.”

50
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Clause 8.2 Emergency Preparedness and Response
ISO 14001:2015

• “The organization shall establish, implement and maintain the process(es) 
needed to prepare for and respond to potential  emergency situations 
identified in 6.1.1. 

• The organization shall:
a) prepare to respond by planning actions to prevent or mitigate adverse environmental 

impacts from emergency situations;
b) Respond to actual emergency situations;
c) take action to prevent or mitigate the consequences of emergency situations, 

appropriate to the magnitude of the emergency and the potential environmental impact;
d) periodically test the planned response actions, where practicable;
e) periodically review and revise the process(es) and planned response actions, in 

particular after the occurrence of emergency situations or tests.”
f) Provide relevant information and training related to emergency preparedness and 

response, as appropriate, to relevant interested parties, including persons working under 
its control. 

• The organization shall maintain documented information to the extent necessary to have 
confidence that the process(es) is (are) carried as planned. 

51

Clause 9.1 Monitoring, Measurement, Analysis and Evaluation 
ISO 14001:2015

•9.1.1 General
• The organization shall monitor, measure, analyze and evaluate its environmental performance. 
• The organization shall determine:

a) what needs to be monitored and measured
b) the methods for monitoring, measurement, analysis and evaluation, as applicable, to ensure 

valid results; 
c) the criteria against which the organization will evaluate its environmental performance, and 

appropriate indicators;
d) when the monitoring and measuring shall be performed;
e) when the results from monitoring and measurement shall be analyzed and evaluated. 

• The organization shall ensure that calibrated or verified monitoring and measurement equipment is 
used and maintained as appropriate.

• The organization shall evaluate its environmental performance and the  effectiveness of the EMS. 
• The organization shall communicate relevant environmental performance information both 

internally and externally, as identified in its communication process(es) and as required by its 
compliance obligations.

• The organization shall retain appropriate documented information as evidence of the monitoring, 
measurement, analysis and evaluation results.

52
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Clause 9.1 Monitoring, Measurement, Analysis and Evaluation 
ISO 14001:2015

•9.1.2 Evaluation of Compliance

• “The organization shall establish, implement and maintain the 
process(es) needed to  evaluate fulfilment of its compliance obligations.

• The organization shall:
• determine the frequency that compliance will be evaluated;
• evaluate compliance and take action if needed;
• maintain knowledge and understanding of its compliance status.

• The organization shall retain documented information as evidence of the 
compliance  evaluation result(s).”

53

Clause 9.2 Internal Audit 
ISO 14001:2015

•9.2.1 General

•The organization shall conduct internal audits at planned 
intervals to provide information on whether the EMS:

• conforms to:
• the organization’s own requirements for its EMS
• the requirements of this International Standard

• is effectively implemented and maintained.

54
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Clause 9.2 Internal Audit 
ISO 14001:2015
•9.2.2: Internal Audit Program
• The organization shall establish, implement and maintain (an) internal 

audit program(s), including the frequency, methods, responsibilities, 
planning requirements and reporting of its internal audits.  When 
establishing the internal audit program, the organization shall take into 
consideration the environmental importance of the processes 
concerned, changes affecting the organization and the results of 
previous audits.

• The organization shall: 
• define the audit criteria and scope for each audit;
• select auditors and conduct audits to ensure objectivity and the impartiality of 

the audit process;
• ensure that the results of the audits are reported to relevant management.

• The organization shall retain documented information as evidence of 
the implementation of the audit program and the audit results.”

55

Implementation Tips

• Your organization can develop an internal audit schedule such as table below.

• Ensure that the assigned auditor is independent of the audited process.
• Your organization can record the results of the audit e.g. in the format of audit report and relevant

results need to be communicated to the worker, workers’ representatives if applicable and other
relevant interested parties.

• Any audit nonconformities must be addressed per the corrective action process.

56

INTERNAL AUDIT SCHEDULE 

AuditeeAuditor Audit DateProcesses to be 
audited

Approved by: Dated:
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Clause 9.3 Management Review 
ISO 14001:2015
• “Top management shall review the organization's EMS at planned intervals, to 

ensure its continuing suitability, adequacy and effectiveness.

• The management review shall include consideration of:
a) the status of actions from previous management reviews;
b) changes in:

i. external and internal issues that are relevant to the EMS;
ii. The needs and expectation of interested parties, including compliance obligations;
iii. its significant environmental aspects;
iv. risks and opportunities

a) the extent to which environmental objectives have been achieved;
b) information on the organization’s environmental performance, including trends in:

i. nonconformities and corrective actions;
ii. monitoring and measurement results;
iii. Fulfilment of its compliance obligations;
iv. audit results;

a) the adequacy of resources 
b) relevant communication(s) from interested parties, including complaints;
c) opportunities for continual improvement 

57

Clause 9.3 Management Review 
ISO 14001:2015
• The outputs of the management review shall include:

• conclusions on the continuing suitability, adequacy and effectiveness 
of the EMS

• decisions related to continual improvement opportunities
• decision related to any need for changes to the EMS, including 

resource
• actions, if needed, when environmental objectives have not been 

achieved
• Opportunities to improve integration of the EMS with other business 

processes, if needed:
• any implications for the strategic direction of the organization

• The organization shall retain documented information as 
evidence of the results of management reviews.

