

PLANNING AND OPERATIONS
OCTOBER 2011

UNCONFIRMED MINUTES

October 18, 2011
SHERATON STATION SQUARE
PITTSBURGH, PENNSYLVANIA, USA
These minutes are not final until confirmed by the Nadcap Management Council (NMC) in writing or by vote at a subsequent meeting. Information herein does not constitute a communication or recommendation from the Council and shall not be considered as such by any agency.

TUESDAY, OCTOBER 18, 2011
1.0
OPENING COMMENTS

The meeting was called to order and attendance recorded.  A quorum was established with the following representatives in attendance:


NMC Voting Member in Attendance:
	
	Richard
	Blyth
	Rolls-Royce

	
	Bob 
	Bodemuller
	Ball Aerospace & Tech Corp.

	
	Mark
	Cathey
	Spirit AeroSystems

	
	John
	Haddock
	BAE Systems - MAI

	
	Dave
	Jones
	Nex-Tech Processing

	
	Ralph
	Kropp
	MTU Aero Engines GmbH

	
	Serge
	Labbe
	Heroux-Devtek Inc.

	
	Daniel
	Lecuru
	Eurocopter

	
	Frank
	Mariot
	Triumph Group Inc.

	
	Steve
	McGinn
	Honeywell Aerospace

	
	Robin
	McGuckin
	Bombardier Inc.

	
	Heather
	Meyer
	Cessna Aircraft Company

	
	Dave
	Michaud
	Fountain Plating Co.

	
	Chuck
	Montgomery
	Hawker Beechcraft

	
	Tom 
	Nakamichi
	The Boeing Company

	
	Richard
	Peterson
	Rockwell Collins

	
	Mark
	Rechtsteiner
	GE Aviation

	
	Brad
	Richwine
	Raytheon Co.

	
	Davide
	Salerno
	Alenia Aeronautica SpA

	
	Victor
	Schonberger
	Israel Aerospace Industries

	
	Ed
	Self
	M7 Aerospace

	
	Dave
	Soong
	Hamilton Sundstrand

	
	Kevin
	Ward
	Goodrich Corporation



Task Group Chairs / Vice-Chairs in Attendance:
	
	Ken
	Abram
	Honeywell Aerospace

	
	Samuel
	Buri
	The Boeing Company

	
	Alessandra
	D’Ambrosia-Furman
	Cessna Aircraft Company

	
	David
	Day
	GE Aviation

	
	Kent
	DeFranco
	Lockheed Martin Corporation

	
	Karyn
	Deming
	Goodrich Corporation

	
	Kevin
	Dowling
	Spirit AeroSystems Inc.

	
	Phil
	Keown
	GE Aviation

	
	Ralph
	Kropp
	MTU Aero Engines GmbH

	
	Doug
	Matson
	The Boeing Company

	
	Scott
	Meyer
	Goodrich Corporation

	
	Tim
	Myers
	Honeywell Aerospace

	
	Mitch
	Nelson
	Cessna Aircraft Company

	
	John
	Pfeiffer
	GE Aviation

	
	Tim 
	Pruitt
	Rolls-Royce

	
	Jerry
	Satchwell
	Rolls-Royce

	
	Bob
	Schreiber
	The Boeing Company

	
	Bobby
	Scott
	Bombardier Inc.

	
	Steve
	Tooley
	Rolls-Royce

	
	Angelie
	Vincent
	Spirit AeroSystems Inc.

	
	Dewey 
	Whitaker
	Honeywell Aerospace



Other Attendees:
	
	Gary
	Merrill
	M7 Aerospace

	
	Michael
	Walker
	Spirit AeroSystems



PRI Staff in Attendance:
	
