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	a. Internal Audit Results

· Audit Schedule Status
	Internal Audit Procedure -LMD-PR-004:  Procedure is working as planned.  The auditors who attended the August 12-13 training course will attend audits for the current schedule as observers.  Audit cycle began September 2 and ends January 15, 2003.

Number of audits 38

Audits scheduled for First Cycle of Schedule – 21

Audits scheduled for Second cycle of Schedule – 17

Audits complete date – 2

ACTION:  All managers were asked to review current audit schedule and provide new/updated names of auditees for each area, if applicable.

Discussion was conducted on consistency of audit forms that list OPIs.   

Suggestion:  Update the audit report and plan for number and procedure name.   Also, look at a method for follow-up email on how we document CPARs and OFIs that are presented during closing meetings.

Suggestion:  lead auditor use a draft stamp for CPARs that have not yet been presented to the CPAR Coordinator.

Provided managers with ISO certifications plaques

Requested and received the number of ISO certification posters for posting throughout division from managers.



	b. Customer Feedback/Satisfaction

· Customer Feedback Procedure

· Website

· Feedback Status Report

· Customer Satisfaction 

· Focus Groups


	Customer Feedback - LMD-PR-012:  Procedure is working well.

Beth will incorporate the customer feedback tool into the employee orientation training.

As of meeting, the following was reported: 3 Suggestions, 50 Praise (sent to managers), 15 Complaints, 10 –CPARs,  69 entries closed.

ACTION:  Managers will to continue solicit the website/feedback tool to their customers and employees.  Managers will also provide John with other tools/sources currently utilized in their respective organizations for feedback.  

Suggestion:  Continue to advertise the website to our customers.  

ACTION:  Provide a telephone number within the QMO for complaints. Suggest that the Feedback Coordinator glean the complaints for the feedback process.   

Suggestion: Groups should provide customers with information packets about the organization.   This could be done at the beginning of focus group meetings with customers.

Brochures have been held up due to budget issues.  ACTION:  Groups will find other ways of distributing the brochures.  

	c. Process Performance and Service Conformity


	QMO (ACB 3).  See attached.

Training Procedure - LMD-PR-009: Procedure is currently being revised to remove ACX-5 personnel from this process.  ACX-5 is not in the scope of certification and therefore should not be responsible to respond to the external auditors.

It is suggested that the IPPS system for training documentation be given to external auditor either by a secretary or group manager.  The procedure will be updated to include this information.

ACTION:  Managers will receive the updated procedure for review/comments next week.  Suggestion:  extend the default review time from 3 days to 10. 

ACTION: Beth will update the employee orientation in January to reflect the change.

Management Review Procedure – LMD-PR-003:  The minutes/agenda and other information will be placed on the ACB-800 website.  

ACTION:   Beth will hold a discussion with managers on the frequency of Executive Steering Committee meetings.

Question:  Should the Management Review meetings be shortened or held once a year? 

After discussion, the ACB-800 Manager recommended that every six months (twice a year and half day sessions) be conducted.  However, asked if the annual meeting be held closer to the day of the external audit.

Document and Data Control – LMD-PR-002:  Procedure is working well.  

ACTION:  (for ACB-810 Manager):  To look into the new upgrade of Lotus Notes to Version 6 and the possible conflict of the software not being compatible with domino.doc.

OPI:  If the change to Lotus Notes 6.0 does affect the current way we use domino.doc employees will need to be trained on the web version of domino.doc..

ACTION: (for Internal Auditor Coordinator):  Add the library function to the ACB-800‘s Internal Audit Schedule.

Discussion:  The Document Data Control Administrators for ACB-800

The suggestion was made that the CM group handle the document and data control for the new organizations that were recently added to the scope.

ACTION:  The QMO will meet with Russ to discuss the feasibility of CM accepting the data control function for the new groups.

CPAR Procedure - LMD-PR-006:  The procedure is working well.

OFI:  QMO should look at separating the Corrective Action and Preventive Action process into two processes.

ACTION:  QMO will look into making the process electronic and moving away from the paper process.  

ACB-810 (see attached):

The manager on leave.  No changes to report from previous report.

Changes made to Oceanic and Host Library Process.  

ACTION:  Manager will provide the QMO with the SAAS template by close of business on Monday.

ACB-820 (see attached):

Site Design and Fit-up: Addressed the 2 CPARS identified in the audit.  

Product Change Board: No problems to report.

Computer Aided Draft (CAD): Minor enhancements in procedure and work instruction.

Cable Management: No problems to report.

System Dismantle/Removal: No problems to report.

Site Infrastructure Design: New procedure – Procedure written very well.

Product Ownership Transfer: No problems to report.

Configuration Management: Five procedures reported on  with minor updates

CM Status Account and Reporting Procedure: Cited updates

CM Status Accounting and Reporting: Working well. Modified the product file folder for documentation

CM Configuration Control: No problems to report.

CM Planning Procedure: Automate the procedure via weekly meetings to update procedure

CM ID Procedure: No problems to report.

ACTIONS:  Group Manager/ISO Coordinator will provide hard or soft copies of status reports to QMO by 9/18.

ACB-830 (see attached):  

No changes to report from the last meeting.  

Commercial Installation and Maintenance: Working as planned.

AOS has a CAR system to extract information.  Meets with AOS to verify meeting the milestones.  Conducts audit of additional resources.

User/Site Support for Commercial Software:  Working as planned.

Software Engineering System Administration: Audit additional resources.  Working as planned.  Looking to create an online user request form.

