	
	Management Review Meeting Minutes



	Location:

Standard Meter Lab
	Meeting Place:

Conference Room


	Date

10/1/2025

	Attendance Record

(Minimum of Plant General Manager and Direct Reports)

	Name
	Title
	Name
	Title

	Marcos Estrella
	Operations Manager
	
	

	Gabriele Santos
	Quality Assurance Coordinator
	
	

	Scott Thompson
	Calibration Lab. Manager
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Agenda Items
	Minutes/Action Items

	Follow-Up Actions from previous Management Review
	Discussion:

SML has zero action items remaining from the last management review.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	N/A
	Management
	N/A
	N/A

	Customer Satisfaction Data & Feed Back
	Discussion:
Customer Satisfaction Survey (Online form and Paper form) updated and is being sent out starting 9/15/25.
As of 10/01/2025 there have been no responses online.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	Forms were updated and sent out accordingly by CSR and Shipping & Receiving Coordinator. 
	Gabriele Santos
	September
	Complete

	Status of CAR’s
	Discussion:

No CAR’s identified.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	N/A
	Gabriele Santos
	N/A
	N/A

	Status of PAR’s and Risk/Opportunities Registers
	Discussion:

As of this MRM, 5 PAR’s were identified. SML identifies and evaluates risks during management meetings.
From last MRM, risk is addressed in our process audits and is documented on PAR’s when needed.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	All PARs were evaluated, reviewed, and closed.
	Management
	N/A
	N/A

	
	N/A
	N/A
	N/A
	N/A

	Internal/External Audit Results 
	Discussion:

Internal Audits were performed by previous QA, findings have been documented.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	Findings were addressed to ensure compliance with ISO 9001.
	Gabriele Santos
	September
	N/A

	Suitability of Policies and Procedures
	Discussion:

All process procedures were reviewed. Gabriele will be updating procedures while Marcos will be updating the Auditor’s Binder.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	Updated procedures and Quality Policy Manual to Auditor’s binder.
	Marcos
	October
	Updating

	
	
	Gabriele
	
	

	Changes in Internal and External Issues relevant to the Laboratory
	Discussion:

SML standard files were not properly numbered and stored. 
A new workflow for technicians and CSR is being tested on IndySoft.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	Files were arranged and numbered in a systemic manner. We are currently in the process of transitioning to an electronic document management system.
	Marcos
	Ongoing
	Ongoing

	
	
	Gabriele
	
	

	Quality Policy Review
	Discussion:
Reviewed SML’s Quality Policy, which was recently improved and updated to match current organization statuses. No changes required.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	
	Gabriele
	September
	Complete

	
	
	Marcos
	
	

	Supplier Review













	Discussion:
Vendor evaluation is performed on a regular and as needed basis by Operations Manager, Lab technicians, and QA.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	N/A
	Employees
	N/A
	N/A

	Quality Objectives Review
	Discussion:
Quality Objectives are defined in the Quality Policy visible in the lobby for all employees and customers.
Objectives are tracked through RMA returns, customer communication, internal audits, and CAR’s. These objectives were reviewed; SML is actively meeting these objectives.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	N/A
	Marcos
	N/A
	N/A

	
	N/A
	Gabriele
	N/A
	N/A

	Planning for expected changes in Workload
	Discussion:
No changes are planned.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	N/A
	N/A
	N/A
	N/A

	Results of Inter Laboratory Comparisons/ Proficiency Tests
	Discussion:
HN Proficiency Testing Lab was contacted; Proficiency Testing was completed in early 2024.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	N/A
	Scott
	N/A
	N/A

	Customer Complaints & Resolution 


















	Discussion:
Three customer complaints were received. All complaints were resolved.
These are visible in the Customer Complaint & Resolution System and Non-Conformance binders.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	BioMarin Cert. Templates and Due Dates were updated to their specifications.
RESA Power was their sent corrected certificate.
	Gabriele
	September
	Complete

	Effectiveness of any Implemented Improvements
	Discussion:
SML’s employees continue to practice 6S practices, effectively optimizing workplace environment and operations. SML’s new management has successfully implemented new emergency guidelines and communications guidelines; all employees are aware of what to do in emergencies. There is a new workflow involving the CSR and Lab Techs inside IndySoft, this is an ongoing process.


	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	N/A
	N/A
	N/A
	N/A

	Training Requirements upcoming.







	Discussion:
Training matrix has moved to an electronic system. Current and Former Employees at the time of implementation were accounted for. There are two new employees who are trained as needed. 
All training records and logs are updated.

	
	Resources Needed

	
	Action Item
	Responsibility
	Due
	Status

	
	New employee Shipping & Receiving Coordinator Training Matrix.
	Gabriele
	September
	Complete


	Agenda Items
	Minutes/Action Items

	Other
	Discussion:

Identified, evaluated and discussed interested parties such as banks, customers/clients, competitors, employees, shareholders, accreditation bodies, possible new clients (dealerships, repair shops, cannabis manufacturers, nearby shops). 
Discussed the potential of attending conferences/seminars for both business purposes and for technician learning. Currently in talks with a Growth Engineer with regards to a brand new, modernized website; a demo website will be coming shortly. 

SML does not have any regulatory bodies to report to.

ISO 9001:2015 and ISO 17025:2017 guidelines are being followed.

Reviewed the requirements for OSHA and CA Prop. 65.

OSHA’s requirements for exemption is for a company to have less than 11 employees, SML has more than 11 employees so we do not qualify for the exemption. However, we are compliant.

CA Prop. 65 has similar guidelines for exemption, a company must have less than 10 employees to qualify. 

A warning sign is posted in front of the building due to management determining that the following chemicals: Lead, Toluene, Difluoroethane, Carbon Monoxide, Tetrafluoroethene, and Hexane are present in the building from time to time.



	Outputs
	Discussion:

Operations Manager, Quality Assurance Coordinator, and Calibration Laboratory Manager attended this MRM. The effectiveness of SML’s QMS and its processes is operating at a healthy level. This means that SML’s QMS is effectively meeting its intended objectives. 

The internal audit performed in the laboratory focused on specific processes which were found to be satisfactory in meeting the requirements of the standard. There was no immediate need for additional resources or changes in how things are currently done. 

This meeting concluded with the discussion of the new IndySoft workflow that the technicians and CSR are testing out together. This new workflow will get rid of the data entry that the CSR spends time doing, streamlining the CSR’s workday allowing the CSR to be more efficient with his time. It also supports the move to a more electronic-based system, getting rid of stacks of papers.
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