58
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Clause 10 :Improvement 
Clause 10.2 Nonconformity and Corrective Action 
ISO 14001:2015
• When a nonconformity occurs, the organization shall:

• react to the nonconformity and, as applicable:
a) take action to control and correct it
b) deal with the consequences, including mitigating adverse environmental 

impacts;
• evaluate the need for action to eliminate the causes of the nonconformity, in order 

that it does not recur or occur elsewhere, by:
a) reviewing the nonconformity;
b) determining the causes of the nonconformity;
c) determining if similar nonconformities exist, or could potentially occur;

• implement any action needed;
• review the effectiveness of any corrective action taken; and
• make changes to the EMS, if necessary.

• Corrective actions shall be appropriate to the significance of the effects of the 
nonconformities encountered, including the environmental impact(s).

• The organization shall retain documented information as evidence of:
• the nature of the nonconformities and any subsequent actions taken
• the results of any corrective action.

59

Improvement
• Purpose of the section: 

• Outline and explain the process involved in 
improving the environmental management 
system

59
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Nonconformity and corrective actions

• “React” to the non-conformity:
• Actions to control it
• Deal with the “consequences

• Eliminate the cause
• Review 
• Determining their cause
• Other similar nonconformities do or potentially could exist

•

• Implement actions

• Review the effectiveness

• Changes if necessary to the EMS 

CORRECTIVE ACTION

• Taken to prevent recurrence whereas

• Appropriate  to  the  significance  of  the  effects

• Root cause analysis combined with corrective action to help understand the cause of the 
deviation and potentially prevent recurrence of a similar problem. 

• There can be more than one cause for a nonconformity

• One of the key purposes of an environmental management system is to act as a preventive tool

61
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Root cause analysis

• Finding real causes of the problem and dealing with it rather than continuing to deal with the 
symptoms.

• A step by step method that leads to the discovery of a root cause or root causes.

• An investigation traces the cause and effect trail from the end failure (impact/ problem/ issue/ 
unwanted situation) back to the root cause.

• Identifying the linkages between issues affecting the ecosystem (e.g. wetlands) and their causes in 
order to solve the problems more effectively.

• Identifying the real and potential threats and their underlying root causes, to the health of wetlands. 

______________
1. Why?

2. Why?

3. Why?
4. Why?

5. 
Why?

______________
1. Why?

2. Why?

3. Why?
4. Why?

5. 
Why?

Computer Storage Costs Too High

1. Why? Users keep too many large files as email 
attachments

2. Why? Users don’t know that this results in an 
extra charge to the company

3. Why? Email policy not 
communicated

4. Why? Official email policy not 
defined

5. Etc….

Computer Storage Costs Too High

1. Why? Users keep too many large files as email 
attachments

2. Why? Users don’t know that this results in an 
extra charge to the company

3. Why? Email policy not 
communicated

4. Why? Official email policy not 
defined

5. Etc….

EffectEffect

Ask "Why?" 5 Times

Root Cause Analysis
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Continual improvement

• The organization shall continually improve the suitability, adequacy or effectiveness of the 
environmental performance.

• The organization can use the processes such as 

• leadership, 

• planning 

• and performance evaluation, 

to achieve improvement.

Course Objectives
• Upon completion of this course you 

will:

• Be able to prepare for, report on, carry 
out and follow up an assessment or 
audit.

• Have achieved the means to assess 
and improve your own organisations 
systems.
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Course Plan

Conducting Audits
Collecting &

Verifying Evidence

Non-Conformities
(NCR/ Checklist)

Objective Evidence
(Checklist)

Planning Audits

Course Plan

Report
Preparation

Preparing Audit Summary

Preparing Audit Conclusions

Documenting Audit Report

Closing
Meeting

Completing
Audit
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مȜانة تʹافॻʴة  *
أفʷل

مȜانة تʹافॻʴة  *
أفʷل

ثقة ورضاء العʸلاء *ثقة ورضاء العʸلاء *

فـــاقʗ أقــل *فـــاقʗ أقــل *

* ʙـــʰــاح أكȁأر* ʙـــʰــاح أكȁأر

*  Ȏʦات أقــǻادʶʯإق*  Ȏʦات أقــǻادʶʯإق

خʗمة خالॻة مʥ العʦʻب *خʗمة خالॻة مʥ العʦʻب *

ʯʻاتإلʚʯام Ǻالʦʸاعʗʻ والʦʯق * ʯʻاتإلʚʯام Ǻالʦʸاعʗʻ والʦʯق *

* ʵॺال Ȏʦللق ʙʸʯʴم ʙȂʦʠةتȂʙ * ʵॺال Ȏʦللق ʙʸʯʴم ʙȂʦʠةتȂʙ

* ʙʟاʳʸلامة وقلة الʴالأمانة وال* ʙʟاʳʸلامة وقلة الʴالأمانة وال

ʯʱʸة والʭʻʮجه إلى الʦعتʸ * ʯʱʸة والʭʻʮجه إلى الʦعتʸ

عاملʥʻ أكʙʰ تفهʸا *عاملʥʻ أكʙʰ تفهʸا
إلʚʯامات  *

Ǻالʦʸاصفات
إلʚʯامات  *

Ǻالʦʸاصفات

العائد من تطبيق 
نظام إدارة

Audit

Systematic, independent and documented process to obtain audit 
evidence and evaluating it objectively to determine the extent to 
which the agreed criteria are fulfilled

ونتائجها  الشركةمستقل لتحديد ما إذا كانت أنشطة ) نمطي ( فحص منهجي 
مع التدابير والإجراءات المخططة والمستهدفة وانه سيتم تنفيذ ذلك   متطابقة

بكفاءة وفاعلية وأنها كافية وقادرة على تحقيق الأهداف الموضوعة
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Concepts Relating to Audit
AUDI

