OBJECTIVE OF THE SAMPLE MANUAL
The objective of the ISO 9001:2000 / ISO 14001:1996 Sample Integrated Management System Manual is to provide an easy-to-follow, step-by-step, comprehensive guide to assist you in either writing or revising your management system manual.  The sample manual was written to satisfy the intent and requirements of the ISO 9001:2000 and ISO 14001:1996 Standards.  Since both the Standards and the sample manual are generic in nature, the sample manual and accompanying instructions, suggestions, and comments should be used to modify or create your own company manual in a manner which reflects the unique characteristics and quality and environmental requirements of your organization.

The sample manual and supporting guidelines are not intended to be a substitute for the ISO 9000:2000 or ISO 14000:1996 series of Standards.  It is highly recommended that you purchase these standards from the American Society for Quality to supplement the manual and provide the baseline from which the sample manual was written.  Within the sample manual, excerpts from the Standards are shown in italics to clearly identify their source.  

ISO 9001:2000 states that the organization shall establish and maintain a quality manual that includes: 

a) 
the scope of the quality management system, including details of and justification for any exclusions,

b) 
the documented procedures established for the quality management system, or reference to them, and

c) 
a description of the interaction between the processes of the quality management system.  

To meet these requirements, some companies may elect to reformat their existing management system manual and develop a cross-reference between the requirements of the Standards and related policy pages in their manual.  Other companies may elect to completely rewrite their existing manual into the standardized format (shown in the sample manual) to provide external auditors with what they expect to see.  In either case, the sample manual and supporting instructions, suggestions, and comments are intended to provide you with guidelines and examples to serve as useful references and assist you in this process.  On the other hand, if your company does not currently have a well-defined management system manual, the sample manual can be used as the framework on which to add (or delete) material to accurately describe your management system and the unique requirements of your organization.  In general, your management system manual needs to reflect that you are aware of the requirements of the Standards, have interpreted them correctly for your organization, and have incorporated them into implemented policies in your operations.

Remember, your management system manual is a personal document.  In effect, no one can write your final manual for you.  The objective of this package is to assist you in that task.

DISCLAIMER
The material presented in this manual and its accompanying instructions, suggestions, and comments is based upon the requirements of the Standards and our experiences gained through successful application.  Every company is different, however, in terms of its needs, its culture, and its level of management system development.  These differences often require that the generalized guidelines in this manual be applied with special approaches.  Readers are advised and cautioned that H.J. Steudel & Associates, Inc. will accept no responsibility for the way in which these guidelines are applied in a company, or the problems which may arise, unless we are contracted to assist in the implementation and management of these activities.
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REVISION DATE:                                 
INSTRUCTIONS, SUGGESTIONS, AND COMMENTS

The sample manual is organized into 27 sections corresponding to the major clauses of ISO 9001:2000, and cross-referenced to the clauses of the ISO 14001:1996 Standard.  Organizing the manual in this way is also consistent with the process-oriented structure of ISO 9001.  There is no requirement or need, however, to limit your manual to 27 sections.

Although your management system manual may be organized in any format or style you prefer, it is important that an external auditor be able to identify and locate the sections of your management system manual that relate directly to and show compliance with the requirements of the Standards.  If you do not follow the sequence of clauses given by the Standards, then you should provide a cross-reference index in the manual.  The best choice, however, is to organize your management system manual into sections corresponding to the structures of the ISO 9001:2000 and ISO 14001:1996 Standards.

"NAME" OF THE MANAGEMENT SYSTEM MANUAL
ISO 9001:2000 is an international standard specifying requirements for a quality management system for use in organizations that provide products and services to meet customer and applicable regulatory requirements. ISO 14001:1996 provides requirements for the implementation of an environmental management system.  When applied together, the Standards become a model for an integrated management system to address both the needs of customers and the needs of society for environmental protection. What to "name" this manual is a choice you need to make based upon your culture and existing management systems.  Some options are:

*
Integrated Management System (IMS) Manual

*
Management System Manual

*
Quality and Environmental System Manual

*
ISO 9001 / ISO 14001 Manual 
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IMS MANUAL INDEX

