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	Version
	Approved By
	Owner
	Date Last Updated
	Review Frequency
	Next Review

	[1.0]
	[NAME]
	[NAME]
	[DATE]
	Annual
	[DATE]


Classification: Internal
How to use this template. Use this template to minute each management review. The agenda follows the required inputs (9.3.2); record decisions and actions as outputs (9.3.3). Where you also run ISO 27001, one combined review can cover both systems. Example entries are illustrative.
Meeting details
	Field
	Detail

	Date
	[DATE]

	Chair
	[Name]

	Attendees
	[Top management, Quality Manager, process owners]

	Apologies
	[Name(s)]

	Previous review
	[DATE]


Agenda & inputs reviewed (9.3.2)
1. Status of actions from previous reviews
1. Changes in internal/external issues and interested parties
1. Customer satisfaction and feedback
1. Extent to which quality objectives are met
1. Process performance and conformity of products/services
1. Nonconformities and corrective actions
1. Monitoring/measurement and audit results
1. Performance of external providers
1. Adequacy of resources
1. Effectiveness of actions to address risks & opportunities
1. Opportunities for improvement
Discussion notes
[Record the key points discussed under each input above. Example:] Customer satisfaction rose to 4.5/5. Objective OBJ-02 is amber — survey response rate low; action agreed. Audit A-01 raised 1 minor (order reviews), corrective action CA-01 open.
Decisions & actions (outputs — 9.3.3)
	#
	Decision / Action
	Owner
	Due
	Status

	1
	Increase survey response rate (reminder + incentive)
	Quality Manager
	[DATE]
	Open

	2
	Close CA-01 (order review step embedded)
	Process Owner
	[DATE]
	Open

	3
	Approve additional QA resource for release checks
	Managing Director
	[DATE]
	Agreed