TAudit 
Programme

Audit Scope

Audit Criteria

Audit 
Evidence

Audit Findings Audit 
Conclusions

Qualifications

Auditee

Audit Client

Audit Team

Audito
r

Technical Expert

 ?؟?ينفـــــــــــذهــا من  

INTERNAL AUDITOR

مراجعــات ، ولديـه السلطــة لآداء الشـخص مؤهــل لتنفيــذ 
.هـذا العمـل 

Qualified & Authorized
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 ومʠʶلʲات تعȂʙفات :أولا

                                     Auditالمراجعة 
 ، وهذا النشاط بواسطة المطالبنشاط رسمي وحيادي ومرتب بغرض التحقق من تنفيذ 

هو جارى مراجعته عملشخصي أو اكثر لهم الاستقلالية 
                                   Auditorالمراجع 

شخصي مؤهل للقيام بأعمال المراجعات هو 
                               Auditeeالمراجع علᘭه    ِ

تحت المراجعة) الإدارة / القسم ( المؤسسة هي 
                 Audit Teamفᗫᖁق المراجعة    

مراجع أو اكثر مكلفين بإجراء المراجعة
             Audit Criteriaمعايᢕᣂ المراجعة 

المطالب* السجلات       * الإجراءات       * الممارسات        * السياسات        * 

 ومʠʶلʲات تعȂʙفات
               Audit Findingناتج المراجعة  

متفق عليههو نتيجة تقييم الدليل الموضوعي الذي تم الحصول عليه مقارنا بمعايير المراجعة ال
 

            Audit Conclusionخلاصة المراجعة    
هو رأى أو حكم تخصصي تم التعبير عنه بواسطة المراجع عن موضوع المراجعة مبنى 

ومقتصر على تقدير المراجع لنواتج المراجعة 
 

          Audit Conclusionخلاصة المراجعة 
.هاهو إثبات بواسطة الفحص وتقديم الدليل الموضوعي بأن المطالب المحددة تم استيفاؤ 
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 ومʠʶلʲات تعȂʙفات

 ᢝ
᡽ᣍإجراء وقاPreventive action              

  إجراء يتم اتخاذه لإزالة سبب عدم مطابقة محتمل حدوثها أو عيب وذلك بغرض منع الحدوث

 ᢝᣑᘭإجراء تصحCorrective action             
إجراء يتم اتخاذه  لإزالة سبب عدم مطابقة موجود أو عيب وذلك بغرض منع الحدوث  

   Objective Evidenceالدلᘭل المادي الملموس 
أو أي  ارالمعلومات التي يمكن إثباتها والمبنية على الحقائق خلال الملاحظات والقياس والاختب

الحالة الفنية للمعدات  –التسجيلات  –وسائل أخرى ، ويمكن أن تكون وثائق 
ظروف بيئية –منتج غير معرف  –أدوات  –) اختبار  –صيانة ( 

                      Third Partyالطرف الثالث 
   محايدة وذات استقلالية عن الأطراف المعنية بالموضوع) Body( هو شخص أو جهة  

 دارة والتي توصف العملياتالإخطوط إرشادية لمراجعة نظام 
  -: الخاصة بتنفيذ المراجعات و تحتوى على إرشادات للآتي

)     مبادئ المراجعة( أساسيات المراجعات   
  إدارة برامج المراجعات 

أنشطة المراجعات                                 
دارةالإكفاءة مراجعي نظام  

ISO 19011 
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يد على عدة مبادئ أساسية للتأك داخليةمراجعات الالتبنى 

  على أنها أداة إدارية فعالة

-:ثلاثة أساسيات                 

       الحيادية و السرية 

العينات

الأدلة المادية 

        Principles Of  Auditingمبادئ المراجعات: ثانيا  

          Principles of Auditingمبادئ المراجعات  

 ᢝ
ᡨᣍالآ ᣢادئ المراجعات عᘘتؤكد م:-   

 المراجعون موضوعيون منهجيون ومستقلون ويمكنهم إبداء المعلومات التي تمكن

الإدارة من تحسين فاعلية أداء الأعمال 

 المراجعات وبرامج المراجعة تكون

مخططة  *لها أهداف واضحة               *

يتم  إدارتها بطرق محددة ووسائل معروفة  *ذات سلطة                       *  

 ملاحظات المراجعة ونتائج المراجعة تكون مسجلة ويتم متابعتها

 تعامل فريق المراجعة بحرية دون تقييد أو إنحياز

العلاقة بين فريق المراجعة والمراجع عليهم تكون  تعاونية و إيجابية

 المعلومات المتاحة الدليل المادي الملموس يبنى على عينة من
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 الʙʸاجعـات أنــʦاع:ثالʰـا

الأول الطــرف مراجعــة

الثاني الطــرف مراجعــة

الثالث الطــرف مراجعــة

الشركـة

ة ʙؕʵـل الᘭالعم 

 الجهــة
 المانحــة

1122

33

)المراجعة الداخلية ( 

)مراجعة العميل للشركة ( 

)وتقوم بها الجهات المانحة للشهادات( 

First party Audit) المراجعات الداخلᘭة ( مراجعات الطرف الأول 

دارة وإجراءاتها بهدف تأكيد الإتتم عن طريق أشخاص مؤهلين من المؤسسة على نظام 
دارة وتطويره وتحسينه طبقا لمتطلبات المواصفة القياسيةالإصيانة نظام 

:  والبيانات اللازمة للآتي   وينتج عنها المعلومات

  دارة ومدى فاعليته الإتقييم الإدارة العليا لنظام

  الإجراءات التصحيحية

  الإجراءات الوقائية

إجراءات التحسين والتطوير

 ʙʸاجعاتال أنʦاع
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 ᢝ
ᡧᣍة ( مراجعات الطرف الثاᘭالمراجعات الخارج (Second Party Audit  

