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6.1 Permanent documents

6.1.1 Manuals (Pe)
All services under this contract are governed by the specific methods and procedures
incorporated in the Manuals.

6.1.1.1 Maintenance Manual
This manual must set out:

- The Maintenance Strategy
- The Maintenance Methodology
- The Maintenance Plan
- The Maintenance Schedule and Related Tasks

It shall also contain all the documentation necessary for the proper
performance of the maintenance services, including:

- Item identification sheets
- Functional analyses of items
- Instructions for operating goods or systems
- Item maintenance files
- Maintenance procedures
- Maintenance instructions
- Item location plan
- Block diagrams of installations and systems
- etc.

This document must be supplied by the CONTRACTOR at the end of the Start-up
and Operating Period

6.1.1.2 Operating Manual
This manual must set out:

- The Applied Methodology
- The Operating Procedures and Instructions
- The Call-out Procedure
- The Instructions provided by Parliament’s representatives

It shall also contain all the documentation necessary for the proper provision of the
operational services.

This document must be supplied by the CONTRACTOR at the end of the Start-up
and Operating Period

6.1.1.3 Plan Library Manual
This manual must set out:

- The Applied Methodology for Document Creation and Management
- The Plan Library Procedures
- The Technical Graphical Chart and its libraries

It shall also contain:
- The Plan Library Instructions

These are the instructions concerning the technical documentation
provided by European Parliament.

- Documentary recommendations
These are the instructions for documentation concerning the creation or
updating of documents and ensuring consistency between the documents
supplied and existing documents.
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They include a list of expected elements, instructions concerning
documents, the graphical chart to be applied, the object libraries required,
etc.

- The Documentation Index
which lists all the existing documents. It shall be a computerised list in
which documents can be searched for on the basis of multiple criteria. It
shall be kept up to date in real time and permanently accessible online.

- The Document Monitoring Register
Computer-based and updated in real time, this register shall contain all the
elements necessary to monitor incoming and outgoing documents and any
modifications and revisions made.

This document must be supplied by the CONTRACTOR at the end of the Start-up
and Operating Period

6.1.1.4 Compliance Monitoring Manual
This manual must set out:

- The Applied Methodology
- The Compliance Monitoring Procedures

It shall also contain all the documentation issued in the context of compliance
monitoring or enabling actions in this field to be monitored.

This document must be supplied by the CONTRACTOR at the end of the Start-up
and Operating Period

6.1.1.5 Technology Monitoring Manual
This manual must set out:

- The Applied Methodology
- The Technology Monitoring Procedures

It will also contain all the documents issued in the context of technology
monitoring or enabling actions in this field to be monitored.

This document must be supplied by the CONTRACTOR at the end of the Start-up
and Operating Period

6.1.2 Initial inventory of fixtures
The inventory is the reference document concerning the state of equipment and systems.
It is defined in the Special Administrative Provisions and Specifications.
The content of this document, drawn up in the presence of both parties at the start of the
contract, will not change.

6.1.3 Agreements with subcontractors
Upon request, the CONTRACTOR shall forward a copy of the subcontracts which it has
concluded in the context of the contract.
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Other permanent documents

6.1.3.1 List of items (Pe)

The CONTRACTOR shall maintain a permanently updated list of items which are
the subject of this contract. The list shall include:

- A definition of the item
- Its make, type and models
- Its geographic location
- The date on which it was commissioned
- The warranty expiry date, where applicable
- The installer
- Its main technical features
- The list of component parts
- etc.

It shall contain links to technical documents and procedures or instructions
concerning the item, and, for items handed over to the CONTRACTOR during the
contract, links to the Equipment acceptance reports and Equipment handover
reports.

That list shall be kept in electronic form via the CMMS. Linked documents shall
also be incorporated in electronic form.

6.1.3.2 List of items entrusted to the CONTRACTOR (Pe)

The CONTRACTOR will keep a permanently updated inventory of items entrusted
to it by Parliament.

That inventory shall differentiate between the various items used in the context of
operating specific tools dedicated to the services and shall indicate the position and
location of each of them.
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6.2 Periodic documents

6.2.1 Administrative documents to be produced annually
These supporting documents must be provided and/or updated before each renewal of
the contract. Their production is required in accordance with the terms and conditions of
the contract:

- Bank guarantees
- Insurance policy

6.2.2 Annual Prevention Plan (A)

The CONTRACTOR shall draw up the Annual Prevention Plan in collaboration with
Parliament’s representative and submit it to Parliament for validation.
Such prevention plan will comply with the applicable regulations, in particular the
provisions of Articles R4512-6 to 12 of the Labour Code and the order of 19 March 1993.