	Jerry
	Aston

	
	Mark
	Aubele

	
	John
	Barrett

	
	Jim
	Bennett

	
	Rebekah
	Braun

	
	William
	Calvert

	
	Nigel
	Cook

	
	Marcel
	Cuperman

	
	Bill
	Dumas

	
	Philip
	Ford

	
	Susan
	Frailey

	
	Michael
	Graham

	
	Mike
	Gutridge

	
	Rob
	Hoeth

	
	Sarah
	Jordan

	
	Scott
	Klavon

	
	Jim
	Lewis

	
	Bob
	Lizewski

	
	Justin
	McCabe

	
	Kellie
	O’Connor

	
	Melanie
	Petrucci

	
	Joe
	Pinto

	
	Mike
	Ploucha

	
	Stan
	Revers

	
	Glenn
	Shultz

	
	Ian
	Simpson

	
	Rick
	Sovich

	
	Andy 
	Statham

	
	Jon
	Steffey

	
	Kevin
	Wetzel


1.1
Opening Comments

· Intro

· Code of Ethics  & Conflict of Interest

· Review Agenda

· Approval of Minutes
The Nadcap Personal Code of Ethics and Conflict of Interest and the agenda were reviewed. A motion was made to approve the minutes from the June 2011 Planning and Operations meeting. This motion was seconded and the minutes were approved.
2.0
REVIEW OF OPEN ACTION ITEMS FROM PREVIOUS MEETING
2.1
Implementation of Electronic Voting System
Jon Steffey provided a status update on Ballot Manager.  The system is up and operating, this item can be closed.
2.2
Smart Checklists Sub-Team

John Steffey gave an update. At this October’s meeting, PRI Staff Engineers are sharing a short presentation created by the Sub-Team with their Task Groups.  The Sub-Team plans to send a survey as follow-up to the Task Groups and auditors, and then analyze the survey results and determine next steps in Q4 2011.  If, after looking at the feedback, additional requirements are to be developed, they are targeted for completion in Q1 2012.  The Sub-Team will continue to meet regularly.

3.0
Auditor Consistency Sub-Team Update
Mike Graham gave a brief update but the presentation was not given.
4.0
Merit Criteria
Jim Lewis informed that NOP-008 (Supplier Merit Program) has been balloted and approved concerning merit criteria.  The new criteria will be effective 15-Jan-12.
5.0
Checklist Vision Implementation
Frank Mariot stated that the Checklist Vision criteria has been approved and in effect for a while. Task Group feedback on their implementation timeframe will be collected.
6.0
Identification of Prime Customers During Audit Scheduling - eAuditNet Enhancement Update
Jon Steffey provided the update that the request was added to the prioritized enhancement list and that Mike Graham agreed to lead requirements gathering from a PRI Staff perspective, but that no current timeline had yet been identified.
7.0
Task Group Chair & Staff Engineer Roundtable Meeting Report Out
John Barrett reviewed the agenda items and discussion topics of roundtable meeting.  For more details, please see the attached presentation.

[image: image1.emf]TG Chair SE  Roundtable.pptx


8.0
OTHER ISSUES / NEW BUSINESS / DISCUSSION
8.1
Joe Pinto reviewed the Anti-Trust statement and Code of Ethics. He emphasized the importance of reviewing it with a bit more force, especially if there are new attendees.  
8.2 The group was reminded that “Closed” meetings should be limited in nature and only used for confidentiality reasons when discussing privileged information.  
8.3
Meeting Structure – NMC Leadership asked for feedback on the agenda formats.  
· The new format allows Sub-Team meetings to take place prior to report-outs being given, making summary discussions more valuable. With the old format, Team Leads may be giving reports on meetings that have not yet taken place.

· By moving the NMC meeting to later date, Subscribers have to add another travel day.
· Do auditors need yearly conferences and does it have value if it is the same thing every year?

· Could issues be resolved by making all meetings consistent on same days (Welding (WLD) meets same days as Nondestructive Testing (NDT), etc.)

· Will reorganization diminish ability for smaller Task Groups, such as Aerospace Quality Systems (AQS), to establish quorum, as Task Group Subscribers attend other meetings?

· There was a suggestion that any official proposals on this topic should first be presented to NMC and receive feedback before being discussed at other meetings.

[image: image2.emf]Agenda Glance.doc
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8.4
Other Discussions

· Appeals: Doug Matson of the Heat Treat TG discussed that some HT supplier’s will appeal every decision made by the TG, including VCA’s, failures and any other actions. There did not appear to be any other TG’s concerned about this issue and Kevin Ward agreed to take the issue aside with Doug Matson. 

ACTION ITEM:  Kevin Ward to review the Heat Treat TG appeals issue with Doug Matson.

(DUE DATE:  30-Nov-11)
· Accreditation Extensions in Countries with potential safety issues: The issue of how Nadcap is to conduct audits in countries that have potential safety issues arose and the fact that extensions are currently being given for these accreditations. Since extensions can’t be given indefinitely, what steps should be taken?  

ACTION ITEM:  Kevin Ward to review the issue of accreditation extensions in countries with potential safety issues with Scott Klavon.

