Audit Review Board


Purpose: To provide structure regarding routine, yearly meetings with the ARB Team

Scope: Outline key topics that support Metro Plastics continuous improvement  

Annual Review
1. Annual review meetings are to be scheduled no later than the second quarter of every year by the President. 

2. Annual Meeting agenda is not limited to but shall, at a minimum, cover the following items: 

i. Identify open items from all the previous year’s minutes and Closure Plan.

ii. Compliance Programs and Training Manager Report including policies, procedures, CAR, internal audits, status of ISO compliance

iii. A report on the number of changes to policies and procedures

iv. Customer Satisfaction

v. Supplier Performance 

vi. Improvements

vii. Election of Members 

viii. Review of Quality Objectives and set new ones

ix. Review of Scope and Risks 

x. Staff Reports, including Continual Improvement Logs, Training review and Safety review and an HR review
3. Minutes shall be taken by a designee and all reports shall be in written format.
Routine meetings required to maintain the QMS requirements
1. Meetings are to be held on a routine basis.  However, an Audit Review Board Member who recognizes a potential threat to the quality assurance system may call a meeting on an as-needed basis. Notification of the meeting may be by memo or e-mail.
2. Minutes shall include action items with responsibility and timing.
3. Corrective Actions will be issued when responsibility for the action item is outside the Audit Review Board.
4. The minutes of all Audit Review Board meetings shall be maintained by the assigned.

Reference Material:
Forms and Logs
F50.5102.1a
Annual Meeting Agenda 

Miscellaneous Items

Annual Meeting Minutes 
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