It shall indicate specific and detailed planned measures for incorporating security both in
defining the work practices and in the different phases of performing the work with regard
to the main risks faced by staff.

Throughout the term of the contract, the CONTRACTOR shall ensure, in coordination
with Parliament’s representative, that the Annual Prevention Plan is perfectly suited to the
conditions of performance of the service.

The Annual Prevention Plan shall be updated as often as necessary. It will be redrafted
every year and submitted to Parliament’s representative by the first day of the annual
period to which it relates.

6.2.3 Annual Installations Report (A)
An Annual Installations Report shall be provided for each of the buildings, divided into
three sections.

The first section shall provide, for each of the technical lots under this contract, the
following information, separately for each equipment item where necessary:

- Description and location
- Effective technical state
- Maintainability
- Useful life
- Statistical summary of failures
- Modifications made
- Proposed amendments

o Specific recommendations
o Technological monitoring
o Regulatory surveillance
o etc.

- Effective cost of maintenance

The second section shall comprise the measures which the CONTRACTOR
recommends with a view to improving the items in terms of reliability and
maintainability or increasing their useful life.

The third section shall comprise a provisional schedule for levels 4 and 5 operational
maintenance over the lifetime of the items and a provisional schedule for replacing
items at the end of their life.
This schedule shall take into account all the operations provided for in the
Maintenance Plan, as well as those that have been carried out.
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The Annual Installations Report shall be submitted by the CONTRACTOR in the month
following the annual period concerned.

6.2.4 Annual Document Management Report (A)
This report shall contain documents concerning:

- Documentary activities in the previous year
- The measures implemented
- The state of the document collection

These elements shall be broken down on a quantitative, qualitative and statistical basis.

The report will be submitted by the CONTRACTOR in the month following the annual
period concerned.

6.2.5 Annual activity report (A)
This report shall contain consolidated information from the Monthly Activity Reports and
provide statistical and qualitative analyses of the services and events of the past year
and a quantitative annual valuation of the services.

The report shall be submitted by the CONTRACTOR in the month following the annual
period concerned.

6.2.6 Monthly Activity Report (M)
The Monthly Activity Report is divided into three sections.

The first section will contain the indicators for monitoring the services.

The second section provides details relating to these indicators and the elements
required to support them.

The third section must include for the period in question:

- The CONTRACTOR’s Operational Establishment Plan
- A Monthly Presence Summary
- An operations report (taking into account the Maintenance Plan, the Maintenance

Schedule and the operations actually carried out).
- A list of rescheduled planned maintenance operations, either brought forward or

delayed, and corresponding explanations and justifications
- Pertinent facts
- Incident monitoring
- The situation as regards non-contractual services, and the related schedule
- The information produced as a result of the compliance and technology

monitoring, where applicable
- The measures implemented and the parts used

This monthly report shall be provided by the CONTRACTOR during the first week of the
month following the month it relates to.

6.2.7 Weekly Activity Report (H)
The Weekly Activity Report shall provide information concerning activities in the
preceding week and the necessary support elements.

- A list of operations performed
- A summary of call-out incidents
- A summary of incidents and pertinent facts
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- A Presence Report for the preceding week
- etc.

This report shall be provided on a weekly basis by the CONTRACTOR within two working
days following the week to which it relates.

6.2.8 Monthly activity and presence forecast (M)
The Monthly Activity Forecast shall provide for the month ahead the maintenance and
operational activity programme and forecasts for staff presence on site.

It contains for the month ahead:

- The Schedule of Maintenance Teams
- A detailed list of maintenance operations impacting the functioning of systems
- Staff presence forecasts
- A list and programme of training measures planned for the Contractor’s staff

It will also contain any exceptional event and, where appropriate, a justification for staff
absences.

This monthly forecast shall be provided by the CONTRACTOR on the first working day of
the week preceding the month to which it relates. It will be submitted up to date and
resubmitted during the period concerned in the event of any notable modification to the
forecasts.

6.2.9 Monthly presence summary (M)
The Monthly Presence Summary shall cover all the information from the weekly presence
reports for the month in question.

It shall provide a comparison of the number of hours worked with those corresponding to
the Minimum Functional Establishment Plan for the period in question, indicating for each
day worked whether the minimum averages were complied with.

It also contains, where applicable, a justification for staff absences.

This summary is provided on a monthly basis by the CONTRACTOR during the first week
of the month following the month to which it relates. It may be incorporated into the
Monthly Activity Report.

6.2.10 Weekly presence report (W)
The Weekly Presence Report shall provide, for the preceding week, details of the times
the CONTRACTOR’S staff were present and the hours actually worked.

It also contains, where applicable, a justification for staff absences.

