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[bookmark: _Toc76756348]Project procedure
[bookmark: _Toc76756349]Definition of a project
A project for the supply and installation of cabling for data communications networks is an intervention by the contractor’s team, with the aim of setting up infrastructure to meet user needs. This concerns the supply of material and labour.
The official in charge compiles requests for changes to the infrastructure and sends them to the contractor for study and the preparation of a financial estimate.
Project requests must be accompanied by a date of work by the official in charge, indicating the estimated start date for the work, the end date and any constraints (time bands, sensitivity of the premises, etc.).
[bookmark: _Toc76756350]Action priority categories
[bookmark: _Toc76756351]Deadline for submitting estimate
The estimate must be submitted within 10 working days.
In order for an estimate to be accepted, the contractor must send the official in charge a study file in accordance with the estimate submitted.
The study file will include the:
· layout plan for the infrastructure to accommodate the cabling;
· layout plan for the equipment;
· layout plan for the premises relating to the project;
· view of the racks (if any) relating to the project ;
· technical data sheet for the proposed materials (if not specified in the original tender);
· security plan (if requested);
· master schedule;
· miscellaneous (for example inventory photos, samples, the estimate, etc.).
The formal order for a project will enter into effect through the signing of a purchase order by both parties after acceptance of the estimate and its annexes. The official in charge is responsible for the procedure for forwarding the file; a copy of the purchase order signed by both parties shall be given to the contractor before the commencement of work.
[bookmark: _Toc76756352]Performance deadline
Before performance of the work, the contractor must submit the permit to work document to the Council’s Health and Safety Department and have it signed for approval; this document must be in the possession of the team leader at all times on site.
If the work creates sparks (from an angle grinder, etc.), a hot work permit must also be requested.
The performance deadline will begin in accordance with the master schedule sent with the purchase order (hereinafter ‘PO’).
During the period of performance of the contract, the various responsible persons from the contractor and the GSC will meet at regular intervals (at least once a week) to check that the work has been properly done.
At these meetings, any problems will be recorded in the minutes by the official. These minutes will be sent to the persons responsible for approval and will form part of the deliverables to be submitted in the as-built document at the end of the project.
If the deadline for sending the estimate or providing the supplies cannot be met, the project manager must give reasons for the delay by e-mail to the official in charge for approval; this email will accompany the project file in question.
The official in charge may put a project on hold; in this case, the period shall be extended to the date from which the action is resumed by the official in charge.
[bookmark: _Toc76756353]Amendment to the purchase order
In cases duly justified by the nature of the project and always after acceptance by the GSC, the estimate and/or project may be amended and the PO adapted accordingly. The modification of a project PO could, for example, be accepted following a request for additions during an ongoing project or circumstances unforeseeable during the study. In such cases, the GSC will draw up a new PO or amend the PO by means of an addendum. All contractual documents must always be signed by both parties.
If changes considered ‘minor’ by the GSC official in charge are made to the project, the official may decide to have this additional work carried out in the form of TEX, in which case the specific rules for TEX work shall apply to these additions.
[bookmark: _Toc76756354]Deadlines for submitting statements
In order for a project to be approved as ‘completed’, the contractor must send the official in charge the reflectometry of the sockets, modifications to the plans connected with the project (floor, rack, single-line plan, any plan modified by the project), i.e. the as-built documents, in computerised form. The action will be ‘completed’ only after receipt of the documents and acceptance on site.
The statement must reflect the reality of the performance of the project; certain changes compared to the estimate may be permitted, provided that they are justified to the official in charge before performance of the work, or if they relate to a supplementary request from the official. The amount of the statement must correspond to the invoice price for the project.
For hours worked (supervision and labour, not including supply), a breakdown of the hours per day and hours per resource is to be provided.
The statement must be sent to the official in charge within 5 working days of completion of the work.
The official in charge will check the statement and the documents supplied; the statement will be signed and sent to the contractor within 5 working days of its submission, and in the event of non-conformity of the documentation or the statement, the contractor will be asked to submit an amended file.
[bookmark: _Toc76756355]
Invoicing
‘Invoicing pending’ projects must be invoiced; the invoice must be accompanied by the various supporting documents (signed statements, details of hours worked, etc.).
The GSC may, for valid reasons that must be justified to the contractor, refuse an invoice; the contractor will then be asked to reply to the GSC’s requests as soon as possible, considering that the deadline for payment of the invoice will run from the date of receipt of this additional information.