:  تتم عن طريق المؤسسة على الموردين وموردي الباطن بهدف 

  تحديد ملاءمة الموردين

  موردي الباطن/ إظهار أداء الموردين

 تأكيد على قدرة الموردين للوفاء بالمتطلبات التعاقدية والمشتريات  

  دارة بالمؤسسة بواسطة العملاء الإو يمكن أن تنفذ هذه المراجعات على نظام

  أو من ينوب عنهم   من خلال صيغة تعاقدية  

 ʙʸاجعاتال أنʦاع

 ʙʸاجعاتال أنʦاع

   Third Party Audit) مراجعات خارجᘭة ( مراجعات الطرف الثالث 
جهات منح  ( مراجعة عن طريق جهة محايدة تعاقديا للمؤسسة أو مورديها وزبائنها  

دارة والوثائق المصاحبة الإدارة ، بغرض تحديد ملاءمة نظام الإعلى نظام )  الشهادات  
ة والتطبيق لها مع المواصفات القياسية المحددة بغرض الاعتماد ومنح شهادات المطابق

 .للمواصفة القياسية

: ملحوظة

  الأطراف المعنية بالموضوع هي 

  وتسمى الطرف الأول :المؤسسة  

 ويسمى الطرف الثاني :الزبــــون 
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 الʙʸاجعــة مʥالهـــʗف لمـــاذا  ؟

للمتطلبــات طبقــا التوثيــق

للتوثيــق طبقــا التطبيــق

التطبيـــق فعـــاليــة

التحســـين فـــرص تحــديد

 مʙاجعʯــه ʱǻــʔمـا مـــــا ذا  ؟

نظــامال مراجعــة

إجـراءات / عمليـات مراجعــة

خــدمة / منتــج مراجعــة

نظـامال عنـاصر مراجعـة
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 الʙʸاجعــة مʙاحــل : راǺعا

المراجعـــــة قبــل ما
Pre - Audit Activities

Auditingالمـراجعـــــــــة

المراجعـــــة مابعــد
Post-Audit Activities

   الإعــــداد والتخطـــيط. 
    ــارة المبــدئيــة  .الزيـ
    ــة التفصيليـــة .الخطـ

   الجلســة الافتتـــاحيـة. 
    المراجعـة وإعـداد التقـرير. 
    الجلســة الختــاميــة.

   إعــداد التقـرير النهــائي. 
    الإجــراءات التصحيحيــة. 
  التســجيل والمتــابعــة

                 اجعةʙʸاد للʗوالإع ȊॻʠʳʯالPlanning and preparation                                                                                  
                                               اجعةʙʸال ʘʻتʹفPerformance                                                                                
                           عةǺاʯʸوال ʙȂʙقʯالReporting And Follow-up                                                        

 

Phases الʙʸاجعة مʙاحل of an Audit   
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ʥȜʸǻ  جॻʸع الʙʸاجعات الʗاخلॻة للʦʱدة ʔʱǻ أن تʦؒن مʠʠʳة ومʗʲدة بʦʯقʯʻات زمʹॻة ، ʸؕا انه
إجʙاء جʦدة داخلॻة غʙʻ مʠʠʳة وان ؕانʕ لابʗ أن تʮلغ الʱهة الʙʸاجع علʻها ʦʸǺعʗ إجʙاء 

  -: ʙʸاجعات في الʲالات الآتॻةالالʙʸاجعة وخʠة الʙʸاجعة وفى جॻʸع الأحʦال فانه يʤʯ إجʙاء 

 دارة بها الإالʗʳمॻة أن تʯأكʗ مʥ فاعلॻة نʢام / عʹʗما تʗȂʙ الʓʸسʴة الʶʹاॻɸة -

دارة لȎʗ الʦʸرد يʓهله لʦʯرʗȂ الʯʹʸج الإعʹʗما يʗȂʙ العʻʸل الʯأكʗ مʥ أن نʢام -

/ ʗعاقʯال ʘʻل أو أثʹاء تʹفʮاء قʦس ʣها وذلʻعل Ȗفʯʸمة الʗʳال 

 الʗʳمॻة / ʹʢام Ǻالʓʸسʴة الʶʹاॻɸة الإذا حʗث تغʙʻʻ جʦهȏʙ في -

 الॻʲॻʲʶʯة الʸʹفʘة عʹʗما ʦȜǻن مʥ الʙʷورȏ للʓʸسʴة الʲʯقȖ مʥ فاعلॻة الإجʙاءات-

   Audit PlanningالȊॻʠʳʯ للʙʸاجعة  -1

   Audit Preparationالإعʗاد للʙʸاجعة -2

ʱǻ اجعةʙʸلل ʗʻʱاد الʗأن الإع ʖʻاجعة حʙʸاحل الʙم ʥحلة مʙم ʙʮʯاجعة تعʙʸاد للʗة الإعॻلʸعل أن ع
Ȋॻʠ لها لʘا ʔʱǻ الʳʯ الʹʢامǺاقي الʙʸاحل تʤʯ بʯلقائॻة وحॻɼʙة وحʖʻ أن الʙʸاجعة هي أحʗ أنʠʵة 

ʯاجعة يʙʸلل ʗʻʱاد الʗر الإشارة إلى أن الإعʗʱها وهʹا تʘʻتʹف ʥي مʴॻئʙف الʗاله ʗيʗʲوت ʞعǺ ʔلʠ
   الʹقاȉ الهامة الʯي ʔʱǻ أن يلʤ بها الʙʸاجع والʙʸاجع علॻه