(DUE DATE:  30-Nov-11)
· Dropping Scopes after the start of an audit: The issue of a supplier dropping a particular scope within and audit was briefly discussed. A proposed change to NIP 7-04 that addresses this issue was presented at the TG Chair and SE Roundtable Meeting and concerns were raised. Ralph Kropp of the Welding TG brought up several concerns with the proposed policy. It was agreed that the NMC needs to develop a policy for dropping of scopes.   

ACTION ITEM:  Ralph Kropp will provide the data that the Welding TG has on the issue of dropping scopes and Kevin Ward will review and begin the process of developing a policy. 
(DUE DATE:  30-Nov-11)
8.4
Meeting Feedback

[image: image4.emf]tfrm04 Feedback.doc


9.0
ADJOURN

A motion was made to adjourn. This motion was seconded and motion passed. Meeting was adjourned.

Minutes prepared by: Melanie Petrucci, mpetrucci@sae.org
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AGENDA-AT-A-GLANCE June 20-24, 2011 Nadcap Meeting – London, England

Note:  Attendance for audit report review and some agenda items are restricted.  Please check with the responsible Nadcap staff for clarification.


Room Assignments Are Subject to Change




		TASK GROUP/


COMMITTEE

		Monday


June 20

		Tuesday


June 21

		Wednesday


June 22

		Thursday


June 23

		Friday


June 24



		

		CLOSED 


Subscriber/Govt Only

		OPEN 


To All

		CLOSED     

Subscriber/Govt Only

		OPEN 


To All

		CLOSED 


Subscriber/Govt Only

		OPEN 


To All

		CLOSED   

 Subscriber/Govt Only

		OPEN 


To All

		CLOSED   

Subscriber/Govt Only

		OPEN 


To All



		   ADMINISTRATIVE


COMMITTEES




		Auditor Consistency Sub-Team


8:00am-12:00pm


(Sub-Team 


Members Only)


Equitable Contribution


Sub-Team


1:00pm-2:00pm


(Sub-Team 


Members Only)


Effectiveness 


Sub-Team


2:00pm-5:00pm


(Sub-Team


Members Only)


Oversight – NOP-004


Sub-Team


2:00pm-5:00pm


(Sub-Team 


Members Only)

		First Time  Supplier Attendee Question & Answer Session


8:00am-8:30am


(First Time Supplier 


Attendees Only)


Subscriber


 Orientation


& Tutorial


9:00am-10:00am

eAuditNet 


Subscriber Tutorial


10:00am-11:00am



		NMC Standardization


Sub-Team 

9:00am-11:00am


(All NMC Voting     Members Only)

NMC Metrics 


Sub-Team


11:00am-1:00pm


(All NMC Voting     Members Only)

NMC Oversight         Sub-Team


2:00pm-3:00pm


(All NMC Voting     Members Only)

NUCAP Council


3:00pm-6:00pm


(NUCAP Council Members Only)




		First Time  Supplier Attendee Question & Answer Session


8:00am-8:30am


(First Time Supplier 


Attendees Only)


Supplier Orientation 

& Tutorial


9:00am-10:00am

eAuditNet 


Supplier Tutorial


10:00am-11:00am


Supplier


Support


Committee


5:00pm-7:00pm 




		NMC Steering Committee


9:00am-12:00pm

(All NMC Voting     Members Only)

Staff Engineer & 


Task Group Chair Roundtable

1:00pm-2:30pm


(Task Group Chairs, & Staff Engineers Only)

Planning & Operations


5:00pm-7:00pm


(All NMC Voting 


 Members, Task Group Chairs, & Staff Engineers Only)



		

		

		NMC


9:00am-10:30am

eQMC


11:00am-2:00pm



		

		



		AQS



		

		

		

		AQS Liaison


6:15pm-7:00pm

		2:45pm-4:45pm

		9:00am-12:45pm

		

		11:00am-6:00pm

		

		



		CHEMICAL


PROCESSING



		9:00am-6:00pm

		

		9:00am-6:00pm

		

		

		9:00am-4:45pm


CPSAT Meeting


5:00pm-7:00pm


(Supplier and PRI Staff members only)

		

		10:45am-1:00pm 


Supplier Workshop 


“Planning & Flowdown” 


Separate Registration Required

2:00pm-5:00pm



		

		



		COATINGS



		9:00am-6:00pm

		

		9:00am-10:30am

		10:30am-4:30pm

		

		9:00am-4:30pm

		

