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1. Objective
This procedure is to ensure that the management review meeting is conducted effectively and the quality system is continuously reviewed and improved.

2. Scope

This procedure applies to the conduct of Management Review Meeting (MRM) at the NREB Headquarters.

3. Definition
MANAGEMENT REVIEW MEETING (MRM) is a meeting to decide on matters pertaining to issues and policies with regards to the implementation of the quality system. MRM members include all staff of the NREB from Grade 48 and above, Internal Quality Auditors, and any other officers as and when necessary.

4.
Abbreviation
i. AHRF
-
Administration, Human Resource and Finance

ii. CEQ
-
Controller of Environmental Quality

iii. MRM
-
Management Review Meeting

iv. NREB
-
Natural Resources and Environment Board
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6.
Details of Procedure
	No.
	Action

	Responsibility

	a.
	Determine the date, time, venue and agenda of MRM.


	Section Head AHRF

	b.
	Issue notice and agenda of meeting to MRM members and make preparation for meeting.


	Section Head AHRF

	c.
	Prepare the reports on the following issues pertaining to the implementation of the quality system for discussion in the MRM:

i. Follow-up actions from previous management review meeting;
ii. Changes in external and internal issues that are relevant to the Quality Management System;
iii. Customer satisfaction and feedback from relevant interested parties;

iv. The extend to which the quality objectives have been met;
v. Process performance and conformity of products and services;

vi. Non conformities and corrective actions;

vii. Monitoring and measurement results;
viii. Audit results;
ix. The performance of external providers;
x. Adequacy of resources;
xi. The effectiveness of actions taken to address risk and opportunities;
xii. Opportunities for improvement; and 
xiii. Any need for changes to the quality management system.

	Section Head

	d.
	Chair the meeting.
	CEQ



	e.
	Discuss on the agenda and request the members to present their report(s).


	CEQ

	f.
	Decide on issues related to the following matters during the meeting and proposed on the appropriate corrective actions.

i. Improvement of the effectiveness of the quality management system and its processes;

ii. Improvement of product related to customer requirements; 

iii. Resources needs;

iv. Report on customer’s complaint; and

v. Audit Report. 
	MRM Members
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	No.
	Action

	Responsibility

	g.
	Prepare minutes of meeting.


	Section Head AHRF

	h.
	Print final minutes of meeting and distribute to MRM members.
	Section Head AHRF


7.
Quality Record

	No.


	Name of Record
	Retention Time
	Location

	a.

b.

c.

d.

e.

f.

g.

h.

i
	Notice of meeting

Minutes of meeting

Audit report

Customer’s Complaint Report

Non conformities and corrective actions
Training Report

Report on Performance of External Providers

Report on Data Analysis

Report on Risk


	5 years
	20th Floor

(Administration, Human Resource & Finance Section)


8.
Appendix

i.
Appendix I
-
Flow Chart for Management Review Meeting.
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