SECTION /
RELATED
ISO 9001
ISO 14001

CLAUSE
CLAUSE(S)

TITLE





REVISION
1.1
1


General






0

1.2 
1


Application





0

2.0
2


Normative Reference




0

3.0
3
Terms and Definitions


0

4.1 
4.1


General Requirements




0

4.2 
4.4.4, 4.4.5, 4.5.3
Documentation Requirements



0

· 4.2.1 General

· 4.2.2 IMS Manual

· 4.2.3 Control of Documents

· 4.2.4 Control of Records

5.1 
--


Management Commitment 



0

5.2 
--


Customer Focus





0

5.3 
4.2


Quality and Environmental Policy


0

5.4 
4.3.3, 4.3.4

Planning





0

· 5.4.1 Quality and Environmental Objectives


and Targets

· 5.4.2 Integrated Management System Planning

5.5 
4.4.1, 4.4.3

Responsibility, Authority and Communication

0

· 5.5.1 Responsibility and Authority

· 5.5.2 Management Representative

· 5.5.3 Communication

5.6 
4.6


Management Review




0

· 5.6.1 General

· 5.6.2 Review Input

· 5.6.3 Review Output
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TITLE





REVISION
6.1 
4.4.1
Provision of Resources




0

6.2 
4.4.2
Human Resources





0

· 6.2.1 General

· 6.2.2 Competence, Awareness and Training

6.3 
4.4.1
Infrastructure






0

6.4 
4.4.1
Work Environment





0

7.1 
4.3.1, 4.4.6
Planning of Product Realization



0

7.2 
4.3.2, 4.4.6
Customer-related Processes




0

· 7.2.1 Determination of Requirements Related to 


the Product

· 7.2.2 Review of Requirements Related to the Product

· 7.2.3 Customer Communication

7.3 
4.4.6
Design and Development




0

· 7.3.1 Design and Development Planning

· 7.3.2 Design and Development Inputs

· 7.3.3 Design and Development Outputs

· 7.3.4 Design and Development Review

· 7.3.5 Design and Development Verification

· 7.3.6 Design and Development Validation

· 7.3.7 Control of  Design and Development Changes

7.4 
4.4.6
Purchasing






0

· 7.4.1 Purchasing Process

· 7.4.2 Purchasing Information

· 7.4.3 Verification of Purchased Product

7.5 
4.4.6
Production and Service Provision



0

· 7.5.1 Control of Production and Service Provision

· 7.5.2 Validation of Processes for Production and Service

   
Provision

· 7.5.3 Identification and Traceability

· 7.5.4 Customer Property

· 7.5.5 Preservation of Product

7.6 
4.5.1
Control of Monitoring and Measuring Devices


0
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TITLE





REVISION
8.1 
4.5.1

General






0

8.2 
4.5.1, 4.5.4

Monitoring and Measurement



0

· 8.2.1 Customer Satisfaction

· 8.2.2 Internal Audit

· 8.2.3 Monitoring and Measurement of Processes

· 8.2.4 Monitoring and Measurement of Product

8.3 
4.4.7, 4.5.2

Control of Nonconforming Product


0

8.4 
4.5.1

Analysis of Data




0

8.5 
4.5.2

Improvement





0

· 8.5.1 Continual Improvement

· 8.5.2 Corrective Action

· 8.5.3 Preventive Action
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SECTION 5

 

MANAGEMENT RESPONSIBILITY

SECTION /
CLAUSE
TITLE






REVISION
5.1 

Management Commitment 





0

5.2 

Customer Focus






0

5.3 

Quality and Environmental Policy




0

5.4 

Planning







0

· 5.4.1 Quality and Environmental Objectives and Targets

· 5.4.2 Integrated Management System Planning

5.5 

Responsibility, Authority and Communication


0

· 5.5.1 Responsibility and Authority

· 5.5.2 Management Representative

· 5.5.3 Communication

5.6 

Management Review






0

· 5.6.1 General 

· 5.6.2 Review Input

· 5.6.3 Review Output


Section 5 of the IMS Manual addresses the requirements of clauses 5.1 (Management Commitment), 5.2 (Customer Focus), 5.3 (Quality Policy), 5.4 (Planning), 5.5 (Responsibility, Authority and Communication), and 5.6 (Management Review) in ISO 9001 and clauses 4.2 (Environmental Policy), 4.3.3 (Objectives and Targets), 4.3.4 (Environmental Management Programme(s)), 4.4.1 (Structure and Responsibility), 4.4.3 (Communication), and 4.6 (Management Review) in ISO 14001.
INSTRUCTIONS, SUGGESTIONS, AND COMMENTS