		11:00am-6:00pm

		

		



		COMPOSITES & NON METALLIC MATERIALS




		

		9:00am-6:00pm

		

		10:30am-4:30pm

		

		Non Metallic Materials


9:00am-4:30pm

		

		Non Metallic Materials


11:00am-6:00pm

		9:00am-6:00pm

		



		CONVENTIONAL MACHINING as a SPECIAL PROCESS




		9:00am-1:00pm

		2:00pm-6:00pm 

		9:00am-11:00am

		11:15am-6:00pm

		

		9:00am-4:45pm

		

		

		

		



		ELASTOMER SEALS

		9:00am-10:00am

		10:00am-6:00pm

		9:00am-10:00am

		10:00am-4:45pm

		

		9:00am-1:00pm

		

		

		

		



		ELECTRONICS




		9:00am-11:00am 

		11:00am-6:00pm

		9:00am-10:00am

4:30pm-6:00pm

		10:00am-4:30pm

		

		9:00am-4:30pm

		2:00pm-6:00pm

		11:00am-1:00pm

		

		



		HEAT TREATING




		9:00am-4:30pm

		

		9:00am-10:00am

		10:20am-4:00pm

		

		9:00am-12:00pm


Supplier Workshop Registration Required

2:45pm-4:45pm

		10:45am-1:00pm

		

		

		



		MATERIALS TESTING

		

		9:00am-6:00pm

		9:00am-1:00pm


4:30pm-6:00pm

		2:00pm-4:30pm

		

		9:00am-6:00pm

		2:00pm-4:00pm

		11:00am-1:00pm

		

		



		NDT



		9:00am-6:00pm

		

		

		9:00am-4:30pm

		

		Supplier Workshop Registration Required

9:00am-1:00pm


2:30pm-4:30pm

		

		11:00am-6:00pm

		

		



		NMSE




		9:00am-1:00pm

		2:00pm-6:00pm

		9:00am-1:00pm

		2:00pm-4:45pm

		

		9:00am-4:45pm

		

		10:45am-6:00pm

		

		



		SEALANT

		

		

		

		

		

		2:45pm-4:45pm

		5:00pm-6:00pm

		10:45am-5:00pm

		

		9:00am-6:00pm



		WELDING

		

		

		9:00am-6:00pm

		

		

		9:00am-4:45pm

		

		10:45am-6:00pm

		

		



		Free eQuaLearn Courses

		AS/EN/JISQ 9100 Rev. C


9am-6pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 

Statistical Process Review


9am-6pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 



		How to Prepare for a Nadcap Audit


(Morning Session)


9am-12pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 

How to Prepare for a Nadcap Audit


(Afternoon Session)


2:00pm-5:00pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 

Root Cause Corrective Action (RCCA)


9am-6pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 

		Contract Review for Aerospace Suppliers


9am-6pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 

Problem Solving Tools


9am-6pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 



		Introduction to Pyrometry – 2 Day Course


(Day 1)


9am-6pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 



		Introduction to Pyrometry – 2 Day Course


(Day 2)


9am-6pm


Seating is Limited


Separate Registration Required 


at www.pri-network.org 







               As of 6-JUNE-11
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           Agenda is Subject to Change. Please refer to the PRI website at www.pri-network.org for the most recent version of this and all task group agendas.




TG Chair/SE Roundtable

October 2011

Pittsburgh PA





Discuss Topics

Checklist Vision – CP Process

Mariot will be sending notice to all Task Groups to provide their plans

9100 Rev C Transition

Rev B expires on 1 July 2012

IAQG will be reviewing this deadline next week









Discussion Topics

Open Discussion

Chair/Vice Chair Appointment vs. Election

HT Appeals – 

Matson and Ward 

Dangerous Country extension policy

Klavon/Ward to review

Scope Drop Policy

SE SWAT

Need NMC Policy – Kropp to send data to Ward

Language issues raised by auditors





Discussion Topics

IT Security Issues

Foreign PC usage

Camera in PC

Suggestion on pre-audit letter

PC Data cleansing policy 

Question on changes to PRI forms
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AGENDA-AT-A-GLANCE October 17-21, 2011 Nadcap Meeting – Pittsburgh, PA, USA

Note:  Attendance for audit report review and some agenda items are restricted.  Please check with the responsible Nadcap staff for clarification.


