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1. Purpose and scope

The purpose of the present document is to establish a unified procedure of work in the technical archive storages of HPP Technical management in Riga HPP, Ķegums HPP and Pļaviņas HPP. 

The document applies to all the employees of Latvenergo AS, as well as to other legal entities or physical persons who submit or search for the documents in the technical archives of HPP. 

2. Related documents


The technical archives of HPP Technical management in their work shall comply with the Law of the Republic of Latvia and other state legislation in force applicable to the accumulation, inventory and preservation of archive documents of legal entities:
· Archive Law;

· Electronic documents Law;

· Construction Law;

· Regulations regarding records and archives management (Cabinet Regulations No.748);

· Latvian energy standard LEK 002 “Technical requirements for Electrical equipment operation and maintenance” (requirements for technical and operational documentation) etc.
· NPO66 "Rules for technical archive of the HPP Technical management unit"
3. Explanation of the terms used in the procedure:
Archive - technical archive of the HPP Technical management unit
Technical documentation - all kind of documentation, both in hard and soft copies, that has been handed over to the archive, including: technical designs; as-built documentation; reports; drawings; maps (topographic) etc.  
File – within the scope of this procedure it is a set of documents arranged in a particular order or hards copy of a separate document about some issue, work, transaction, or subject that are included in one binder. For example, if a technical design consists of several volumes, each separately bound volume is “a file”; also a separately bound report is “a file”. 
Soft copy of the File – is an electronic copy of a hard copy of the document saved in pdf format that is informatively identical to the original hard copy of the document
E-document – an electronic document signed with a secure signature and processed in accordance with the requirements for processing the documents defined in regulatory enactments. 
Project manager Project manager of Latvenergo AS Generation project group or employee of Latvenergo AS appointed according to appropriate procedures, who is responsible for the performance of particular works. 
Person in charge for the work of technical archive - employee of Latvenergo AS, who is familiar with the work of technical archive and who ensures the accumulation, search, registration and  storage of technical documentation.
Employee - employee of Latvenergo AS.
Contractor – legal entity or physical person providing services to Latvenergo AS.
File exchange resource – IT resource owned by Latvenergo AS (https://ftpprod.latvenergo.lv) that provides a secure exchange of information between the user and the server by using HTTPS connection. The resource is used to exchange the files between the Contractor, project manager and the person in charge for the work of technical archive.
T drive – Latvenergo AS network drive at T address: My Computer => Tehniskais arhīvs (T:), where users have access to information system of HPP technical archive (documentation records, systematisation, metadata reference system, electronic documents etc)
User – a person (project manager, employees, contractor, person in charge for work of the technical archive) who shall provide access to the file exchange resource.
ELDIS - electronic document management system of Latvenergo AS.

BIS – Building information system.

4. Procedure for technical documentation formatting
4.1. Technical documentation submission form
4.1.1. The original technical documentation – with necessary approvals, stamps and signatures – in soft and hard copies is submitted to the archive.
4.1.2. Hard copy of the File shall be submitted to the archive in 1 (one) copy and in addition it is required to submit soft copy as well.
4.1.3. Soft copy of the File shall be informatively identical to the original of hard copy (for example, if there is 1 volume of Technical Design in print-out there is 1 electronic file accordingly, if there are 5 volumes there shall be 5 files in soft copy accordingly). In case it is difficult or impossible to scan the whole file as one, soft copy file is made of several PDF files. 
4.1.4. E-documents submitted in soft copy shall be signed with secure electronic signature as well as documents in electronic systems (ELDIS, BIS, etc.) (construction plans, diagnostic measurements of technological equipment, inspections, etc.)

