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Notes to Submitters:
· This template is for use for either initial reviews or 5-year reviews of a QMS.  Please be sure to indicate which type of review this document is for on the title page, and if a 5-year review, please address item 1.4 to indicate changes to the QMS.
· In each of the following sections either enter text directly or include a filename of a file you submit separately.  DO NOT INCLUDE LINK TO FILES; this usually fails. 
· For NMIs that are pre-approved to use internal staff as peer reviewers, please be sure to provide evidence of organizational neutrality of the reviewers. (Could be reference or steps that an NMI shall follow to be pre-approved to use internal staff as peer reviewers)
· Be sure to show that the bios of the set of reviewers covers the scope of their review.
· For 5-year reviews, provide evidence of the vitality of the CMCs, such as improvements to services, changes to staff and equipment, or successful participation in inter-comparisons.  You may wish to describe this evidence in the document, as well as include filenames for additional files.
· This template was created using Microsoft styles.  To update the table of contents, right click anywhere on the table, select “Update field”, and then “Update entire table”.  For it to automatically update correctly, the section titles need to be “Heading 1”, “Heading 2”, or “heading 3” as appropriate, and all other text should be in the style called “Normal” (or Calibri 11).
· The documentation must be sent before the presentation in the following format:
· Main Folder: QSTF 1; QSTF 3 (In addition, 7 subfolders should be named as follows)
1. Peer reviews (include reports there and action plans)
2. Reviewed CMCs
3. Internal Audits (include reports and action plans)
4. Management Review
5. [bookmark: _GoBack]Quality monitoring records (where you include other Action logs/Corrective Action/Risk and Opportunities/Complaints etc.…)
6. Bios
7. Vitality
The file naming convention should be:
NMI_ Area_Subject_Year(or date)
Example’s:
NMI_ AUV_Internal_Auditor_Bios_2020.pdf
NMI_AUV_Action_Plan_Internal_Audit_2020-01-15.xlsx
NMI_AUV_Vitality_2015-2020.docx
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