Minnesota Department of Agriculture, Laboratory Services Division

Management Review Checklist


	
	Management Review Topic
	Findings and Conclusions
	Action, Responsible Party
and Timeline

	1.
	Changes in Internal and External Issues that are Relevant to the Laboratory
	
	

	
	Were there any relevant changes?  What were they and how are they impacting the lab?
	
	

	2.
	Fulfillment of Objectives
	
	

	
	Are our quality objectives still appropriate or do they need to be revised?
	
	

	3.
	Suitability of Policies and Procedures
	
	

	
	Are laboratory personnel aware of the quality policy?
	
	

	
	Do the management system policies and procedures meet the needs of laboratory activities?
	
	

	4.
	Status of Actions from Previous Management Reviews
	
	

	
	Were the actions of the previous management review carried out effectively and efficiently?  If not, what were the reasons?
	
	

	
	What was the impact of the actions of the previous management review that were not effectively carried out?
	
	

	5.
	Outcome of Recent Internal Audits
	
	

	
	How many nonconformities occurred during the internal audits?  What did they concern?  Was their significance evaluated?
	
	

	
	Have these nonconformities recurred?  Are they related to previous nonconformities?
	
	

	
	Did the laboratory take all the required corrections and corrective actions?
	
	

	6.
	Corrective Actions
	
	

	
	How many corrective and preventive actions are in progress?  What do they concern?
	
	

	
	How many corrective and preventive actions were recorded and implemented since the previous management review?  What did they concern?
	
	

	
	Are the corrective and preventive actions implemented within the assigned timeline?
	
	

	7.
	Assessments by External Bodies
	
	

	
	When was the last assessment by A2LA?  How many non-conformities occurred?
	
	

	
	When was the last assessment by another external body?  How many non-conformities occurred?
	
	

	
	What was the nature of the non-conformities?  What did they concern?
	
	

	
	Have these non-conformities recurred?  Are they related to non-conformities of previous years?
	
	

	
	What were the corrective actions taken to eliminate non-conformities?
	
	

	8.
	Changes in the Volume and Type of Work or in the Range of Laboratory Activities
	
	

	
	Are there any planned changes in the equipment or in the methods used?
	
	

	
	Is there any plan for an extension of the accreditation scope?  If yes, are the resources (personnel, equipment, supplies and other financial resources) adequate for the planned extension?
	
	

	
	Any changes expected in the volume of work?  If yes, will it affect any part of the management system?
	
	

	9.
	Customer and Personnel Feedback
	
	

	
	What were the results of the recent customer satisfaction survey?  Were the results evaluated?
	
	

	
	Were non satisfactory results of the customer satisfaction survey investigated?  What was the outcome of this investigation?
	
	

	10.
	Complaints
	
	

	
	How many complaints were recorded?  What did they concern?
	
	

	
	Were there any complaints that resulted from laboratory mistakes or omissions?  How did the laboratory investigate them?
	
	

	11.
	Effectiveness of Any Implemented Improvements
	
	

	
	Do the quality indicators monitored meet the needs of the laboratory?
	
	

	
	Which were the most significant improvements in the processes of the laboratory since the last review?
	
	

	
	Are there any recommendations for improvement from personnel?
	
	

	12.
	Adequacy of Resources
	
	

	
	What are the needs of the laboratory in resources (personnel, equipment, supplies, etc.)?
	
	

	
	Does management provide the laboratory with the resources required by the management system?
	
	

	13.
	Results of Risk Identification
	
	

	
	How were risks identified and handled?
	
	

	14.
	Outcomes of the Assurance of the Validity of Results
	
	

	
	What method verifications/validations were performed?
	
	

	15.
	Other Relevant Factors (such as quality control activities and staff training)
	
	

	
	Is the type and the frequency of the internal quality control satisfactory?
	
	

	
	How many “out of control” situations occurred?  Were they investigated?  What were the corrective actions?  Were any customers’ results affected by these situations?
	
	

	
	Have personnel attended any training recently?  Was the effectiveness of the training evaluated?
	
	

	
	What are the scheduled trainings?  Do they satisfy the present and the future training needs?
	
	

	
	Have there been any other relevant factors?  If yes, how have they impacted the lab?
	
	

	16.
	Evaluation of Suppliers
	
	

	
	What was the outcome of the evaluation of suppliers?
	
	

	
	Was there any non-conforming work resulting from purchased services or supplies?  What was the corrective action?
	
	

	17.
	Non-conforming Work 
	
	

	
	How many cases of non-conforming work occurred since the last management review?  What did they concern?  Was their significance evaluated?
	
	

	
	Did the laboratory take all the required corrections and corrective actions to eliminate them?
	
	

	18.
	Results of External Quality Assessments, Inter-laboratory Comparisons or Proficiency Tests
	
	

	
	In which external quality assessment schemes (proficiency testing schemes or inter-laboratory comparisons) does the laboratory participate?  How often?  Is the participation frequency satisfactory?
	
	

	
	Were the results from these schemes satisfactory?
	
	

	
	Were non-satisfactory results further investigated with a corrective action?  What was the outcome of this investigation?
	
	

	
	Are there any cases of non-availability of Proficiency Testing Schemes?  If yes, what are the actions of the laboratory towards satisfying the requirement for external quality control?
	
	

	19.
	Monitoring of Turnaround Times
	
	

	
	What's the turnaround time for the tests within the Scope of Accreditation?  Is it satisfactory?
	
	

	
	Is there a need for improvement of the turnaround time?  If yes, what actions are required?
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