4.1.5. The Project Manager is responsible for documentation content, necessary approvals and signatures, including secure electronic signature.
4.2. Formatting of technical documentation to be submitted hard copy:
4.2.1. Hard copy of the File shall be submitted to the archive:

4.2.1.1. book-bound in spiral coil or laminated, but it shall not be bound in hard cover folders;
4.2.1.2. if the file is compiled of great number large sized drawings only, they can be submitted unbound, in standard A4 format archive boxes, and they shall be classified; 
4.2.1.3. metal clips and brackets shall be removed from all the documents in the file (except for the documents originally bound or sewn);
4.2.2. the file must not contain more than 250 pages or exceed the thickness of 4 cm.
4.2.3. when preparing a cover of a file, the following shall be specified (Annex 2):
4.2.3.1. full official name of the employer;
4.2.3.2. full official name of the contractor;
4.2.3.3. title of the file (name of the contract work);
4.2.3.4. contract number and date of conclusion;
4.2.3.5. the year when the file was created;
4.2.3.6. place the file was created;

4.2.4. all pages of the file shall be numbered:

4.2.4.1. if the file has been already numbered electronically the leave the existing numbering, if there is no numbering or it does not correspond to the amount of pages, then the pages shall be numbered in the upper right corner;
4.2.4.2. if the documents bound in the file have their own numbering, it can be retained if it corresponds with the position of pages in the file;
4.2.4.3. a page of any format with one side bound shall be numbered as one page;
4.2.4.4. a table of contents shall be made for documents in the file, specifying:
4.2.4.5. the list of all parts, sections of the file and all the documents included in the file (drawings, schemes, diagrams etc.), the title of each document in the file shall be concise and shall have respective page numbers;
4.2.4.6. if a bulky technical documentation is compiled in several volumes the index of the document structure shall be made.
4.3. Preparation and submission of technical documentation soft copy
4.3.1. E-documents signed with secure electronic signature and complying with other requirements laid down in regulatory enactments, shall be submitted to the archive by using  file exchange resource (https://ftpprod.latvenergo.lv) or within the company, by using corporate disk folder (K:\HESTVF\HES_TD\02_Arhivs).
4.3.2. In order to ensure that the Contractor has access to the file exchange resource for submission of e-documents the project manager shall make an application in application management system BURA or call Help Service. In the application he shall specify the users (persons who must have access to the file exchange resource: project manager, employee or Contractor) and the following information: name, surname; contact details: rights to be provided (read, write); approximate quantity of data required to be stored; retention period. Upon receipt of an application, an account shall be created, and necessary user right shall be granted. After expiration date, the Contractor's account will be blocked, the file exchange resource deleted. This will happen when the person in charge for the work of the technical archive has copied all the necessary information on the T drive and has approved it in the application management system BURA.
4.3.3. E-documents/ soft copy of the File shall be submitted in PDF format with text marking and searching function (searchable PDF) so that the document informatively corresponds to the original. The exception may be documents originally bound in the file (catalogues, booklets, manufacturer’s certificate of registration etc.) that may not be scanned in a PDF format, as well as electronically signed documents which are not authorised for further processing; 

4.3.4. all graphic materials (drawings, schemes, layouts) are submitted in a PDF format and in their original format (AutoCad, VISIO, etc.), and the document type shall be specified in the Deed for handing over of the technical documentation to the HPP technical archive (Annex 1), unless specified otherwise between the employer and the contractor at the concluding of the contract; 
4.3.5. a table of contents of documentation shall be made in accordance with 4.2.5;
4.3.6. special programmes or data bases for the maintenance of equipment
 and systems shall be submitted to the employees responsible for it and not to the technical archive.
5. Procedure for technical document submission to the archive
5.1. If the contract has been concluded with Latvenergo AS on the performance of works or provision of consulting services to the Generation division and the project is being managed by Latvenergo AS personnel, the project manager shall submit technical documentation to the technical archive prepared in accordance with Clauses 1-4 of the procedure for the formatting of technical documentation. 