   Auditorللمراجع 
  ـᗷ ةᘌدرا ᣢجعل المراجع ع:- 

مʱال الʲʯقȖ الʠʸلʦب* سʔʮ إجʙاء الʙʸاجعة                     *  
 ـᗷ سمحᘻ ةᘭدئᘘة معلومات مᘌد من أن المراجع لدᜧالتأ:- 
 إعʗاد وثائȖ إجʙاء الʙʸاجعة * إعʗاد بʙنامج الʙʸاجعة       *  
 إبلاغ بʙنامج للʱهة الʯي سʤʯʻ إجʙاء الʙʸاجعة علʻها * بॻانات عʥ فȖȂʙ الʙʸاجعة   *  
  * ʤʴالق/ ʝʲالف ʕʲالإدارة تAuditee   
 هᘭجعل المراجع علAuditee ـ علىᗷ ةᘌدرا 

 مʱال الʲʯقȖ الʠʸلʦب* سʔʮ إجʙاء الʙʸاجعة               * 
 تʦقʕʻ تʹفʘʻ الʙʸاجعة *بʙنامج الʙʸاجعة                    * 

 

   الإعʗاد اللازم للʯأكʗ مʥ أن الʙʸاجعة تॺʟ ʤʯقا للȊʠʳʸ له للʦصʦل إلى الʹʯائج الʙʸجʦة
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   Audit Preparationالإعʗاد للʙʸاجعة -2

 ᢝ
ᡨᣍالآ ᣢع ᡧ ᢕᣂتحتوى مرحلة الإعداد والتجه:-   

 اجعةʙʸال الʱض ومʙغ ʥع ʝʳل على ملʦʶʲال 
  هاʯاجعʙب مʦلʠʸاءات الʙاجعة الإجʙوم Ȗثائʦدراسة الDesk Study  
  ʤʴالق ʛقة على نفǺاʴاجعة الʙʸائج الʯاجعة نʙالإدارة /م 
  اجعةʙʸال ʘʻفʹʯاللازم ل ʕقʦال ʗيʗʲʯاجعة لʙʸنامج الʙاد بʗإع 

     –الأنʠʵة والعʸلॻات  –حʸʱه  –Ǻعʗ جʸع الॻʮانات الʠʸلȁʦة عʥ مȜان الʙʸاجعة (     
 ) حʤʱ العʸالة      
  لةʭالأس ʤائʦاد قʗإعCheck List  

   قوائم الأسئلة
  اءʙها في الإجʯاجعʙب مʦلʠʸال ȉع الʹقاॻʸى جʠلة تغʭاصفة/هي أسʦʸات/الॺلʠʯʸال  

 الʯي تʤʯ الʙʸاجعة ॺʟقا لها     
  مهاʗʳʯʴǻ يʯة الॻʴॻئʙاجعة    الهي الإداة الʙʸال الʸأعǺ امॻɿاجع في الʙʸ 

 ʙʸاجع Ǻالʹقاȉ الʙئॻʴॻة الʙʸاد الʲʯقȖ مʹها وللʯأكʗ أن الأهʗاف اللʙؕʘʯة     
  ومʱال الʙʸاجعة قʗ تʤ تغʯʻʠها ومʙاجعʯها    

   Audit Preparationالإعʗاد للʙʸاجعة -2

  استخدامات قوائم المراجعة

  ةʗاعʴة مʙاكʘؕ مʗʳʯʴاجع لتʙʸل 

 قهاॻʮʠت ʤʯاصفة يʦʸال ʙأن عʹاص ʥم ʗأكʯال 

 هاʯʻʠتغ ʤʯات يॺلʠʯʸع الॻʸأن ج ʗأكʯال 

 قهاॻɿʲت ʤʯعة يʦضʦʸات الॺلʠʯʸات أن الॺإث 

 اجعاتʙʸلة في الʭجع للأسʙʸؕ مʗʳʯʴت 

اجعة الʹهائيʙʸال ʙȂʙة تقǺاʯؕ في ʗاعʴت   

89

90



6/11/2026

46

 تʤʯ الʙʸاجعـــــــــة

الإستفســــــارات

المراقبــــة تحت الأنشــطة

الصحيحـــة المعلومـــة

الأســئلة إلقـــاء طريقــة

 كᘭف  ؟

الإتصـــــالات

 تʤʯ الʙʸاجعـــــــــة

التحــــــقق

المشـــــاهدة

المناقشـــــة

التســـــجيل

 كᘭف  ؟

الأشــــياء على الحكم
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   Audit Performanceتʹفʘʻ الʙʸاجعة  -3

 مʙاحل تʹفʘʻ الʙʸاجعة 

                                           ةॻاحʯʯة الافʴلʱالOpening meeting                                                                     

                                            اجعةʙʸال ʘʻتʹفConduct The Audit                                                                      

                                  اجعةʙʸات الʢاجعة ملاحʙمReview Findings                                                        

 اجعةʙʸائج الʯالاتفاق على ن )Present The Findings ( Private Meeting 

  ةॻامʯʳة الʴلʱال Closing Meeting                     

                                                                ʙȂʙقʯالReporting

 Opening Meetingالʱلʴــــة الافʯʯاحॻة

1

2

3

4

5

6

7

8

.فريق المراجعة  تقديم 

.توضيح الغرض من المراجعــة  

.عرض سريع لبرنامج المراجعـة  
.الإتفاق على تسلسـل وتوقيتات المراجعة  

.تحديد المسئولين المراجـع عليهم    
.الإتفاق على موعد الجلسة الختـامية    
.الإجــابة على الإستفســارات    
.التأكيـد على سـرية المعلومات والبيانات    

