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Minutes of Meeting

	Date
	07.04.2019

	Time
	09:00 am – 11:00 am

	Venue
	ICIEC – Building #3

	Subject
	ICIEC Project | Kick-off Meeting 

	Contact
	Name
	Laisan Mobaideen

	
	Email
	l.mobaideen@eskadenia.com



Attendees

	Company
	Attendee
	Title

	ICIEC
	Mr. Mohamud Khalif
	Acting CEO and Acting Director Underwriting / Manager Insurance Operations, Sovereign Risks

	ICIEC
	Mr. Mohamad El Sayed
	Finance & IT / Manager IT, Project Manager

	ICIEC
	Mr. Ahmed Arbee
	Finance & IT / Finance – Acting Director

	ICIEC
	Mr. Reyaz Ahmed Wani
	Finance & IT / IT

	ICIEC
	Mr. Suleiman Abutayeh
	Finance & IT / Manager Finance 

	ICIEC
	Mr. Dhirendra Kumar Das
	Finance & IT / IT

	ICIEC
	Mr. Irfan Arshad Arshad
	Business Development / ASIA Region

	ICIEC
	Mr. Rony Azar
	Business Development / ASIA Region

	ICIEC
	Ms. Sabah Al - Harbi
	Business Development / MENA Region

	ICIEC
	Mr. Bessem Soua
	Business Development / Manager SSAE Region

	ICIEC
	Mr. Oguz Aktuna
	Business Development / SSAE Region

	ICIEC
	Mr. Salih Suwarelzahab
	Legal / Claims & Recovery

	ICIEC
	Mr. Mohd Ferdaus Mohd Khasim
	Re-Insurance 

	ICIEC
	Mr. Lotfi Zairi
	Risk Management - Manager

	ICIEC
	Mr. Tauhidur Rahman
	Risk Management

	ICIEC
	Mr. Faisal Bahmaid
	Underwriting /Insurance Operations, Commercial Risks

	ICIEC
	Mr. Haitham Rehaimi
	Underwriting /Insurance Operations, Commercial Risks

	ICIEC
	Mr. Shoaib Nawaz
	Underwriting /Insurance Operations, Commercial Risks

	ICIEC
	Ms. Teif Aldoairem
	Underwriting /Insurance Operations, Commercial Risks

	ICIEC
	Mr. Wael Makki
	Underwriting /Insurance Operations, Commercial Risks

	ICIEC
	Mr. Bakari Kolley
	Underwriting / Insurance Operations, Sovereign Risks

	ICIEC
	Mr. Moataz Zawam
	Underwriting / Insurance Operations, Sovereign Risks

	ICIEC
	Mr. Raphael Fofana
	Underwriting / Insurance Operations, Sovereign Risks

	ICIEC
	Mr. Hussain Alseid Omar
	Underwriting / Support Manager

	ESKADENIA
	Ms. Laisan Mobaideen
	Project Manager

	ESKADENIA
	Mr. Mohammad Amoudi 
	Insurance Business Unit Manager

	ESKADENIA
	Mr. Radwan Al-Jundi
	Credit Product Manager



Objective
· Officially announce the project is underway.
· Showcase the project lifecycle and the expectations per each phase.
· Review the updated project charter | with Mohamad El-Sayed
· Review the project schedule | with Mohamad El-Sayed
Minutes of meeting
· Welcoming note by Mr. Mohamad El-Sayed introducing the teams from both ICIEC & ESKADENIA sides.
· ESKADENIA PM along with Mr. Mohamad El-Sayed emphasized the importance of this project as being part of ICIEC’s digital transformation strategic objective which needs efficient collaboration & coordination between both parties.
· Showcase the project schedule, phases, deliverables and activities.
· Showcase the project key milestones.
· Share the on-site visit schedule & the agenda for the 1st two weeks of requirements gathering & gap analysis sessions. 
· High-level discussion of the updated project charter with Mr. Mohamad Al-Sayed.
· Discuss the Project Risks with Mr. Mohamad El-Sayed: 
	Risks
	Impact 
	 Preventive Action

	Delay in reaching a final/ consolidated gap scope document agreed by ICIEC team which will impact the development and delivery phase, because the number of members from ICIEC side who will provide the requirements is high and each might provide the gap as per his/ her own perspective
	High 
	* To have a representative | key business owner | from each ICIEC department to provide one consolidated document that presents the needed requirements.
* Each representative from ICIEC to coordinate internally with the remaining business users in order to set the needed requirements
* ESKADENIA will suggest the best process practices based on its experience in the Insurance Industry   

	Changing on the approved gap scope documents 
	High 
	* Changes to the scope - not covered under the SoW - be implemented in CR orders post going live

	 Delay in issuing KSA invitation letters for ESKA resources which might impact the project on-site activities.
Delay in issuing KSA visa for ESKADENIA employees. 
Master Agreement 10.4 “ESKADENIA will be fully responsible for obtaining visas for entry to and exit from the Kingdom of Saudi Arabia for the Personnel, and where applicable for their dependents, and such licenses and permits as may be necessary. Nevertheless, ICIEC shall, upon request by ESKADENIA, provide all reasonable assistance and support to facilitate obtaining of such visas and permits”
	High
	· Prepare for the onsite activities ahead.
· Find alternatives for the resources (from both sides)/ or if the activities can be done offsite.
· Keep the other party informed with the progress of issuing the invitation letters & the visa’s.


	Delay in getting ICIEC setup & migration data ready
	High 
	* Full cooperation from ICIEC side in terms of providing the setup data required for running the systems.

	Not be able to meet the project Go-Live announcement date per each phase.
	High 
	* Proper allocation of resources from both parties.
* Full cooperation between ICIEC & ESKADENIA
* Based on the actual effort estimate needed to deliver the gap per system, the impact on the schedule must be communicated and agreed between both parties

	ICIEC key resource/ key player leaving the project without handing over the activities to another resource and without informing ESKA with the change might impact the activities due dates.
	Medium 
	* Managing and monitoring the resources assigned to the projects.
* Keep the resources aware ahead of time of the project activities agreed between both parties.
* Keep the other party informed and aware ahead of the resource change


· Lessons learned from previous projects:
· To keep all parties notified with the changing on the plan from both sides and to prepare for the onsite visits ahead.
· ESKADENIA recommends having one key ICIEC representative from each line of business to have the communication with ICIEC & requirements definition more focused and clear and to avoid scope creep.

· The project charter was signed by Mr. Mohammad El-Sayed on 11.04.2019.
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