Host Computer Software Design – Working as planned.  Received good reviews from external auditor.

ACTION:  Manager will review current auditees and provide new names to IA coordinator if able.  

ACB-840 (see attached):

Procedures are still fairly new but working well.  Modifications were made to software procedure.   Introduced the new ISO Coordinator, Jim Valleley to the group.

Requested that some of the software leads attend the external audit.  Procedures RVE-PR-305, 306, and 307 may need to be rescheduled.  

ACTION: IA Coordinator will change auditee of above processes from Terence to Craig Steward.

ACTION:  Check with manager to verify the auditee for October 21 audit.  Latasha Reddick and Jim Valleley to assist with the document control issue.

ACB-850 (see attached): 

4 procedures are working well.

ACB-860 (see attached):

Manager on leave.  ACTION:  QMO will contact for a status by next Thursday.

ACB-870 (see attached):

Manager on leave to attend a memorial service.   ACTION:  QMO will look into the problems with group forms.

ISO coordinator has been soliciting customers to use the ACB-800’s Customer Feedback Website.

Overall, all procedures are working well.



	d.  Status of Corrective/Preventive Action Requests.


	No changes to report. 

OPI:   Reminder that actions that are not completed within 30 days, will need a written justification submitted to the CPAR coordinator.  



	e. Measurement and Progress toward quality goals and objectives


	ACB-810:  

Objective #1:  Occupancy Agreement – Made 75%

Objective #2:  Defined measures for Level 2 procedures. (see attached)

ACTION:  No measures for other groups i.e. CVA , Fan, Space Management.

ACTION:  Mgr will provide a hard/soft copy of status of quality objectives to QMO by 9/18.

ACB-820: (See attached).

 Objective #1: Should have stated that the plan was to locate group staff meeting minutes on Lotus notes, not web page. Sample of minutes tested on Lotus Notes.  Too slow through hyperlink and can only hold three sub-link categories.   Determined Lotus Notes not suitable. Looking at putting minutes on the local host network for FY 04.

Objective #2:  Monitor SCR activity for trends:

Improvements in support of SCR Process:  Database available through Intranet. Copy of report provided to QMO.  The database spells out the duration of SCRs i.e., open and closed. 

ACB-830:  

Objective #1 – Completed.

Objective #2:  Completed.

Objective #3:  Look at the problem to see if they can be handled more

expediently. Categorized the areas with problems.  Will send report and the graphs to the QMO.

ACB-840:  (see attached)

Objective #1:  Everything is complete.   Evidence – 3 different software programs were integrated.  Timelines meet and ready for simulations.  

Story cards will serve as evidence.

Objective #2:  TMA-MC - Need to get two systems integrated to multi-center capability.  Timeline met.

ACB-850: (see attached)

Objective #1:  Analyze the metrics – Collect data on trouble reports per month via Extreme Software.  No significant action to report.  Could identify the root cause.

ACB-860: Manager on Leave.  ACTION:  QMO will contact manager and provide status by next Thursday.

ACB-870: (see attached)

Objective #1:  Monitor customer feedback by 50%.  Not met, but will continue to monitor and elicit feedback. 

Objective #2:  Monitor flight summary. Track through daily schedule.  Meet with project manager improvement to system.  No measurements.  Will email the matrix to QMO.  

	f.  Follow-up actions from previous reviews
	N/A – All actions from previous management review have been completed.

	g. Planned changes that could affect the quality system

- Temporary detail of Management Representative
	It was determined at this time that this will not have a change on the quality sytem.  Will re-evaluate at the next management review.


	AFTERNOON SESSION
h.  Review of Quality Policy for continuing suitability

· Changes since policy was defined

· Limitations of existing policy

· Select wording changes

· Discuss method for implementing new Policy, if applicable

I. Establishment of Quality Objectives for the year.  For each Objective:

· Select objective

· Decide metric for objective

· Develop strategy to meet objective

· Identify action items for this year (as time permits)


	Quality Policy was reviewed for suitability.  No changes were made to existing policy.

ACB-810:  Mgr on Leave.  ACTION:  Group Manager will provide QMO with quality objectives for Fiscal Year (FY) 2004 by 9/18.

ACB-820:  ( See attached)

Objective #1:  Plan to automate division /group management weekly status reports by the end of next fiscal year (September 30, 2003).

Objective #2:  Reduce the number of SCR’s open for 90 days or more by 20%.

Objective #3:  Develop measurements on Infrastructure costs in FY-02 and FY-03.  Measurements report will be performed quarterly.

ACB-830:

Objective #1 Develop Continuity of Operations Plan (COOP) by September 30, 2004.

 Objective #2:  Develop Lab Evacuation Plan for operatiors which will include notifying field sites when office is closed.  Plan will be developed by December 15, 2003.

Objective #3 Develop an electronic user request form for the System Administration Procedure by September 30, 2004.

ACB-840: (See attached)

Objective #1  Port the DESIREE ATC simulation software to the LINUX operating system and complete format test runs by April 1, 2004.

Objective #2 Acquire hardware and modify software to take DESIREE ATC simulation software into the field by April 1, 2004.

Objective #3:  Develop a simulation and prototyping environment within the FFTIL to support Free Flight Program Office (FFPO) and their customers.

ACB-850: Analyze current metrics/ trends for improvements.

ACB-860: Mgr on Leave.  ACTION:  Mgr will provide information to QMO by 9/18.

ACB-870: 

Develop a plan for monitoring franchise fund by September 30, 2004.

ACTION:  Will send the objectives to mgrs for review, along with the tracking form by 9/25/03.  
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