Tool Kick-off Meeting 



Purpose: Vendors awarded new tooling or EC contracts shall complete a mold design. Upon submission, a tooling kick-off meeting is scheduled at Metro Plastics Technologies, LLC. to do a preliminary tool review before the actual tool construction begins. The review consists of information supplied in the mold design order, prints, specifications, and all correspondence.

Scope: Provide structure for those Team Members that shall be involved with the Tool Kick off process. 
1.
The Tool Kick-off Meeting is the responsibility of the Project Manager.

2.
A memo/email invite shall go out to the following parties, informing them of date, time, and place of the meeting.
3. 
Those in attendance shall consist of: 
a. VP of Engineering 

b. Project Manager
c. Tooling Engineer

d. Product Designer (when applicable)
e. Tool Room Manager
3. The Project Manager, VP of Engineering or President may facilitate this meeting.

4. A thorough review of the part drawing and customer requirements shall occur.

5. Suggestions for improvement or change will be noted and incorporated in the customer’s preliminary mold design.

6. Secondary equipment and auxiliary equipment needed to produce a finished product shall also be reviewed and orders placed.

7.
Meeting concludes with a review of action items and changes, responsibilities, and project timing. 
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