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INTERNAL AUDIT CHECKLIST
One checklist per audit. Score each criterion, then complete the summary. C = compliant · PC = partially compliant · NC = non-compliant · NA = not applicable.
	AUDIT DETAILS


	Audit title / topic
	Department / area
	Audit date
	Auditor(s)

	 
 
	 
 
	 
 
	 
 

	Standard / policy audited against
	Sample size / method

	 
 
	 
 



	CHECKLIST


	#
	Audit criterion (what must be in place)
	C
	PC
	NC
	NA
	Comments / evidence seen

	1
	[Example — replace] Policy is current, approved, and available to staff
	☐
	☐
	☐
	☐
	 
 

	2
	 
 
	☐
	☐
	☐
	☐
	 
 

	3
	 
 
	☐
	☐
	☐
	☐
	 
 

	4
	 
 
	☐
	☐
	☐
	☐
	 
 

	5
	 
 
	☐
	☐
	☐
	☐
	 
 

	6
	 
 
	☐
	☐
	☐
	☐
	 
 

	7
	 
 
	☐
	☐
	☐
	☐
	 
 

	8
	 
 
	☐
	☐
	☐
	☐
	 
 

	9
	 
 
	☐
	☐
	☐
	☐
	 
 

	10
	 
 
	☐
	☐
	☐
	☐
	 
 

	11
	 
 
	☐
	☐
	☐
	☐
	 
 

	12
	 
 
	☐
	☐
	☐
	☐
	 
 

	13
	 
 
	☐
	☐
	☐
	☐
	 
 

	14
	 
 
	☐
	☐
	☐
	☐
	 
 

	15
	 
 
	☐
	☐
	☐
	☐
	 
 



	SUMMARY


	Totals:    C: [____]      PC: [____]      NC: [____]      NA: [____]
Compliance rate:  [______ %]        (C ÷ (C + PC + NC), or use your facility's formula)
Findings requiring a CAP:
List each NC (and repeated PC) with the CAP number opened for it. Every NC needs an owner and a deadline — that's what turns an audit into improvement.
 
 
 



	Auditor
	Department head
	Quality Officer

	Name:
 
Signature:
 
Date:
 
	Name:
 
Signature:
 
Date:
 
	Name:
 
Signature:
 
Date:
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