	

	<<CONTRACT REFERENCE>>

KICK OFF MEETING MINUTES
	



	Contractor:


	Specification Number:


	Short Description:


	Date:



	Attendees - ITER / Contractor / (Third Parties) :  


	Copy To:



	The KOM MOM shall be signed by the Contractor and ITER Representative and logged accordingly.



	DESCRIPTION
	Responsible

	1. General Topics

	a) Meeting Safety induction (safety moment)
	PRO

	b) Introduction of attendees (names and responsibilities)
	All

	c) Purpose of Meeting, ITER Project presentation, progress status and organization
	PRO

	d) Contractor presentation, Contractor Project Organization
	Contractor

	e) Communication rules and matrix both ways:

Contact names, telephone numbers, email addresses, offices and workshops addresses for main Contractor and sub-Contractor…
	PRO

	f) Lessons learnt applicable to the PO 
	All

	2. Contract 

	a) Contract acknowledged as per Terms and Conditions
	PRO

	b) Review of Contract, confirmation of the Contract scope of supply and requirements
(Open to Contract and check each clause to ensure full understanding)
	PRO

	c) Contractor confirms understanding of the specific requirements:
i) PE/NPE requirements
ii) Background Intellectual Property and Generated Intellectual Property 

	PRO/CRO

	d) Contractor confirms receipt of all PO applicable documents at the latest revision and at the appropriate approval status
	Contractor

	e) Review of specific requirements related to:

· Bank Guarantee, Performance bond, Advance Payment Bond, First Demand Guarantee, , Bid Bong Guarantee
· Warranty period (and Warranty Guarantee if applicable)
· Invoicing and  Payment terms and milestone definitions 

· Start up, commissioning and Operational Spare parts,

· Liquidated Damages and Delivery performance
	PRO

	3. Planning and Progress 

	a) Contractor Progress Reporting: frequency, format  and requirements

Status of the Contractor documents to be enclosed.
	CRO

	b) Progress Measurement

· Review of Contractor progress calculation and reporting

· Request for pictures in the Contractor Progress Reporting showing the actual progress
	CRO

	4. Engineering Phase

	a) Contractor confirms that all specifications and data sheets have been reviewed
	Contractor

	b) Contractor confirms full understanding of documentation and approval requirements
	CRO/ Contractor

	c) Purpose and approval process of the Project Change Management Process 
	CRO/ Contractor

	d) Purpose and approval process of the Non Conformance – Root cause analysis to be performed systematically.
	CRO/ Contractor / QA

	5. Documentation Management – IDM 

	a) Review Documentation Requirement associated to the package
	CRO

	b) Review of Contractor Documentation submission and review system
	CRO

	6. Certification 

	a) Certification requirements (review and endorsement before equipment/service to be released)
	CRO

	b) 
	

	7. Quality Control – Inspection

	a) Quality Control Plan requirements
	CRO / QC

	b) Testing procedures, Operators qualifications, Certificates (Materials, lifting, and Hazardous area), Records, Traceability
	CRO / QC

	c) Inspection Hold and Witness points
	CRO / QC

	d) Inspection notifications (inspection requirements, notice periods, frequency, inspection location(s))
	CRO / QC

	e) Outstanding Working List process
	CRO / QC

	f) Release for Delivery
	CRO / QC

	8. Quality Assurance / Health, Safety, Security & Environment

	a) Quality Assurance, qualification of Contractor / Sub-Contractors, audits requirements
	CRO / QA

	b) Review of Contractors Quality Assurance Plan
	CRO / QA

	c) Health Safety Security Environment (HSSE) requirements
	HSSE

	d) PIC/ PIA requirements
	CRO / HSSE

	e) PE / NPE requirements
	CRO / HSSE

	f) Contractor confirms he is aware of Company commitment to HSSE, of site access HSSE requirement and if relevant to Nuclear Site HSSE specific requirements
	HSSE/

Contractor

	g) Contractor formal HSSE policy / Safety records and statistics
	HSSE/

Contractor

	h) Site Access 
	CRO / SRO

	9. Logistics

	a) Packing and Marking according to Packing, Marking and Shipping Specification requirements
	CRO / LOG

	b) Delivery terms according to the Contract Incoterms
	CRO / LOG

	c) Freight Forwarder contact
	LOG

	d) Shipping documents requirements (e.g. packing list, certificate of origin, Proforma invoice)
	LOG

	10. Miscellaneous

	
	


	Signed:

Date: 

ITER authorized Representative: 


	Signed:

Date:

Contractor authorized Representative: 
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