This report is supplied on a weekly basis by the CONTRACTOR in the first two days
following the week to which it relates. It may be incorporated into the Weekly Activity
Report.
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6.3 Ad hoc documents

6.3.1 Consignment notes (Po)
Any consignment:

- concerning a strategic item
- subject to regulatory requirements
- having an impact on the safety of items or people
- having an impact on the operation of Parliament’s services or staff working

conditions

shall be the subject of a consignment request using a predefined form. This request shall
be submitted to Parliament’s representative for approval. It shall include a complete list of
impacts on security and Parliament’s services. These impacts shall be specified by the
CONTRACTOR.

6.3.2 Incident report (Po)
This document shall be systematically issued by the CONTRACTOR following any
incident either affecting a strategic item or having an effective impact on security,
property, people or the operation of Parliament’s services.

It must contain all information on:

- The item in question
- The origin, causes and circumstances of the incident
- The responsibility for the incident
- The protective measures taken
- The impact on security, property and people
- The unavailability of the item
- Repair operations carried out or planned
- Responsibility for repairs
- The existence of a declaration with the CONTRACTOR’s insurance
- The individuals notified of the incident
etc.
Its content may be amended in response to feedback.

6.3.3 On-call report (Po)
This document shall be issued systematically by the CONTRACTOR following any
attendance by on-call staff.

It must contain all information on:

- The item in question
- The origin, causes and circumstances of the incident
- The operators concerned
- The intervention procedures
- The measures taken
- Whether the item is returned to service or is unavailable
- The individuals notified of the incident

It shall not exempt the CONTRACTOR from recording the intervention concerned in the
CMMS tool, nor from producing an Incident Report, where necessary.
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6.4 Technical documents
The technical documentation managed by the CONTRACTOR in accordance with the terms
of Article 2.5 of the SAPS shall comprise the documents listed below.

The technical documentation shall be managed and monitored in accordance with the
procedures and instructions set out in the Plan Library Manual.

6.4.1 Work completion files
These documents shall be provided by the equipment installers or suppliers concerned.

The CONTRACTOR shall be responsible for the monitoring and management of these
documents. He shall bring to the attention of Parliament’s representative any missing
document.

6.4.2 Subsequent works files
These documents shall be provided by the equipment installers or suppliers concerned.

The CONTRACTOR shall be responsible for the monitoring and management of these
documents. He shall bring to the attention of Parliament’s representative any missing
document.

6.4.3 Manufacturer maintenance files
These documents shall be provided by the equipment installers or suppliers concerned.

The CONTRACTOR shall be responsible for the monitoring and continuous updating of
these files. He shall also be responsible for obtaining the necessary documents and
information from manufacturers, retailers or installers.

6.4.4 Equipment plans and diagrams
These plans or diagrams relate directly to the equipment making up the systems in place.
They are initially provided by the installers or manufacturers of the equipment concerned.

The CONTRACTOR shall be responsible for the management and monitoring of these
documents. He shall bring to the attention of Parliament’s representative any missing
document, and take the action required to obtain them from the installers or manufacturer
concerned.

6.4.5 Block diagrams of installations
One or more block diagrams of the installations is/are drawn up for each technical lot.

These documents are drawn up in AutoCAD® format, in accordance with the Graphical
Chart and the instructions laid down in the Plan Library Manual.

The CONTRACTOR shall be responsible for monitoring and continuous updating of these
plans on the basis of his findings or information provided to him. If such plans do not yet
exist, he shall be required to create them.

6.4.6 Equipment layout and action plans (based on Xref)
Equipment layout plans are to be drawn up by floor and by building for each technical lot.
Where such equipment covers a specific area, the corresponding area shall be identified
on the plan.
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Where these plans are drawn up on the basis of architectural plans, they will use the
external architectural references (Xref AutoCAD) made available to the CONTRACTOR
by the European Parliament.

These documents are drawn up in AutoCAD® format, in accordance with the Graphical
Chart and the instructions laid down in the Plan Library Manual.

The CONTRACTOR is responsible for monitoring and continuously updating these plans
on the basis of its findings or information provided to it. The CONTRACTOR does not
update the external references made available. If such plans do not yet exist, he shall be
required to create them.

6.4.7 Cable and conduit routing plans
Cable and conduit routing plans are to be drawn up by floor and by building for each
technical lot.

Where these plans are drawn up on the basis of architectural plans, they will use the
external architectural references (Xref AutoCAD) made available to the CONTRACTOR
by the European Parliament.

These documents are drawn up in AutoCAD® format, in accordance with the Graphical
Chart and the instructions laid down in the Plan Library Manual.

The CONTRACTOR is responsible for monitoring and continuously updating these plans
on the basis of its findings or information provided to it. The CONTRACTOR does not
update the external references made available. If such plans do not yet exist, he shall be
required to create them.