Room Assignments Are Subject to Change




		TASK GROUP/


COMMITTEE

		Monday


October 17

		Tuesday


October 18

		Wednesday


October 19

		Thursday


October 20

		Friday


October 21



		

		CLOSED   

Subscriber Only

		OPEN 


To All

		CLOSED   

Subscriber Only

		OPEN 


To All

		CLOSED   

Subscriber Only

		OPEN 


To All

		CLOSED   

Subscriber Only

		OPEN 


To All

		CLOSED   

Subscriber Only

		OPEN 


To All



		   ADMINISTRATIVE


COMMITTEES




		NMC Standardization


Committee

8:00am-10:00am


(All NMC Voting     Members Only)

WATERFRONT


NMC Metrics 


Committee

10:00am-12:00pm


(All NMC Voting     Members Only)

WATERFRONT


NMC Oversight

Committee


1:00pm-2:00pm


(All NMC Voting     Members Only)

WATERFRONT


NUCAP Council


2:00pm-5:00pm


(NUCAP Council Members Only)


WATERFRONT




		First Time  Supplier Attendee Question & Answer Session


7:00am-7:45am


(First Time Supplier 


Attendees Only)


GRAND STATION 1

Subscriber Orientation


& Tutorial


8:00am-9:00am

GRAND STATION 1

eAuditNet 


Subscriber Tutorial


9:00am-10:00am


GRAND STATION 1



		NMC Steering Committee


8:00am-11:00pm

(All NMC Voting     Members Only)

WATERFRONT

Staff Engineer & 


Task Group Chair Roundtable

12:00pm-1:30pm


(Task Group Chairs, & Staff Engineers Only)


WATERFRONT

Planning & Operations


5:00pm-7:00pm


(All NMC Voting 


 Members, Task Group Chairs, & Staff Engineers Only)

ADMIRAL



		First Time  Supplier Attendee Question & Answer Session


7:00am-7:45am


 (First Time Supplier 


Attendees Only)


GRAND STATION 1

Supplier Orientation & Tutorial


8:00am-9:00am


GRAND STATION 1

eAuditNet 


Supplier Tutorial


9:00am-10:00pm


GRAND STATION 1

Supplier Responsibilities under US Export Control Regulations


1:00pm-1:45pm

GRAND STATION 1

Supplier


Support


Committee


5:00pm-7:00pm

GRAND STATION 1

		NMC Vision of the Future Sub-Team


1:00pm-3:00pm


(All NMC Voting     Members Only)

WATERFRONT



		NMC


8:30am-10:00am

GRAND STATION 1&2



		NMC Language / Culture Sub-Team

11:00am-12:00pm


(All NMC Voting     Members Only)

POINTVIEW

NMC Failure / Suspension Sub-Team


1:00pm-3:00pm


(All NMC Voting     Members Only)

WATERFRONT



		eQMC

8:30am-10:30am


POINTVIEW

QPMC

8:00am-5:00pm


REFLECTIONS



		NMC Oversight 

Audit Team

8:00am-3:00pm


BRIGHTON 1&2



		



		AQS

Brighton 1&2

		

		AQS Liaison


5:15pm-6:00pm

		

		

		

		10:30am-5:00pm

		3:30pm-5:00pm

		8:00am-3:00pm

		

		



		CHEMICAL   


PROCESSING


Admiral

		Auditor Conference 8:00am-12:00pm

1:00-5:00pm




		

		8:00am-4:30pm

		

		

		10:30am-4:30pm


CPSAT Meeting


5:00pm-7:00pm


(Supplier and PRI Staff members only)

		

		8:00am-12:00pm 


Supplier Workshop 


“Planning & Flowdown” 


Separate Registration Required


1:00pm-4:00pm



		

		



		COATINGS


Haselton

		8:00am-5:00pm

		

		

		9:30-4:30pm

		

		10:30pm-5:00pm

		

		8:00am-5:00pm

		

		



		COMPOSITES/ NON-METALLIC MATERIALS


Fountainview



		

		8:00am-5:00pm

		

		9:15am-12:00pm


Non Metallic Materials


2:00pm-4:30pm

		10:15am-5:00pm

		

		

		Non Metallic Materials


8:00am-5:00pm

		

		Non Metallic Materials


8:00am-5:00pm



		CONVENTIONAL MACHINING

Ellwood

		Auditor Conference 8:00am-5:00pm

		

		8:00am-4:45pm

		

		

		10:15am-5:00pm

		

		8:00pm-5:00pm

		

		



