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Audit Criteria:
Passed: - The processes and procedures are conforming to requirements.
OFI: - The processes and procedures are conforming to requirements but improvements could be made.
Minor Non Conformance: - The processes and procedures do not fulfil a requirement but is unlikely to result in IMS failure.
Major Non Conformance: - The processes and procedures do not fulfil a requirement and is likely to result in IMS failure.

Frequency of audit:
Audits are carried out at planned intervals as detailed in the audit plan and shall reflect previous audit results and the importance of processes.

Audit methods:
The audit process is carried out to ensure that planned arrangements and the ISO standard are conforming. They are conducted by independent trained auditors who carry out the function in an objective and impartial manner. The frequency of audits is detailed above. They are conducted either at the point of use of a procedure, within a process or department or as a desk audit as appropriate.
During the audit process the auditor interacts with the auditee in order to obtain objective evidence which can be in the form of documents, statements (verbal or written), records and visual media. This evidence is recorded as detailed below and includes a summary and a final result based on the above audit criteria.
This report is signed by both the auditor and the auditee to confirm that the audit has been conducted following the above process which includes agreement regarding the selected resulting criteria.
Introduction
This audit was commissioned by Trade Distribution Limited to ensure that their information security system and environmental system is conforming to the requirements of ISO 27001:2017, ISO 14001:2015 and ISO 9001:2015. This will ensure that any non-conformances (major or minor) are dealt with accordingly and preventive actions are put in place. The organisation also requires feedback on opportunities for improvement.

Scope
Warehouse and Storage, Materials Handling, Vehicle & Trailer Parking and Protection

	Documentation reviewed during audit

Detailed in the body of this report. 




