Task Team Meeting

Agenda:

1. Review the Implementation Steps and Responsibilities of the ISO 9001:2000 Steering Team. Use the PowerPoint presentation “ISO 9001:2000 Implementation”
2. Review procedure that the team will be responsible for.

3. Review the section of the Gap Analysis that applies to the team.
4. Determine resources required for completion of the tasks.
a. Will the team need assistance with other responsibilities during the ISO 9001:2000 project?
b. What kind of technical guidance will be needed to allow the team to complete the tasks efficiently and effectively?
1. Assistance from the management representative?
2. Prepared materials?
3. Special Training? 
5. Assign dates to tasks from Gap Analysis using the start and finish date on the Gantt chart.
6. Schedule next meeting. 
7. Next agenda:
1. Read  The 9000 Store Procedure and compare to current processes. 
2. Assign tasks for implementing changes in your processes and editing prepared procedure.
Implementation Steps

1. The team assigned responsibility for each procedure will use the The 9000 Store Procedure as a foundation for the process to address the requirements of the standard. The team will use the task list to identify what areas need changes to processes.

2. Each responsible team will evaluate the process presented in the procedure, determine if any changes are necessary for your organization, and make edits to the procedure and forms.


3. The team will finalize the procedure and send it to the ISO 9001:2000 Steering Team for review and approval.

4. The team will train employees that are affected by or have responsibility for the procedure.

5. The employees will start following the documented process and maintaining records.
ISO 9001:2000 Steering Team Responsibilities

1. Identify team members for each procedure.

2. Assign target start date and completion date for each team.

3. Identify training needs for employees and schedule training sessions:

a. Employee Introduction to ISO 9001:2000 using the Training Materials Package
b. Internal Auditor Training using the Internal Auditor Training Materials Package
4. Meet on a regular basis to evaluate progress, answer questions for the teams and evaluate resource needs for the implementation.

5. Review and approve procedures as they are finalized.
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