.الإشـارة إلى ان المراجعـة سـتتم بنظـام العينـات     9

Audit Team

Audit Purpose / Scope

Audit Program

Audit Plan

Escorts 

Closing Meeting

Clarifications  

Confidentiality  

Sampling  
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   Audit Performanceتʹفʘʻ الʙʸاجعة  -3

   تنفيذ المراجعة 
ॻه الॻɿام ʙʸاجع أن ʦȜǻن إʱǻابॻا بʹاءا وʓȂدȎ الʙʸاجعة ʸǺهارة واقʗʯار ولʲʯقȖʻ ذلʣ علالعلى 

 :Ǻالآتي 
  قةʠʹʸل الʦʭʴه / مقابلة مॻاجع علʙʸال ʤʴالق 
  ʤؤسائهʙل ʛॻل ولʸأداء العǺ ʥʻʸاص القائʳث للأشʗʲʯذاتي ال 
 بʦʻف العʵ  شʙح الهʗف مʥ الȂʚارة وأنها لʕʴॻ لʗʻʶʯ الأخʠاء وؕ
  ʤهʻاجع علʙʸدب وودود مع الʓا هادئ ومʸدائ 
  اءʠه أخǺ وان ؕان ʤهʻاجع علʙʸه الǺ مʦقǻ ما ʤʱح ʥقلل مǻ ان ولاȜر الإمʗامل قʱم 
  ʛॺض أو لʦʸب واضح دون غʦأسلǺ ثʗʲʯال 
  ةॻاس الآتʦʲام الʗʳʯاجع اسʙʸعلى ال ʔʱǻ:-   

 )إصغاء إʱǻابي( الإنʶات الʗʻʱ : الʸʴع         
          ʙʢʹاء : الॻالأش ʥود مʗʲد مʗلع ȖʸعǺ ةʗʻʱة الȂؤʙال 
  تʦجॻه أسʭلة مفʦʯحة اعʸʯادا على قʦائʤ الأسʭلة وتʻʱʴل الʸلاحʢات: الʓʴال         

  وهʹاك ألفاȋ للأسʭلة                 
  ʥاذا   –مʸى  –ما     –لʯم–  ʥأي– ʃॻك   

80%

20%

   Audit Performingتʹفʘʻ الʙʸاجعة  -3

 مʰال

• Show me what you do?

•    Where is that kept?

•  How is that carried out ?

•    When would you do this ?

• What happens after this is completed ?

•    Who will do that ?
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   Audit Performanceتʹفʘʻ الʙʸاجعة  -3

DO                                              DO NOT 

          .قارئ جʗʻ للإجʙاءات -           لا تʙʳج عʥ الʦʸضʦع Ǻأسʭلة جانॻʮة          ·            .قارئ جʗʻ للإجʙاءات -           لا تʙʳج عʥ الʦʸضʦع Ǻأسʭلة جانॻʮة          ·  

                ل معʗات وجʵاقʹʸǺ ʕقʦع الॻʷالا ت -ʙʻد دون تأخʗʲʸال ʕʻقʦʯل في الʦصʦال       
 الʙʸاجع علॻه واسʸʯع Ǻإʱǻابॻة لʸا ǻقʦل

         ·الʖʲॺ عʥ الʲقائȖ والʲʯقȖ مʹها -     )  عʗم إضاعة الʦقʕ(الʤȜʲʯ في زمام الʸʹاقʵة •

ʸȂلى  و       سʓال أصʲاب العʸلॻات الفعلʥʻʻ وتلقى -   لا تʸʴح للʙʸاجع علॻه أن ǻقʦد الʸʹاقʵات      ·•
 الإجاǺة مʹهʤ ولʛॻ مʥ رئʴॻه أو زمʻله      علʣॻ ما ʔʱǻ أن تفعله                    

الʗʲʯث قلʻلا ما أمʥȜ   -      تʲاشى جʦ الʯعʹʃॻ واللʦم وانʯقاد الأشʳاص  ·•
 ʤأمام رؤسائه 

تʔʹʱ اسʗʳʯام الألفاȋ الʮʸهʸة  -         تʲاشى الʯقارʙȂ الॻʶʳʵة                  ·•
•    ʗأح ʥم ʙʳʴولا ت ʤȜخ ولا تهॻȁʦقاد ولا تʯة   -     لا انʙʶʯʳة ومʲلة واضʭالأس

مؤدب وهادى ولبق ومسيطرا على نفسك     -                                                                 
طوال فترة المراجعة                                                                        

                                                                  - ʥاملا  كʱاتبمॻابʱǻان الإॻʮ ل اʮاتقॻʮلʴل 
 

ʗــʻʱاجــع الʙʸال ʝــائʶخ 

.القـدرة على التعبير عن المفاهـيم والأفكـار شفهـيا وكتـابة 

:المهــارات الشخصيــة 
  الدبلوماسـية في توضيح عدم المطـابقة.
  الحصول على المعلومة الصحيحة.
  القدرة على الإنصـات.

