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Management Review Meeting
Meeting will need to be held at least annually. The timing of the meeting should be to review the year’s activities and when organization can report on the required agenda items. 


Date:		Time:		Location:				


Meeting Attendees:

											
											
											
											
											


Agenda:

Call meeting to order and take roll.
Write down the names of all employees, contract employees, or guests present at the meeting in the section above. In this section, make note of any invited attendees who are not present, and indicate who their replacement is, if applicable.

Required Inputs:
The following agenda items are required to have inputs at a management review meeting. Notes may be attached reports, graphs, charts or other documents that would address the agenda item.

1	Review results of audits (internal and third party).
	Report on findings from audits conducted since the last Management Review meeting. This meeting may include summary of company or APHIS inspections of regulated field sites.

2	Review process performance and conformity with established processes and procedures
Organization may use this section to report on the quality management procedures, standard operations procedure, work instruction, forms records, etc. Any updates or changes from the last management review meeting can be reviewed. 


3.	Review status of corrective and preventive actions to the BQMS
Review information regarding the status of previous actions or any new actions identified since the last Management Review. This report may include open and closed preventative and corrective actions, their results, a summary of root causes and effectiveness of the actions.


4.	Review follow-up actions from previous management reviews
Organization would report on actions from the previous management review meeting and /or other meeting that was held that may have an impact on the quality management meeting. 

5 Review changes that could affect the BQMS
Organization may report on past or upcoming events, new items, report from internal meetings or outside meeting attended.  
	

6 Review recommendations for improvement
Organization may review results from surveys that come from formal or informal sources. Report on meetings with external associates and/or internal employees. Sources may come from research, meeting(s) on infrastructure (from section 6.3in the standard), or work environment (from section 6.4 in the standard)


May be added to inputs:

1.	A report of monitoring and verification activities that may have an impact on the BQMS; verification that conformance with planned arrangements have been met. 
Organization may report of the way you verify that service providers conform to planned arrangements.  This can include cost, timeliness of delivery, and quality of the product, contract and deliverable oversight.  (from section 8.2.3 in the standard).

2.	Review and analyze data providing information relating to regulatory compliance and how this data could influence BQMS conformance.
	a. Applicable rules and regulations
	b. Conformity to BQMS requirements
c. Characteristics and trends of processes and external associate performance including opportunities for preventative actions
	Report on data being analyzed may be presented (from section 8.3 in the standard).



3.	Review and evaluated where continuous improvements that have been made.
Organization may want to keep a log or file on improvement made form the last management review meeting. A report can be made and added to the agenda items for continuous improvements. These improvements may come from external associates, internal groups, research, marketing, objectives etc. (From section 8.4.1 in the standard). 

 

Required Outputs:
Outputs need to have actions associated with them. There should be clear expectations, assignment of responsibility(s) and due date.  Reports on these actions must be reported on at the next management review meeting. (see agenda item 4) 

1. Improvement of the effectiveness of the quality management system and its processes

2. Improvement of processes and procedures related to regulatory compliance

3. Resource needs

4. Revisions of the organization’s quality policy and related objectives


Optional agenda item:
Other business
Note any other business discussed during the meeting that was not included in the original .meeting agenda.
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