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	                              Regional Managers’ Meeting
 Work Instructions
                                           Owner: Director, QRM



	Overview
	General guidelines for conducting Monthly Regional Managers Meeting 

	Person Affected
	All department managers 

	Instruction
	1. All points needs to be discussed - if not applicable write not applicable on the minutes of the meeting
2. All actions will be put on the minutes with target dates and person responsible.

3. Meeting must be scheduled each month, 1 week after the monthly management review meeting; which means 1st Thursday of the new month.

4. All minutes to be checked and then uploaded on GUIDE

5. Copy of the minutes to be forwarded to the department head/QRM/regional managers/concerned regions.

6. Minutes completed within 24 hours of the meeting.

7. Attendance of the attendees needs to be taken and reason for absence recorded and to confirm any replacement.

8. No exceptions, meeting must go ahead regardless if QRM in attendance or not.QRM will ensure suitable facilitator in their absence.

9. QRM will ensure that audits do not clash with the meeting (Cross reference Doc#2594 - Audit planning work instructions).

10. The agenda of the monthly managers meeting will be as follows (The agenda will be same for all regions): 

I) Open NC’s
II) Open CAPA

III) Review stats non compliance

IV) Any issues relating to GUIDE

V) New projects risks if any

VI) QRM training dates if applicable

VII) Any major issues/recommendations

VIII) New opportunities identified if any

IX) Any new risk identified if any

X) Coaching stats

XI) Any new processes/products/services

XII) Follow-up on external audits

XIII) Incident/accident

XIV) Any unplanned activities in the regions and issues identified

XV) Issues affecting the regions

XVI) Regional KPI’s
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