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1.
ORDER & SPECIFICATION REVIEW
1.1
Establish exactly what is being purchased and fabricated by the Vendor, the reference descriptions and tag numbers, and type of anchorage and refractory material.

1.2.1
Obtain list of all the drawings.  Confirm which are the latest revisions and ensure approval is given.  Also confirm that Vendor will be constructing in accordance with these.

1.2.2
Obtain list of all the specifications.  Confirm which are the latest revisions and ensure approval is given.  Also confirm that Vendor will be constructing in accordance with these.

1.2.3
Obtain list of all the requisitions.  Confirm which are the latest revisions and ensure approval is given.  Also confirm that Vendor will be constructing in accordance with these.

1.3
Highlight any obvious contradictions between drawings, specifications and requisitions, and if it cannot be resolved immediately, this should be minuted as an Action Item.

1.4
Are there any special requirements over and above specifications and drawings, which have come in as a late arrival?  If so, document accordingly, giving reasons.

1.5
(Covered in 1.1).  1.4 above could influence this.

2.
VENDOR EXCEPTIONS
2.1
Is there anything that the Vendor or the sub-Vendor feels he cannot do/perform/ fabricate as per the purchase order requirements?  If so, highlight and minute as an Action Item.

3.
SUB-ORDERED ITEMS
3.1
If Vendor has placed sub-orders on those items requiring inspection, establish quantities, venue of inspection, and possibly highlight and minute requesting whether inspection is required if not already established (ie refractory material).

4.
MANUFACTURING/FABRICATION
4.1
Verify the exact venues of all the fabrication and inspection - these could differ.

4.2
Vendor should put forward a proposed fabrication schedule and programme, indicating completion and when QUARTIS can perform the inspection.

4.3 Confirm when (if applicable) qualification of operatives can be performed.
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4.4
Detailed refractory installation procedures are required from the contractor, and when working for EEEL, these will be reviewed and approved by the Owner and/or the engineering contractor - NOT, unless otherwise specified, QUARTIS.

4.5
If there is any relevant documentation or drawings not included in our package from EEEL, ensure that we have either a copy or access to these.

4.6
Ensure the working area complies with temperature requirements of relevant specification, and confirm responsibility for craneage and lifting when sub-contractor is working in Vendor's workshop.

5.
EXAMINATION AND TESTING
5.1
If we are not in 100% residency, it should be established with the Vendor exactly what QUARTIS' scope should cover and when these dates should be.

5.2
Inform all parties present at the PIM of what QUARTIS will perform during their inspection.

5.3
With regard to operator qualification, discuss and confirm necessity of satisfactory test results prior to work commencement.

5.4
As-installed samples - confirm what the requirement of the taking of samples is, and the amount of samples to be sent for testing.

5.5
Ensure that adequate access is available for QUARTIS inspection.

5.6
Request affirmation from the Vendor that he has his own QA/QC, and he himself is responsible for the quality, notwithstanding the inspection.

5.7
Explain how the Release/Rejection Notices work when those parties present are not familiar with such.

6.
MEETING SUMMARY
6.1
Discuss the notes you have made arising from the meeting, and agree on key points and Action Items.

GENERAL
1.
By obtaining the above information on the agenda points, a PIM report can readily be compiled.  The first course of action is to advise the office of action points, and to which parties these action points relate, so that a PIM Action Fax can be sent.

2.
Obtain the full name and title of all the attendees at the meeting.

3.
If PIM takes place in close proximity to work commencement, Action Fax and report should give a deadline for action items to be resolved.  To commence work with incorrect documentation and/or unconfirmed responses will result in a Rejection Notice being served.
