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Whether you are looking to achieve ISO Certification for the first time, or 
planning your next internal ISO Audit to ensure that you remain compliant, 
you must continually monitor and assess your procedures match with your 
documented processes. 

Use this checklist as part of your next internal audit, or to establish where in the certification 
process you are. Gain clarity on which documents, processes, resources and management 
systems you have already, and what you are missing. 

Business Identity
Your ISO Auditor will need to understand the context of your business and how ISO implementation will 
benefit it. Your organisation needs to be prepared to clearly convey the following:

 Clearly convey what your organisation does, and explain its history. The scope of your business/ business identity

 Record of all legal business registration documents 

 Health and safety regulations in place

 Needs and expectations of customers including high quality products or services. 

 Quality management system (which describes the extent to which the organisation operates, including 
people, facilities, information processing equipment, products, support and maintenance services) 

Leadership
Organisation directors are required to define the required policies, job roles and set objectives. These need 
to be in place to ensure customer satisfaction and continual improvement.

 Policy, appropriate to your organisation. Depending on your ISO standard, the list of required policies will differ. 

 Implementation of management systems, departmental procedures, training, objectives, policy 
documentation with company management.

 Staff training where it is required to improve skill and competency

 Awareness of customer requirements. The expectations of high service or products. 

 Organisational roles, responsibilities and authorities established across the business. 

Planning
In order to achieve or retain ISO certification, businesses need to implement a  management system which covers:

 Actions to address risk and opportunity

 Setting objectives for services/ production 

 Plan in place to achieve ISO objectives 
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Support
The resources, people, infrastructure and documented information do you have in place to retain or achieve 
ISO certification. 

 Resources (People, infrastructure, IT, communications, operational environment, operational knowledge)

 Staff (competencies, skills and training needs)

 Documented information ( the scope of the management system, policies, scope of objectives and plans to 
achieve them, procedure for control externally provided services and products, mandatory records)

 Clear communication of documents to those who require the information 

Operation
You must have an understanding of how each individual process is conducted. The documentation which 
describes your processes should mirror how each processes is carried out.  

 Identify the resources needed during the production process (workplace, workstations, networks, software, 
data centre, hardware).

 Identify customer requirements which  products/services need to meet.

 Production of products/services carried out.

 Criteria in place to determine which external suppliers or products to use during production.

 Documentation needed to monitor and measure resources required during production.

 Systems in place for product or service to be released to customers. 

 System in place to identify, record and control non-conforming products. 

Performance evaluation
Monitoring, measurement, analysing and evaluating your processes, management systems and documentation 
is a vital stage in the ISO certification process. If you’re already certified, this could be where your internal 
Audit takes place. 

 Internal audit performed using previous steps. 

 Systems, policies, required documentation management review. 

Improvement 
The purpose of ISO certification is to ensure customer satisfaction and continual improvement by monitoring 
the following: 

 Identify Nonconformities

 Put in place corrective action to resolve nonconformities and assure improvement

Lacking the time, staff or 
knowledge to achieve ISO 
certification or conduct your 
internal audit?
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Ask Douglas:


