	
	Management Review Meeting Minutes 



	Location:

Standard Meter Lab
	Meeting Place:

Conference Room


	Date: 
10/26/2022

	Attendance Record

(Minimum of Plant General Manager and Direct Reports)

	Name
	Title
	Name
	Title

	Diane Smith
	General Manager
	
	

	Kaelen Schlicker
	Quality Manager
	
	

	Manuel Palma
	Technical Services Manager
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Agenda Items
	Minutes/Action Items

	Follow up actions from previous management review
	All action items from last years management meeting has been completed with the exception of customer feedback. Still in need of a better way to get feedback..


	
	Resources Needed:  

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Customer Satisfaction Data & Feed Back
	Discussion: 
Received 4surveys back. All with positive remarks.  

	
	Resources Needed: N/A

	
	Action Item
	Responsibility
	Due
	Status

	
	Continue to seek out new ways to obtain customer feedback. We will try and add the survey to packing lists and will re-evaluate at next Management quarterly meeting
	All
	Ongoing
	Open

	
	
	
	
	

	Status of CAR’s
	Discussion:  
CARS are now reviewed within our Quarterly meetings and discussed for their effectiveness. At this time There are 4 CARS that will be discussed and acted upon as a result of our Internal Quality Audit.


	
	Resources Needed:

	
	Action Item
	Responsibility
	Due
	Status

	
	Respond and close CARs 10076, 78, 79,80
	Kaelen/Diane
	11/10
	open

	
	
	
	
	

	Status of PAR’s and Risk/Opportunities Registers.

	Discussion:  SML is continuing to incorporate and evaluate Risk. Risk is an evolving concept that has taken many forms. Risk is now discussed and evaluated at each quarterly meeting and at the management review. Risk is now being addressed also in our process audits as well. 6 Risks were identified at this meeting and one was turned into a PAR

	
	Resources Needed:

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Internal/External Audit Results 
	Discussion: 
Internal audit was conducted July 1 2022 -October 2022. Previous audit findings were discussed. Risk is now something that is discussed quarterly now as well as in our day-to-day jobs. It became obvious through the last two internal audits that some process procedures needed updating. 

	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Suitability of policies and procedures
	Discussion: Reviewed all Process Procedures. Kaelen will be updating and Diane will be uploading to the auditors portal.

	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	Update both procedures above
	Kaelen/Diane
	 June 2022
	open

	
	
	
	
	

	Other
	Discussion: Growth has stalled during the pandemic. Business is slow and essential new customers are not frequent. 
We have not yet hired back a new salesman due to constraints associated with the pandemic.

Robert Ehlers is permanent disability and is no longer at SML. A new technician has been hired to act as a calibration coordinator and to assist with and learn uncertainties and the procedures. Long term goal is to move him to Quality Manager and move Kaelen to Technical Services manager.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Quality Policy Review
	Discussion: 
Reviewed SML “Quality Policy” which is maintained in SML-002 Quality Manual. No changes needed.  


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Supplier Review
	Discussion: The Supplier Review has been conducted. 7 Vendors have pending approvals based upon receipt back of their ISO certificate and or completed vendor survey.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Quality Objectives Review
	Discussion: Quality objectives are defined within our Quality Policy the Lobby for all employees and customers to see.

They are tracked by the use of RMA returns, customer communication, internal audits and corrective actions. These objectives were reviewed and are actively meeting our requirements.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Planning for expected changes in work load.
	Discussion: We have added magnetic pull testing to our capabilities. Our new calibration software Indysoft is now fully functional and we are 100% using that now and only using Calworks for research. We are also looking at different marketing mailings to try and increase business.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Results of inter laboratory comparisons/ proficiency tests
	Discussion: 
2022’s PTL occurred in April.
No Outliers were found
Last year resulted in zero outliers
Due Diligence is normally completed each month however nothing has been done since July 2022 due to lack or a Technical Services Manager. It is now back up and being conducted monthly 


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Customer Complaints
	Discussion: There are 0 opened customer complaints opened. One customer complaint was turned into a CAR. The CAR is now closed.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	Training Requirements upcoming.


	Discussion: We have reviewed our training matrix both Manny and James need to take the measurement uncertainty course..  

	External/Internal Issues

Process

Performance


	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	Discussed and identified interested parties some of which include banks, vendors, competitors, freight suppliers, automotive shop, accountants, CDC, County of Alameda, employees, customers, shareholders and accreditation bodies. 

Discussed some out internal and external issues.

SML does not have any regulatory bodies that we report to. 

While SML does not have to report to County and State Health officials we do and are following the State and Alameda County guidelines for Covid-19. Alameda County guidelines are posted at each entrance. 
Covid rapid tests and PPE is available to all employees.

All employees must be vaccinated to maintain their position here.
We are also following the guidelines of ISO 9001:2015 and ISO 17025:2017 standards.
Discussed and reviewed the requirements for OSHA and CA Prop 65. Reviewed OSHA’s requirement for 10 or less employees and your company is exempt. Since Diane is not considered an employee but a Corporate Officer SML only has 9 fulltime employees.  CA. Prop 65 was discussed and has similar guidelines of less than 10 employees to maintain exempt status. We did however determine that that the following chemicals Lead, Toluene, Diflouroethane, Carbon Monoxide, Tetraflourethane, and Hexane are present from time to time within the lab and could be a potential risk to humans if exposed. A warning sign has been posted at each entrance to the building.
	
	
	

	
	Resources Needed
	
	
	

	
	Action Item
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Form No: SML-143  Rev. A
Page 5 of 5