5.2. If the contract has been concluded with Latvenergo AS on the performance of works or provision of consulting services to the Generation division and the project is being managed by a third party, the project manager of Latvenergo AS shall, together with the project manager of the relevant third party, submit documents to the technical archive prepared in accordance with Clauses 1-4 of the procedure for the formatting of technical documentation. 

5.3. Technical documentation shall be submitted to the technical archive with a Deed. The Project manager shall prepare the draft deed in word file (Annex No. 1) and submits electronically to the person in charge for the work of the technical archive, who shall check and clarify an information about technical documentation to be submitted and its listing in the deed. The author of the document in ELDIS system is the person in charge for the work of the technical archive, who shall register the deed draft prepared and submitted by the project manager by choosing the section "Generation documents" - "Deed for handing over of the technical documentation to the HPP technical archive". In details the following shall be specified: addressee (person in charge for the work of the technical archive; project manager); signatories (project manager; person in charge for the work of the technical archive); approver (technical director of HPP) and registers the deed (by assigning the number)
5.4. The project manager shall be liable for submission of all technical documentation on particular project to the HPP technical archive within 1 (one) month following approval of the delivery and acceptance statement for works performed.
5.5. The person in charge for the work of technical archive shall be liable for the compliance of accepted documents to the requirements listed in clauses 1-4 of the procedure for the formatting of technical documentation and shall be obliged to indicate any errors established to the project manager, requesting corrections. The project manager shall be responsible for the elimination of the indicated errors. 
6. Procedure for use of technical archives 
6.1. Procedure for use of technical archives by employees
6.1.1. Employees shall search for the necessary documentation in the T drive, technical archive information system, where documentation is available also as soft copy.

6.1.2. All documentation in the technical archive is informative. The relevance of particular document (drawing, technical solution, etc.) must be clarified and verified.

6.1.3. If the necessary documentation is not available as soft copy or if it is necessary exactly as hard copy the employee shall make a list of technical documentation necessary and shall submit it to the person in charge for the work of technical archive. The documentation shall be prepared within 3 (three) working days. 
6.1.4. If the employee cannot find the necessary information in the archive lists he shall write an e-mail to the person in charge for the work of technical archive giving a precise description of the necessary technical documentation (title, year, type, object searched etc.).
6.1.5. Employees without access to the computer shall search for the necessary documentation in the archive filing system or lists. 

6.1.6. Technical documentation to be used outside the archive shall be handed out for the time period up to 1 (one) month, and an employee shall sign for its receipt in the document control log for files handed out. By returning the documentation, it shall be re-signed in the presence of person in charge for the work of technical archive.
6.1.7. If the technical documentation to be used outside the archive for more than 1 (one) month, the employee shall extend the duration of its used every 1 (one) month by presenting the documentation taken to the person in charge for the work of technical archive, and signing again.
6.1.8. During the first week of each quarter, the person in charge for the work of technical archive shall request the employees to submit all documentation not duly returned.
6.1.9. Upon returning documentation, the person in charge for the work of technical archive shall check if it is undamaged and contains all pages. 

6.1.10. If documentation is not returned to the archive or it is damaged, the person in charge for the work of technical archive shall write a notification to the head of HPP Technical unit and to the head of the relevant employee’s structural unit, specifying the name, surname of employee, title, archive number, handing out date etc. for the documentation not returned or damaged.
6.1.11. In the event of employment termination, the employee is obliged to return to the archive all technical documentation taken. Before witing an order of termination, the human resources administration shall inform the employee's direct manager about company's resources (including HPP archives) at employee's disposal. It is responsibility of the employee's manager to ensure that all resources are handed over to the persons responsible.

6.1.12. The person in charge for the work of technical archive shall be liable for timely return of the handed-out documentation to the document storage.
6.2. Procedure for the contractors’ access to technical archives
6.2.1. If the contract has been concluded with Latvenergo AS on the performance of works or provision of consulting services the contractor, in cooperation with Latvenergo AS project manager, shall:
6.2.1.1. search for the necessary technical documentation in the archive lists available on the server at: My Computer => ... Tehniskais arhīvs (T:) => ... HES => .... ;
6.2.1.2. if it is necessary to provide for the contractor’s access to archive lists the project manager shall generate an application in the processing BURA system giving the following information:

6.2.1.2.1. access to network T disc with read-only rights to the files indicated (e.g. 

