Management Review — Agenda and Minutes
Free template from coplain.com/templates/management-review-template — field guide and filled Example on that page.
Meeting details
	Date
	

	Period covered
	

	Chair
	

	Minute-taker
	

	Location
	

	Previous review date
	


Attendees
	Name
	Role
	Present / Absent

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Status of actions from the previous review
	Action
	Owner
	Due
	Status
	Evidence

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Agenda and inputs
Inputs to cover: previous actions; changes in internal and external issues; customer satisfaction and interested-party feedback; quality objectives; process performance and product conformity; nonconformities and corrective actions; monitoring and measurement results; audit results; external provider performance; adequacy of resources; effectiveness of actions on risks and opportunities; improvement opportunities.


	Input
	Presenter
	Period data
	Summary
	Discussion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Decisions and outputs
	Output type (improvement / QMS change / resource need)
	Decision
	Owner
	Due

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Approval
	Chair signature
	

	Date
	

	Next review date
	


