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Controlled agenda and minutes template for ISO 56001 management review meetings, designed to capture review inputs, evidence, explicit decisions, resource commitments and action follow-up without pre-populating organizational results.

Template / guidance content must be tailored, approved and controlled by the organization before formal use.
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1. Meeting Identification
	Field
	Entry

	Review ID
	[REVIEW ID]

	Meeting date / time
	[DATE / TIME]

	Location / platform
	[LOCATION / LINK]

	Review period
	[PERIOD COVERED]

	Chair
	[ROLE / NAME]

	Minute taker
	[ROLE / NAME]

	IMS scope reviewed
	[SCOPE]

	Confidentiality / distribution
	[CLASSIFICATION / CONTROLLED DISTRIBUTION]



2. Attendance and Authority
	Role / Function
	Name
	Attendance
	Decision Authority / Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[Note] No Example Data is included in attendance, approval or decision fields because invented personal or governance data could be mistaken for an actual record.
3. Agenda
	Item
	Review Topic
	Input Owner
	Pre-read / Evidence
	Time
	Decision Needed?

	1
	Opening, scope, prior actions
	
	
	
	

	2
	Context, interested parties and material changes
	
	
	
	

	3
	Innovation intent, policy, strategy and objectives
	
	
	
	

	4
	Innovation portfolio and material initiative decisions
	
	
	
	

	5
	Innovation process performance and learning
	
	
	
	

	6
	Value realization and adoption
	
	
	
	

	7
	Resources, competence, culture and collaboration
	
	
	
	

	8
	Knowledge, intellectual property and support controls
	
	
	
	

	9
	Risks, opportunities and significant changes
	
	
	
	

	10
	Measurement, internal audit, NC/CAPA and improvement
	
	
	
	

	11
	System suitability, adequacy and effectiveness conclusion
	
	
	
	

	12
	Decisions, resources, actions and communications
	
	
	
	



4. Previous Management Review Actions
	Action ID
	Prior Decision / Action
	Owner
	Due Date
	Status
	Evidence / Effectiveness
	Review Decision

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



5. Review Input Record
	Review Input
	Summary of Actual Evidence / Trend
	Issue / Opportunity / Decision Request
	Decision / Conclusion

	Context / interested parties
	
	
	

	Innovation intent / policy / strategy
	
	
	

	Objectives
	
	
	

	Portfolio balance / allocation / decisions
	
	
	

	Innovation initiatives / operations
	
	
	

	Value realization / adoption
	
	
	

	Resources / competence
	
	
	

	Culture / collaboration
	
	
	

	Knowledge / IP
	
	
	

	Risks / opportunities
	
	
	

	Performance measurements
	
	
	

	Internal audit / external assessment
	
	
	

	Nonconformity / corrective action
	
	
	

	Improvement / learning
	
	
	



6. Key Performance Snapshot
	Metric / Indicator
	Period
	Target / Expectation
	Actual Result
	Trend
	Interpretation
	Decision / Action

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[Note] Use Actual Data only in the issued management-review record. If illustrative or test data is used during template development, remove it before approval of the minutes.
7. Portfolio and Initiative Decision Log
	Decision ID
	Portfolio / Initiative
	Evidence Considered
	Decision
	Conditions / Rationale
	Decision Owner
	Effective Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



8. Management Decisions and Resource Commitments
	Decision ID
	Decision / Required Change
	Reason / Evidence
	Affected IMS Area
	Owner
	Due Date
	Communication Required

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



9. Action Log
	Action ID
	Action
	Priority
	Owner
	Due Date
	Evidence Required
	Status
	Closure / Effectiveness

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



10. Overall IMS Conclusion
	Conclusion Area
	Management Conclusion / Evidence

	Suitability
	[CONCLUSION]

	Adequacy
	[CONCLUSION]

	Effectiveness
	[CONCLUSION]

	Innovation performance / value realization
	[CONCLUSION]

	Resource adequacy
	[CONCLUSION]

	Need for significant change
	[CONCLUSION]



11. Approval and Distribution
	Role
	Name
	Approval / Signature
	Date

	Review Chair
	[NAME]
	[APPROVAL]
	[DATE]

	IMS Owner
	[NAME]
	[APPROVAL]
	[DATE]

	Minute Taker / Document Controller
	[NAME]
	[APPROVAL]
	[DATE]



	Controlled Recipient / Group
	Distribution Method / Location
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



12. Follow-up Record
	Review Date
	Action Review Date
	Reviewed By
	Open High-Priority Actions
	Escalations / Notes
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