		ELASTOMER SEALS


Stoops Ferry

		

		

		8:00am-9:00am

		9:00am-12:00pm


2:00pm-4:30pm

		

		

		

		

		

		



		ELECTRONICS

Brighton 3

		8:00am-12:00pm

		1:00pm-5:00pm

		8:00am-9:00am

		9:00am-4:30pm

		

		10:30am-5:00pm

		

		8:00am-5:00pm

		

		



		HEAT TREATING


Grand Station 2



		8:00am-4:00pm

		HTSTSTG


4:00pm-6:00pm

		

		8:00am-4:30pm

		

		11:00am-12:00pm


Supplier Workshop 


Separate Registration Required


1:00pm-3:00pm



		8:00am-12:00pm

		

		

		



		MATERIALS TESTING


Grand Station 5

		Auditor Conference 8:00am-5:00pm

		

		8:00am-12:00pm

		2:00pm-4:30pm

		

		10:30am-5:00pm

		1:00pm-5:00pm

		8:00am-12:00pm

		

		



		NDT


Grand Station 3&4

		Auditor Conference 8:00am-5:00pm

		

		8:00am-12:00pm 

		1:30pm-4:45pm

		

		10:30am-5:00pm

		

		Supplier Workshop 


“NCR Responses” 


Separate Registration Required


8:00am-12:00pm

1:00pm-5:00pm

		

		



		NMSE

Pointview

		8:00am-12:00pm

		1:00pm-5:00pm

		8:00am-9:00am

		9:20am-4:45pm

		

		10:15am-5:00pm

		

		

		

		



		SEALANT


Stoops Ferry

		Auditor Conference 8:00am-5:00pm

		

		

		

		4:00pm-5:00pm

		10:15am-4:00pm

		

		

		

		



		WELDING


Reflections

		8:00am-5:00pm

		

		

		8:00am-4:45pm

		

		10:15am-5:00pm

		

		

		

		



		Free eQuaLearn Courses

		AS/EN/JISQ 9100 Rev. C


8am-5pm


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com 


EDENBURG

Statistical Process Control

8am-5pm


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com

BRIGHTON 4



		Root Cause Corrective Action


8am-5pm


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com

EDENBURG

How to Prepare for a Nadcap Audit


(Morning Session)


8am-11am


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com

BRIGHTON 4

How to Prepare for a Nadcap Audit


(Afternoon Session)


1:00pm-4:00pm


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com 

BRIGHTON 4

		Contract Review for Aerospace Suppliers


8am-5pm


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com

EDENBURG

Introduction to Aerospace Quality

8am-5pm


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com

BRIGHTON 4



		Heat Treating :Owner – 2 Day Course


(Day 1)


8am-5pm


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com

EDENBURG



		Heat Treating: Owner – 2 Day Course


(Day 2)


8am-5pm


Seating is Limited


Separate Registration Required 


at www,eQuaLearn.com 

EDENBURG







               As of 29-Sep-11
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Nadcap Meeting Facilitation Feedback
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PRI Staff:            [image: image2.wmf]
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Date:
                  [image: image4.wmf]




What parts of the meeting facilitation did you feel were particularly useful?  What went well?

     

What could be done to improve future meetings?  
What didn’t go well?

     

Other Constructive Comments:


     

Note: Attach to meeting minutes.

Meeting Facilitation Guidelines:

· Agenda should be available in advance, reviewed and explained  


· Adequately prepare for the meeting and ensure availability of required resources


· Follow the agenda or be clear when changes to the agenda are taken


· Safety and facility briefing at start – fire evacuation, rest facilities, break and refreshment details


· Electronics briefing at start – turn off or mute mobiles, recording of session not allowed


· Ensure all can be heard, use microphone as needed for room size and number of attendees

· One person should speak and all others should actively listen – avoid side bar discussions


· Clearly identify issues and objectives during the meeting 


· Assist attendees in learning from and understanding each other


· Maintain interest of the participants and the process


· Ensure all participants were given appropriate opportunities to express their views


· Ensure that solutions serve the needs of as many participants as possible


· Communicate respectfully with each other


· Embrace differences in opinions


· Manage conflict effectively 


· Use available time effectively


· Minimized use of abbreviations or explain the meaning


· Be sensitive to different language skills – make good use of visual aids and understanding checks 


Note:  The key guidelines affecting attendees should be reviewed at the beginning of the meeting with notice that all will be asked to provide feedback on what went well and what could be improved.
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