.القدرة على الاحتفاظ بالحيادية التي تسمح بإتمام مسئولياته كمراجع 

.مهــارات التنظـيم الشخصي 

.  Objective Evidence  الحكم طبقـا للدليل المـادي

1

2

3

4

5
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   Audit Performanceتʹفʘʻ الʙʸاجعة  -3

ʗʻʱاجع الʙʸة للॻʶʳʵات الʸʴال    :  Personnel Characteristics    

-ʗʻع جʸʯʴم                                                      Good Listener

-ʥهʘح الʯفʯم                                                       Open minded  

- ʥȂʙعامل مع الاخʯماسى فى الʦدبل                                    Diplomatic

-ʚʻʲʯم ʙʻوغ ʗايʲم                                                     Unbiased  

-  ʃॻȂʚدون ت Ȗقائʲفى نقل ال ʥʻام                                        Honest  

  Patient                            )لا ǻغʙʴǺ ʔʷعة (صʦʮر Ȃʦʟل الॺال قȎʦ الʸʲʯل  -

Self-disciplined )مʹȊॺʷ ذاتॻا (ملʚʯم  -

  Interested                             )لʛॻ فقȊ تأدǻة واجʔ (مهǺ ʤʯالʙʸاجعة  -

- ʥȂʙالآخ ʙاعʵʸرا لʗاس (مقʴالإح ʗʸʱʯم ʙʻغ(                   Empathetic

  Positive                                      اʱǻابى  ومʦضʦعى فى الʯعامل -

   Audit Performanceتʹفʘʻ الʙʸاجعة  -3

NOT  TO BE                                   :الʳʯلʝ مʥ الʶفات الاتॻة 

 :    الا ʦȜǻن -
              Arrogant    مʯغʙʠس ومʯعالى                                -   

  Opinionatedمʖʮʵʯ بʙأǻه                                       -   

  Lazy        كʦʴل                                                -    

                       Shy        خʦʱل                                                -   
                     Timid     مʙʯدد وʵʳȂى أن ʴǻأل                               -   
  Gullible   سهل الانʗʳاع                                        -   

                     Argumentative  كʙʻʰ الʗʱال                                    -    
- Self معʔʱ بʹفʴه                                 -    important
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ة فى إعʗاد قʦائʤ الأسʭلة • الʵʸارؕ

الالʚʯام ʠʯʸǺلॺات الʙʸاجعة•

فاءة • تʹفʘʻ الʸهام الʠʸلȁʦة Ǻفاعلॻة وؕ

•ȖȂʙف ʛॻئʙاجعة لʙʸات الʢقة وملاحǺاʠʸم الʗع ʙȂʙة تقǺاʯك 
الʙʸاجعة 

مʴاعʗة ومعاونة رئʛॻ فȖȂʙ الʙʸاجعة •

 أنʠʵــة ومʴـʦʭلॻات فȖȂʙ الʸـʙاجعة
Responsibilities of the Team

 أنʠʵــة ومʴـʦʭلॻات رئʛॻ فȖȂʙ الʸـʙاجعة

1

2

3

4

5

6

7

8

.فريق المراجعـة وتحـديد مدى الاحتيـاج لمتخصصـين        إختيـار

.المراجعـة وإدارة عمـل فـريق المراجعـين          إدارة

.مع الجهـة المراجـع عليهـا لتنفيـذ المراجعـة    التنسيق

.خطـة المراجعـة والمشاركة في إعداد قائمـة الأسئلة        إعــداد

.درجـة عـدم المطـابقـة التي تظهـر       تقــدير

.عـدم المطـابقة فورا للمراجـع عليـه         إبـلاغ

.تقــرير المراجعــة       إعداد وتوزيع

.الإجــراءات التصحيحيـة والتأكـد من فاعليتهـا      متابعــة
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 أنʠʵـــــة ومʴــʦʭلʻـــات الʸــʙاجع

1

2

3

4

5

6

7

8

.من مجــال تطبيــق المراجعـــة        التـأكــد

.في إعــداد الأســئلة     المشــاركة

.المشـاهدات للتأكـد من فاعليـة تطبيـق النظـام  جمـع وتحليـل

. Objective  Evidence  عن الحقـائق الملموســة         البحـث

.تقـرير عـدم المطـابقـة         كتـابة

رئيس فريق المراجعة في تقدير حـالات عدم المطـابقة       مسـاعدة
.وإعـــداد تقـرير المراجعــة                   

.جميـع الملاحظــات وأماكـن تواجـدها        تسـجيل

على القـيم والأخـلاق وخلـق روح التعـاون      المحافظـة
.مع باقي أفـراد فـريق المراجعــة                     

إبلاغ العاملǺ ʥʻأهʗاف ومʱال تȖʻʮʠ الʙʸاجعة*  

تʗʲيʗ الʦʭʴʸلॻة للʙʸاجع علʻهʤ وȀبلاغهʦʸǺ ʤاعʗʻ وخʠة الʙʸاجعة   *

تʱهʚʻ الʦʸارد اللازمة للʙʸاجعʥʻ للʯأكʗ مʥ فاعلॻة الʙʸاجعة  *

*   Ȗقائʲع الʸʱات لʗاعʴʸات والॻانȜالإم ʙʻفʦوت ʥʻاجعʙʸل الʸل عʻهʴت 

عʥ مʠاǺقة الʹʢام للʠʯʸلॺات   

الʯعاون مع الʙʸاجعʥʻ لʲʯقȖʻ أهʗاف الʙʸاجعة    *

تʗʲيʗ الإجʙاءات الॻʲॻʲʶʯة الفعالة الʯي سʤʯʻ اتʳاذها لʸلاشاة الʸلاحʢات    *     

 ʤهʻاجع علʙــʸـــات الʻلʦʭــʴمAuditee
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 حالات عʗم الʠʸاǺقة 

 وصف Ǻالʗلʻل الʸادȏ الʸلʦʸس ونʝ الʠʯʸلॺات Ǻالʦʸاصفة 
سلʦب يʤʯ تʗʲيʗ الʦʻʲد واخʘ تॻɾʦع مʰʸل الʱهة الʙʸاجع علʻها على الʹʦʸذج الʳاص بʘلʣ والأ

