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PRACTICAL ISO IMPLEMENTATION RESOURCE
ISO Management Review
Agenda & Minutes Template
A clear, editable working record for UAE organisations implementing or maintaining an ISO management system.
	Designed for
	Quality, HSE, information security and integrated management teams

	Use with
	Your applicable ISO standard(s), internal procedures and legal obligations

	Format
	Agenda, evidence checklist, minutes, decisions and action tracker

	Prepared by
	LETA Advisory — Sharjah, United Arab Emirates



	Use this template well

	Record the evidence reviewed, the decision made, a named owner and a realistic due date. Replace prompts with facts from your organisation; do not create records only to satisfy an audit.



Independent consultancy resource. Certification decisions are made only by an accredited certification body. This template does not reproduce ISO standard text and does not guarantee certification.


1. How to use this template
Use the document before, during and after management review. Adapt the agenda to the management-system standards and processes within your scope.
	1
	Prepare
	Confirm the review period, attendees and applicable standards. Collect current evidence before the meeting.

	2
	Review
	Discuss performance and changes using evidence, not assumptions. Capture significant conclusions.

	3
	Decide
	Record decisions about improvement, resources and changes to the management system.

	4
	Assign
	Give every action one owner and due date. Avoid shared or vague ownership.

	5
	Follow up
	Track completion and retain objective evidence showing that actions were effective.



2. Meeting details
	Organisation
	

	Management-system scope
	

	Applicable standard(s)
	

	Review period
	

	Meeting date and time
	

	Location / online link
	

	Chairperson
	

	Minute-taker
	

	Attendees
	

	Apologies
	





3. Pre-meeting evidence checklist
Use this as a preparation guide. “Not applicable” should be supported by a clear reason.
	Ready
	Evidence to prepare
	Owner / source
	Notes

	☐
	Status of actions from the previous management review
	
	

	☐
	Changes in internal and external issues relevant to the management system
	
	

	☐
	Needs and expectations of relevant interested parties
	
	

	☐
	Policy, objectives, targets and key performance results
	
	

	☐
	Process performance, service quality and operational controls
	
	

	☐
	Customer feedback, complaints and other stakeholder feedback
	
	

	☐
	Internal audit and external assessment results
	
	

	☐
	Nonconformities, incidents and corrective-action effectiveness
	
	

	☐
	Monitoring, measurement, analysis and evaluation results
	
	

	☐
	Compliance obligations and evaluation results, where applicable
	
	

	☐
	Supplier / contractor performance and outsourced-process controls
	
	

	☐
	Resources, competence, awareness and training needs
	
	

	☐
	Risks, opportunities and effectiveness of actions taken
	
	

	☐
	Improvement opportunities and proposed system changes
	
	





4. Agenda and minutes — performance review
For each topic, identify the evidence reviewed, the conclusion reached and any required action.
	Agenda topic
	Evidence / discussion
	Decision or conclusion
	Action reference

	Previous review actions
	
	
	

	Relevant business, regulatory, market or organisational changes
	
	
	

	Interested-party needs and expectations
	
	
	

	Policy and objectives performance
	
	
	

	Process and operational performance
	
	
	

	Customer and stakeholder feedback
	
	
	

	Internal audit and external assessment results
	
	
	





5. Controls, corrective action and improvement
	Agenda topic
	Evidence / discussion
	Decision or conclusion
	Action reference

	Nonconformities, incidents and corrective actions
	
	
	

	Monitoring, measurement and compliance evaluation
	
	
	

	Supplier, contractor and outsourced-process performance
	
	
	

	Resource, infrastructure and competence needs
	
	
	

	Risks, opportunities and effectiveness of actions
	
	
	

	Improvement opportunities and proposed changes
	
	
	

	Other business
	
	
	





6. Required decisions and outputs
Summarise the decisions made. Cross-reference the action log where implementation work is required.
	Decision area
	Decision / rationale
	Action ref.

	Opportunities for improvement
	
	

	Changes to processes, controls, scope or documented information
	
	

	Resource, competence, technology or infrastructure needs
	
	

	Changes to objectives, indicators or monitoring
	
	

	Other strategic decisions
	
	



7. Consolidated action log
	#
	Action / deliverable
	Owner
	Due date
	Priority
	Status / closure evidence

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	





8. Approval and follow-up
	Review outcome
	☐ Effective  ☐ Effective with actions  ☐ Further review required

	Next review date
	

	Interim follow-up date
	

	Records location / link
	



Sign-off
	Role
	Name
	Signature / approval
	Date

	Chairperson
	
	
	

	Top management
	
	
	

	Management-system owner
	
	
	



Follow-up verification
	Check
	Yes / No / N/A
	Evidence or comment

	Actions were completed by their due dates
	
	

	Effectiveness was verified using evidence
	
	

	Related risks, documents and training records were updated
	
	

	Open actions were escalated or re-planned
	
	



	Need help turning the review into an audit-ready system?

	LETA Advisory supports practical ISO implementation, internal audits, training, minimum necessary documentation and automated NCR workflows. Call or WhatsApp +971 58 596 8708 or visit letaadvisory.ae.
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