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PURPOSE
To ensure that management reviews are conducted to ascertain the continuing suitability and
effectiveness of the QMS and ISMS.

SCOPE
This process is applicable to the management reviews of OEC.

REFERENCE
None

RESPONSIBILITY
Management  Representative  is  responsible  for  initiating  the  Management  Review  Meeting,
preparing an agenda for the meeting, conducting the meeting, and ensuring implementation of
the action plans decided during the meeting.

PROCEDURE / DESCRIPTION OF ACTIVITIES
Refer to the flow chart for the detailed activity steps

FORMATS / EXHIBITS

Record
Number

Record Title File Name Location
of Record

Responsibility Retention
Period

OEC-
MR-
MR-F-
01

Minutes  of
Management
Review

Minutes of Management
Review

MR’s
Office

MR 3 years
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Activity Responsibility

X1

Management 
Representative

Send circular / mail to all participants of Management Review 
Meeting Team.  Management Review Team consists of : 
- HOD
- COO
- MR

Prepare Agenda that summarises the current status of the 
1. Quality Management System and shall contain the 
following:
- Customer Satisfaction and feedback form relevant interested 
parties
- the extent to which quality objectives have been met .
- process performance and conformity of products and services .
-nonconformities and corrective actions .
- monitoring and measurement results
- audit results
- the performance of external providers
2.Information Security Management System :-
- the status of actions from previous management review .
- changes in external and internal issues that are relevant to 
the information Security management system .
-nonconformities and corrective actions .
- monitoring and measurement results
- audit results
- fulfillment of Information security objectives
- Feedback from Interested Parties
- Results of risk assessment and status of risk treatment plan
- Opportunities for continual Improvement .

Management reviews are conducted at least quarterly in a financial year if required , 
additional reviews may be held .

Management 
Representative

Management 
Representative

Start

Forward Agenda along with supporting documents to all 
participants of the MRM if required

Mail

Management 
Representative

Initiate Management Review meeting process with senior 
management based on the frequency decided / meetings 

scheduled

Agenda
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Activity Responsibility

X1

Monitor implementation of proposed 
actions as per Minutes of 

Management Review

COO conducts the MRM as per 
points enlisted in the Agenda . In 
case, he is not available , then 
person to conduct the MRM is 

nominated by the COO

Record conclusion and action plan 
on each topic.  Note decisions and 
actions related to the following:
- Improvement of quality system 
including processes
- Improvement in the deliverables to 
the end-customer
- Resource availability and 
requirements
- Status on various aspects of QMS 
& ISMS

Prepare Minutes of Management 
Review Meeting and issue to all 

personnel

Complete within 
target date?

Obtain approval for 
extended target date 
from MR and update 

Minutes of Management 
Review Meeting

End

Management 
Representative

Management 
Representative

Management 
Representative

Person 
responsible       

for taking action
MR

No

Yes

Minutes of 
Management Review

Minutes of 
Management Review

Minutes of 
Management Review

Minutes of 
Management Review

Agenda for 
Management Review

Management 
Representative
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