[bookmark: _g8zhffw2rugi]ISACO Quality Manual Questionnaire 
[bookmark: _1zz1yhlobhd]1. Company Identification
· Company Name:

· Legal Registration Number / Commercial Registration (CR) Number:

· Place of Business / Headquarters:

· Contact Information (Address, Phone, Email):

· Year Established:


[bookmark: _2vt4upsg1h8h]2. Introduction
· What is the purpose of your Quality Management System (QMS)?

· Which departments, units, or processes are covered by your QMS?

· Are there any areas or processes that are excluded? If yes, please specify.

· What are your short-term and long-term objectives for quality management?


[bookmark: _l0qb9cn9xem5]3. Company Overview
· What is your company’s mission statement?

· What is your company’s vision statement?

· What are your core values?

· What are your main products or services?

· How many employees are in your organization?

· Can you provide an organizational chart or describe the structure of your company?

· Where are your operations located (city, region, branches)?


[bookmark: _a2it74g81tew]4. Roles and Responsibilities
· Who is responsible for overall quality management in your company?

· Who are the department heads, and what are their responsibilities regarding quality?

· Which staff members have specific QMS responsibilities? Please describe their duties.

· Are there any cross-functional teams involved in quality management? If yes, describe their roles.


[bookmark: _aoumfx3ztf6v]5. Quality Policy
· Do you have a formal quality policy? If yes, please provide the full text.

· How is the quality policy communicated to employees?

· How is adherence to the policy monitored or enforced?

· How often is the quality policy reviewed and updated?


[bookmark: _2s7lnaxbmrhh]6. Documented Procedures
(Repeat for each major procedure)
· Procedure Name:

· Purpose:

· Scope:

· Responsible Person / Department:

· Step-by-Step Process / Workflow:

· Key Controls or Checks in the Procedure:

· Any associated forms, templates, or tools used:


[bookmark: _ai9fxml5kax]7. Process Descriptions / Flowcharts
(Repeat for each key process)
· Process Name:

· Inputs:

· Outputs:

· Steps / Workflow (attach flowchart if available):

· Roles Involved:

· Quality checkpoints or controls:

· Process owner or responsible department:


[bookmark: _l7c6q2o74y2u]8. Performance Monitoring & Improvement
· What Key Performance Indicators (KPIs) are used to track quality?

· How is performance monitored and measured?

· How often is performance reviewed (monthly, quarterly, annually)?

· What continuous improvement activities are implemented? (Corrective actions, preventive actions, employee suggestions, etc.)

· How are improvement outcomes documented and communicated?


[bookmark: _3w8t6kghsg0h]9. Records & Documentation
· What types of records are maintained to support your QMS?

· How long are these records retained?

· Who is responsible for maintaining each type of record?

· Where are records stored (physical location or digital repository)?

· How is document version control managed?


[bookmark: _dd0j9tbysn8h]10. Review & Approval
· Who reviews updates to the Quality Manual?

· Who approves updates?

· How often is the manual reviewed and updated?

· Describe your version control system for the manual:

· How are updates communicated to employees?


[bookmark: _4av2lw7ws983]11. Optional Consultant Support
· Do you require consultant assistance for drafting or reviewing your manual?

· If yes, which sections or processes would you like support with?

· Any specific deadlines or priorities for consultant engagement?


[bookmark: _kswwl36mxam]12. Additional Information (Optional)
· Are there any industry-specific standards or regulations you follow?

· Are there any certifications already held (ISO, local authorities, etc.)?

· Any additional notes that should be considered in drafting the manual?


Instructions for Companies:
· Answer all questions as completely as possible.

· Attach any flowcharts, diagrams, or supporting documents illustrating your processes.

· Submit this questionnaire to the consultant or internal team responsible for drafting the Quality Manual.