  -:الأمʰل في الʯعامل مع حالات عʗم الʠʸاǺقة أثʹاء الʙʸاجعة الآتي 
 الاتفاق الʗʮʸئي على ॻʮʟعة نقاȉ عʗم الʠʸاǺقة الʦʯʸاجʗة *  
 دة صॻاغʯها لاحقا اعȀكʯاǺة ملاحʢات عʥ الʦʸجʦدات و*  
 كʯاǺة مʦʴدة Ǻالʦʸجʦدات في نهاǻة يʦم الʙʸاجعة ثʯؕ ʤابʯها في شȜلها الʹهائي *  

   -: جʸلة قʙʻʶة تȎʦʯʲ على:  صॻاغة حالات عʗم الʠʸاǺقة   
 ) صॻاغة مʙʶʯʳة وصʲॻʲة لغȂʦا وفʹॻا ( وصف عام لʲالة عʗم الʠʸاǺقة *  
 )وضʦح الॻʶاغة (وصف دقȖʻ لعʗم الʠʸاǺقة الʦʸجʦد *  
  * ȏادʸل الʻلʗال ʙؕالة لذʲقة ( لǺاʠʸم الʗة حالة عॻɸʦضʦم( 
 ) اسॻʯفاء مʙʮرات عʗم الʠʸاǺقة ( نʝ الʠʯʸلॺات في الʦʸاصفة *  

 حالات عʗم الʠʸاǺقة 

    ᢝᣑᘭطلب إجراء تصح) Corrective Action Request ( CAR      
 ʗʳʯʴǻم لʦصف عʗم الʠʸاǺقة والإجʙاء الʲॻʲʶʯي الʠʸلʦب لها    
 دةʦجʦʸقة الǺاʠʸم الʗحالة ع ʙȂʙقʯل 
 قةǺاʠʸم الʗحالة ع Ȏʦʯʴح مॻضʦج ( تʙح–  ʤॻʴج– ʃॻɽخ  ( 
 هॻاجع علʙʸال ʥقة مǺاʠʸم الʗل حالة عʦʮل قʻʱʴها ( تʻاجع علʙʸهة الʱل الʰʸم ( 
 قةǺاʠʸم الʗح أو إزالة حالة عॻʲʶʯب لʦلʠʸاء الʙل الإجʻʱʴت 
اذه لإزالة حالةʳب اتʦلʠʸاء الʙه للإجॻاجع علʙʸل الʦʮل قʻʱʴقة تǺاʠʸم الʗع

  -:وʦȂضح الآتي 
 الإجʙاء الʙʸاجع وتارȂخ إصʗاره -
 الʠʹʸقة الʙʸاجع علʻها-
 الʦʸاصفة الʙʸاجعة ورقʤ الʗʹʮ فʻها-
 اسʤ الʙʸاجع-
 وصف لʲالة عʗم الʠʸاǺقة -
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 Closing Meetingالʱلʴة الʯʳامॻة      

1

2

3

4

5

6

7

8

.شـكر للمراجــع عليهم على تعاونهـم  
.أطلب إرجـــاء الأســـئلة  

.تكلم عن ملاحظات المراجعة متضمنة حالات عـدم المطابقـة التى ظهرت 
 .) الʙʸاجع و الʙʸاجع علॻه ( واسʸؒʯاله  CARشʙح وتفʙʻʴ لʹʦʸذج  
 . CARاخʘ تॻɾʦع الʙʸاجع علʻهʤ أو مʰʸǻ ʥلهʤ في الʳانة الʳاصة    

Ȋح فقॻضʦʯارات للʴفʯد على الاسʙال 
.الإتفاق على نتيجة المراجعة    
ترك صورة من حالات عدم المطابقة للمراجع عليه لتحديد الإجراءات    
التصحيحية المطلوبة  

توضيح عملية إعداد التقرير التفصيلى وزمن تسليمه فى أقرب فرصة   9
والمتابعة المطلوبة  

0إحتفظ بتسجيل عن الإجتماع والحاضرون    10

 تقʙȂʙ الʙʸاجعة والʯʸاǺعة 

عةᗷر المراجعة والمتاᗫᖁتق Audit Reporting And Follow Up 

 رئʛॻ فȖȂʙ الʙʸاجعة هʦ الʦʭʴʸل عʥ دقة واكʸʯال تقʙȂʙ الʙʸاجعة  
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109

EXAMPLE OF AN AUDIT CHECKLIST
CHECKING LIST FOR GMP ASSESSMENT 

Date   :                                             Location  : Warehouse 
Auditor :     Auditee :  

DESCRIPTION GMP.REF. PARAMETER AUDIT FINDING 
Personnel 1.2.1 

5.1.2 
2.1.5 

- Organization structure 
- Personnel hygiene 
- Training record 

 

Storage area 10.1.1 
3.1 
3.6 
3.9 & 3.10 
3.12.2 

- Design and layout of defined area 
- Flow of personnel and goods 
- Structure of the storage area, based 

on GMP 
- HVAC system 
- Record of monitoring parameter 

 

Sanitation 3.1 
 
5.3 

- Pest record program 
- The map of bait 
- The cleanliness of weighing 

apparatus  

 

Documentation 4.3 
 
10.2.2.3 
10.2.2.1 

- Record of maintenance and 
calibration of weighing apparatus 

- The effectiveness of label system 
- Inventory stock control 
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Thank You

111

شكرًا لكم
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