For Section 5.6, Page 1

MANAGEMENT REVIEW  -- GENERAL 

The Standards require that your company’s IMS be reviewed at planned intervals by top management.  Once a year is often considered adequate, although twice a year or quarterly is often more appropriate if some of your quality or environmental objectives have shorter time frames.  Whatever interval is chosen, it should be stated in the manual.  Also, all elements of the integrated management system need not be reviewed at the same time, although it is often expected that the entirety of the integrated management system be reviewed in a single calendar year.

The management review must be viewed and conducted as an activity separate from the internal audit.  Since auditors typically view a company’s management review as an important test of management’s commitment, it is important that the review be conducted in an objective and thorough manner, and that records of the reviews be maintained.

REVIEW INPUT

In order for the management review process to provide value for your company, it is important to specify inputs, or data, for each management review.  ISO 9001 provides a list of inputs which are required.  Your organization, however, may choose to include additional data to aid the management review process, especially if the management review is held in conjunction with your company’s strategic planning or integrated management system planning.
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5.6
MANAGEMENT REVIEW

5.6.1
General

Top management conducts a review of the integrated management system (“Management Review”) at a minimum interval of 12 months according to Management Review MSP 5.6-1.  The review is a documented activity with the purpose to:

· assess the suitability, adequacy, and effectiveness of the integrated management system in achieving the quality and environmental policies and objectives, in meeting customer needs, in satisfying the requirements of ISO 9001 and ISO 14001, and in complying with relevant legislation and regulations.

· evaluate the need for changes to the integrated management system, including the quality and environmental policies and objectives, in light of audit results, changing circumstances and the commitment to continual improvement.

5.6.2
Review Input

The Management Representative is responsible for ensuring that the necessary information is gathered to facilitate the Management Review. Inputs to the Management Review process include, but are not limited to, current performance data and potential improvement opportunities related to:

1.
Audit results;

2.
Customer feedback (including customer satisfaction measurement data and customer complaints);

3.
Process performance and product conformity;

4.
Status of corrective and preventive actions;

5.
Follow-up actions from previous management reviews;

6.
Changes that could affect the integrated management system; and

7.
Recommendations for improvement.

INSTRUCTIONS, SUGGESTIONS, AND COMMENTS

For Section 5.6, Page 2

REVIEW OUTPUT

ISO 9001 also defines the management review output items that are required.  The sample manual uses meeting minutes as the documented output, or record, of the management review process.  As stated earlier, the documented output should be complete and accurate, as it will serve as one of the inputs to the next management review.  Your organization may use other methods to document the output of management reviews, as long as the requirements of the Standards are met.
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5.6.3
Review Output

a.
The Management Representative creates written meeting minutes summarizing the Management Review activities, the conclusions reached and action items identified.  These minutes are used to guide and improve our integrated management system at [Company Name] by documenting:

1.
Actions taken to continually improve the effectiveness of the integrated management system and related processes.

2.
Actions taken to continually improve our products to maintain a high level of customer satisfaction and consistently meet customer requirements.

3.
Additional resources necessary for the effective operation of our integrated management system, including human resource, infrastructure and work environment needs.

4.
Changes to [Company Name]’s quality and environmental policies, objectives and targets (including those defined for product). 

b. The Manager of Quality & Environmental Assurance, in consultation with the Management Representative and/or the President, initiates corrective actions according to Corrective Action MSP 8.5-1 and/or preventive actions according to Preventive Action MSP 8.5-3, as specified during the Management Review Process.
c. The minutes of the Management Review serve as records for [Company Name]’s integrated management system and are filed and maintained according to Management System Record Maintenance MSP 4.2-3.