[bookmark: _Toc76756356]TEX procedure
[bookmark: _Toc76756357]Definition of TEX
TEX is an intervention by the contractor’s team with the aim of making relatively minor adjustments to the infrastructure to in order to meet user needs. This also applies to supplies, labour and equipment.
The official in charge compiles requests for changes and forwards them in the form of an official request (a ‘TEX request’).
The data entered are as follows:
· a description of the action (reference);
· the type of work;
· the building;
· the floor/office;
· the name, e-mail address and department of the official in charge of the action;
· the name, e-mail address and department of the person who initiated the action (the official who submitted the request to the cabling department);
· if necessary, the name, e-mail and department of the person responsible for monitoring the action (patching);
· the priority accorded to the action;
· comments.
Requests for action under TEX may receive three priority levels decided by the official in charge (P0, P1 and P2, see point 2.2 below).
For information, the following is the breakdown of the various priorities:
· Priority P0:	10 %
· Priority P1:	80 %
· Priority P2:	10 %
Once the action has been entered in the system, its status is indicated as ‘requested’, an email is sent to the contractor to inform it, as well as the request signed by the official in charge. The deadline for submitting an estimate then starts to run.
[bookmark: _Toc76756358]Action priority categories
1. [bookmark: _Toc76756359]Deadline for submitting an estimate
There are three types of priority. The deadlines for submitting an estimate according to these priorities are as follows:
· Priority P0: No estimate requested; the action must be performed within 3 working days.
· Priority P1: The estimate must be submitted within 3 working days following the request.
· Priority P2: The estimate must be submitted within 5 working days following the request.
After the estimate has been submitted to the official in charge and signed for approval, the status of the action is indicated as ‘in progress’.
If the action (or part thereof) takes place outside ‘normal’ office hours, the official in charge will clearly indicate this in the request so that the contractor can take it into account in its estimate. The deadlines indicated above are of course linked to the nature of the request; an estimate for TEX requiring further study may be granted an extended deadline.

[bookmark: _Toc76756360]Performance deadline
Before execution and for each instance of TEX, the contractor must submit the permit to work document to the Council’s Health and Safety Department and have it signed for approval; this document must be in the possession of the team leader at all times on site.
If the work creates sparks (from an angle grinder, etc.), a hot work permit must also be requested.
TEX work is ordered via a provisional annual purchase order (estimated amount) signed by both parties before the start of each annual period. Since this is an estimated amount, the overall budget of the PO may be revised upwards or downwards during the execution of the TEX work.
The performance deadline begins on the day after the official in charge signs and returns the estimate.
· Priority P0: Action to be carried out within 3 calendar days.
· Priority P1: Action to be carried out within 7 calendar days.
· Priority P2: Action to be carried out within 15 calendar days.
Above an acceptable threshold to be defined between the contractor and the GSC, a request for action as priority P0 may lead to additional time for other requested actions that are considered less urgent; this is at the discretion of the official in charge.
If the deadline for sending the estimate or providing supplies cannot be met, the manager for the TEX must give reasons for the delay by e-mail to the official in charge for approval; this email will accompany the TEX file in question.
Each completed action must be notified to the official in charge, who, after receiving and accepting the documentation (reflectometry of sockets, quality tests (in electronic format) and changes to plans linked to the action (floor, rack or single-line plan or, any other plan modified by the action)), will change the status of the action to ‘completed’.

[bookmark: _Toc76756361]Deadline for submitting statements
The statement must reflect the reality of the performance of the TEX; certain changes compared to the estimate may be permitted, provided that they are justified to the official in charge before performance of the work, or if they relate to a supplementary request from the official during performance of the work. The amount of the statement must correspond to the invoice price for the TEX.
For hours worked (supervision and labour, not including supply), a breakdown of the hours per day and hours per resource must be entered in the contract management system.
The statement must be sent to the official in charge within 5 working days of completion of the work.
The official in charge will check the statement; it will be signed and sent to the contractor; in the event of non-compliance, the contractor will be asked to submit an amended file.
Once the statement has been signed, the status of the action is changed to ‘invoicing pending’.

[bookmark: _Toc76756362]Invoicing
At least once a month, an invoice must be sent for actions bearing the status ‘invoicing pending’; the invoice must be accompanied by the various supporting documents (signed statements, details of hours worked and off-list materials, if applicable).
The GSC may, for valid reasons that must be justified to the contractor, refuse an invoice; the contractor will then be asked to reply to the GSC’s requests as soon as possible, considering that the deadline for payment of the invoice will run from the date of receipt of this additional information.
‘TEX’ purchase orders will be prepared for each type of work (standard cabling, cabling connected with summits or security, etc.); invoices will be prepared by type of purchase order. One invoice may include several instances of TEX.
After acceptance of the invoice by the official in charge, the status of the action changes to ‘closed’.
[bookmark: _Toc76756363]Procedure for interventions
1. [bookmark: _Toc76756364]General provisions
In addition to the procedures set out in the technical specifications, including codes of conduct, any intervention which may generate an alarm must be prepared:
· with prior notification (of at least 24 hours) being provided to the department concerned or to the GSC official in charge;
· before the intervention, a telephone call must be made to the GSC official in charge;
· after the intervention, a telephone call must be made to the GSC official in charge, to announce the end of the work and to check the proper functioning of the whole.

Any action involving interruption or derogation will be carried out in collaboration with the IT department and the GSC official in charge; the contractor will not be authorised to carry out these actions.
[bookmark: _Toc76756365]Interventions in a server room or data centre / Compulsory training
At the beginning of the contract, the GSC will organise compulsory training for all staff who are likely to work in the server rooms. The access, security and safety procedures will be explained in detail.
This training is essential for obtaining access authorisation.
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