	Details of audit and samples taken

It was noted that the Process Sign Off Table is out of date. AK is listed and no longer employed also AP Sign Off not dated. Same with SOP 102 & SOP 101.
The audit also reviewed SOP 102 which details the Trailer Loading Plan, Transport Memo, Collections for the Day, Jobs Booked in for the Day & Priority List.
Types of Trailers are planned based on Types of Consignments and is documented in the Daily Loading Plan. This follows planned structured reviews during the day as follows:
11:00 Review
15:00 Review
17:00 Shipping Finalised
Trailer Loading
Tracking to Heysham
The audit reviewed SOP 101 which detailed:
IOM Returns Trailer
Waybills
Labelling
Trailers Exit List
Signature, Date & Time for Returns
Pod’s
NCR’s for Damage
KQ presented the following evidence to demonstrate the Performance of the Procedures detailed above.
It was noted that the Organisation no longer carries out Procedures in SOP 021 but was still on Sharepoint:
End of Day Reports
Goods held in Warehouse
Goods Awaiting Approval
End of Week Reports
Freight Performance Weekly Review Meeting
KQ demonstrated Multifreight now used to manage the Process and includes Ability to Track & Report Status of Jobs.
This includes:
Due into Depot
Collections
Invoicing
Cold Store
Shipped
Samples evidenced: -
1. Job 331174 – 4 Pallets of Turf due into Skelmersdale
2. Job 330994 – 1 Pallet of Mixed Goods
3. Job 331089 – Collecting 1 Pallet of Fruit & Vegetables
4. Job 331159 – Collecting from Okells – 1 Pallet of Bottles & Kegs
5. Job 329771 – Invoice No 115736 PGH Home Delivery
6. Job 329770 – Invoice No 115735 PGH Bathroom Items
7. Job 331035 – 3 Pallets in Cold Store for CB Horne
8. Job 330856 – 1 Pallet in Cold Store for Island Shellfish
9. Job 331148 – 9 Tyres from Skelmersdale to Isle of Man 11/8/20
10. Job 331130 – 4 Boxes Chilled Goods Skelmersdale to Isle of Man 11/8/20
YB presented evidence to demonstrate the Implementation of SOP 101 through Multifreight.
Waybills: GO 92081 Job No 330493, GO 92513 Job No 331148 & GO 92503 Job No 331130
This allows the Tracking to Individual Trailers TDL 27F & TDL DD 15C.
Also reviewed Trailers Exit List presented by YB for Sailing 10/8/20 detailed:
Console
Trailer No
Detail
Delivery Off Boat
AM or PM
Sailing
Samples reviewed were:
92456 – TDL 31F Trailer
92449 – TDL 104 Trailer
92448 – TDL 34F Trailer
92446 – TDL DD5C Trailer
YB also presented evidence of Returns. Samples reviewed were:-
1. Job 330909 GO 92390 TDL 67424XC Trailer no Pod is in Warehouse Waiting Collection in UK.
2. Job 330315 GO 92390 TDL 67424XC Signed but no Date or Time recorded.
3. Job 330964 GO 92390 TDL 67424XC Signed but not Dated or Timed.
Approx. 80 Pods generated per day.
The audit reviewed Pod’s from 3/8/20 to evidence Signatures, Dates & Times recorded.
YB presented evidence of Pod’s.
Samples reviewed at random were: -
1. Job 330495/13 Signed & Dated – No Time
2. Job 330495/17 Signed, Dated & Timed
3. Job 330495/12 Signed, not Dated or Timed
4. Job 330421-2 Signed, Dated & Timed
5. Job 330419-2 Signed but no Date or Time
6. Job 330377 – Signed & Dated but not Timed
Samples suggests Date & Time missed in Approx. 44% of Pods not fully completed.
YB presented evidence of NCR’s held in the NCR Register: -
1. Job 327843 – Goods received were Defrosted 8/7/20 Group FRT Code FRT 4 – 5 Boxes Defrosted – Claim settled.
2. Job 324010 – 1 Case Damaged 21/4/20 – WDS happy to accept Delivery.
3. Job 321025 – Pallet tipped when offloading – Reported through RIDOR for Health & Safety Incident.
KQ presented evidence to demonstrate the Effectiveness of SOP 12.
It was noted that the Trailer Loading Plan is no longer used but is still documented at the Start of the Procedure.
The audit evidenced Documents to start the Plan as part of the audit with YB for SOP 101.
KQ presented evidence of the Daily Loading Plan V1.5 issued 1/8/17.
Samples reviewed 7/8/20 detailed Job Nos, Description, Quantities & Type.
Samples were 330908 → 330317 Skelmersdale to Isle of Man
Inaccuracies are recorded on “Out Turn” Document.
Sample reviewed Reference 67424 GO 91836 28/7/20. Items were Shipped but not on Load Plan.
It was noted that Hazardous Items are controlled through Separate Documents to ensure that such Items are communicated to IOMSP evidenced by KQ.
Samples reviewed were:
TDL DD 10C 4/3/20
TDL 408 14/2/20
TDL 104 20/6/19
The audit reviewed Processes & Controls applied in the Warehouse Area which included:
Spill Kit evidenced in MMN 116 B.
Spill Kit evidenced in Warehouse – Needs Signage.
Also reviewed Drainage Plan above Spill Kit.
The audit reviewed Access Rights with KB. Fob allows her Access to all Areas of the Site except for one room which was used for Island Automatics.
Logical Access was reviewed which requires Username and Password which are Forced Changed, Mixed Characters & Memorable to her. Can Access:
Outlook 2010
CTMS – For UK Deliveries
Multifreight
Fleetmatics
Trade Shift
Cannot Access Sharepoint & does not know its use.
KB demonstrated VIPRE AV Protection Enabled last seen 12/8/20 @ 04:05:57.
GC evidenced Logical & Physical Access.
Only 2 Persons can Access Network – Multifreight, Office 365 & Fleetmatics.
Fob issued to gain Access to Main Door & Gate issued by IT. Lost Fobs are reported.
Site Walkthrough evidenced:
Racking & Storage
2-F Trucks 1 Gas & 1 Diesel
Vehicles & Trailers packed in the Stack & Keys located in Locked Box – Evidenced in GC Office.
Gas Bottles Locked & Protected.
He demonstrated Control of Paperwork and Screen Lock Down Controls.
Log in by Password & VIPRE last scanned 12/8/20 @ 04:03:52.



Signed (auditor)              K Burnell                                                                                             Date 12/8/20



	Passed
	Major NC
	Minor NC   4
	O F I    2

	Summary and Results of Audit (tick appropriate box)

It was noted that the Process Sign Off Table is out of date. AK is listed and no longer employed also AP Sign Off not dated. Same with SOP 102 & SOP 101.

It was noted that the Organisation no longer carries out Procedures in SOP 021 but was still on Sharepoint:

Samples suggests Date & Time missed in Approx. 44% of Pods not fully completed.

KQ presented evidence to demonstrate the Effectiveness of SOP 12.
 It was noted that the Trailer Loading Plan is no longer used but is still documented at the Start of the Procedure.

Spill Kit evidenced in Warehouse – Needs Signage.

Signed (auditor)  K Burnell                                                                                                        Date 12/8/20
Signed (auditee)  K Quaye                                                                                                          Date 12/8/20



	Investigation including Root Cause (5 whys)





Signed                                                                                                                              Date



	Corrective Action Agreed




Signed (auditor)                                                                                                           Date
Signed (process owner)                                                                                              Date



	Corrective action completed





Signed (auditor)                                                                                                           Date
Signed (process owner)                                                                                              Date  
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