T:/Pļaviņu HES/4.Technological equipment/4.4 Hydro-unit);

6.2.1.2.2. number of contract on the basis of which the access is required;

6.2.1.2.3. name of the contractor;

6.2.1.2.4. name, surname, identity number of the contractor’s responsible person;


6.2.1.2.5. KVP number of the workstation, the contractor shall use (e-kiosks etc.);
6.2.1.3. if the necessary documentation is not available as soft copy or if it is necessary exactly as hard copy the project manager shall make a list of technical documentation necessary and shall submit it to the person in charge for the work of technical archive, the documentation shall be prepared within 3 (three) working days;
6.2.1.4. if the necessary information cannot be found in the archive lists the project manager shall write an e-mail to the person in charge for the work of technical archive giving a precise description of the necessary technical documentation (title, year, type, object searched etc.); 
6.2.1.5. if necessary, the project manager together with the contractor can search for and select the documents in the archive;
6.2.1.6. technical documentation shall be handed out to the project manager for the time period up to 1 (one) month, with the option of extending this term, if necessary, upon coordinating it with the person in charge for the work of technical archive;
6.2.1.7. the project manager shall sign for the technical documentation received and shall be liable for its duly return to the archive; 
6.2.1.8. if documentation is not returned to the archive or it is damaged, the person in charge for the work of technical archive shall write a notification to the head of the HPP Technical unit and to the head of the relevant project manager’s structural unit, specifying the name, surname of employee, title, archive number, handing out date etc. for documentation not returned.

6.2.2. If no contract has been concluded a legal entity or individual who is not employed by Latvenergo AS shall write a letter to the HPP technical director, specifying which documentation they require and for what purpose. The person in charge for the work of technical archive shall hand out documents only after a written approval is obtained from the HPP technical director. Work with documentation shall take place on the premises of the archive.
6.2.3. Project managers shall acquaint the contractors with this procedure.

Annex No. 1 
Sample of the deed for handing over the technical documentation to the HPP technical archive

Procedure for the formatting, submission and use of technical documentation in the technical archive of HPP Technical management
APPROVED by 
Latvenergo AS 
Head of the HPP Technical management 
Ēvalds Kazāks
Dole island, Salaspils, date
DEED FOR HANDING OVER THE TECHNICAL DOCUMENTATION TO HPP TECHNICAL ARCHIVE
_______________

(where drawn up)

 ___ _____________ 20__
 



No.___________
For handing over the technical documentation to the _____________________ technical archive 
"Document title

Archive number 26121

Basis: 1) Latvenergo AS ___ _________ 20___ procedure No. ___________;


 2) ____ ________________ 20___ Contract No. __________________

Unit, position, name, surname handed over, and Unit,  position, name, surname accepted
the following documents:

	No. 
	Document file heading 
	Document issuing date 
	Document format (file, CD or DVD)
	Number 

	1
	2
	3
	4
	5

	1
	Contractor's name
"Project title"

Type of the document
	year
	Soft/hard copy
	No.

	2
	Contractor's name

"Project title"

Type of the document
	year
	Soft/hard copy
	No.

	3
	…
	…
	…
	…


Document added to
T:\...\...\...\
Unit, position




name, surname (handed over documents)

Unit, position




name, surname (handed over documents)

Annex No. 2
Sample of title page
Procedure for the formatting, submission and use of technical documentation in the technical archive of HPP Technical management
Employer: 
Latvenergo AS

Contractor:
Contractor SIA

„Project title”

Contract No. XXX of XX Month, XXX
Type of documentation

Riga 

Year XXXX
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