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1. Purpose of the document

The purpose of the present document is to establish a unified procedure for work in the technical archive of CHPP Technical Management Unit of Latvenergo AS (hereinafter CHPP Technical Management Unit) 
The document applies to all the employees of Latvenergo AS, as well as to other legal entities or natural persons who use the technical archive of CHPP
The technical archive of CHPP Technical management unit observe the Archives Law of the Republic of Latvia and other valid state normative documents relating to the accumulation, accounting and preservation of archival documents of legal entities, as well as with the requirements for technical and operational documentation set out in the Latvian Energy Standard - LEK002 “Technical requirements for Electrical equipment operation and maintenance”

2. [bookmark: _Toc121315595]Explanation of the terms used in the procedure:
Technical documentation all kind of documentation, both as hard and soft copies, that has been submitted 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 several documents, or a single document filed 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”. 
File soft copy – is an electronic copy of a document hard copy saved as PDF, DWG, DXF, DOC, DOCX, XLS or XLSX that is informatively identical to the document hard copy.
Projekta vadītājs -  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. 
Employee - employee of Latvenergo AS. 
Contractor – legal entity or natural person who renders 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.
User – a person (project manager, employees, contractor, person in charge for work of the technical archive) who has access to the file exchange resource.
ELDIS - electronic document management system of Latvenergo AS.
CHPP Technical Digital Archive – information system (CHPP technical documentation accounting, systematisation, electronic documents, etc), available to Latvenergo AS users in the corporate network (address: https://razosana.energo.lv/dok/tec ).

3. [bookmark: _Toc121315596]Procedure for formatting of technical documentation 
3.1. Number of copies and form
3.1.1. all technical documentation shall be submitted to the archive in 2 (two) copies, one copy shall be submitted in hard copy, the other copy – soft copy. The exception can be technical designs not yet implemented, that may have different number of hard copies submitted (in accordance with Construction Law);
3.1.2. the original hard copy with all approvals, stamps and signatures shall be submitted to the archive;
3.1.3 the soft copy to be submitted to the archive shall be identical to the hard copy original (for example, if there is 1 volume of technical design in print-out there is 1 soft copy of the file accordingly, if there are 5 volumes there shall be 5 files of soft copy accordingly). In case it is difficult or impossible to scan the whole file as one, soft copy of the file is made of several PDF, DWG, DXF, DOC, DOCX, XLS, XLSX files (Clause 3.3.).

3.2. 	Formatting of as-built documentation hard copies to be submitted:
3.2.1. the File shall be submitted to the archive:
· book-bound in spiral coil or laminated;
· 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; 
· metal clips and brackets shall be removed from all the documents in the file (except for the documents originally bound or sewn);
· the file must not contain more than 250 pages (large format drawing sheets to be counted after folding drawing sheet) or exceed the thickness of 4 cm.
3.2.2. when preparing a cover of a file, the following shall be specified:
· full official name of the employer;
· full official name of the contractor;
· title of the file (name of the contract work);
· contract number and date;
· the year when the file was created;
· place the file was created;
3.2.3. 	all pages of the file shall be numbered:
· number the pages with a black graphite pencil on the upper right corner of the page (it is forbidden to write with a ballpoint pen or ordinary ink. If the file contains documents which are already numbered and bound, they may be numbered as a single document);
· if the file has been already numbered electronically then leave the existing numbering, if not, then the pages shall be numbered in the upper right corner;
· a page of any format with one side bound shall be numbered as one page;
3.2.4. create a table of contents where:
· 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;
· if a bulky technical documentation is compiled in several volumes the index of the document structure shall be made.

3.3. Preparation and submission of technical documentation soft copy

·  technical documentation soft copy shall be submitted to the archive by using file exchange resource (https://ftpprod.latvenergo.lv );
· to ensure the contractor access to the file exchange resource for submitting copies of the documents, the project manager creates the relevant folder with the procurement procedure number/contract number in the file exchange resource https://ftpprod.latvenergo.lv and shall make an application in application management system BURA or by  calling  IT Help Desk. 
The application shall indicate:
· the created link with the procurement procedure/contract folder number;
· Latvenergo AS employees and contractor's representative, who shall have access to a specific folder;
· access rights (read, write);
· the term of use of access accounts
·  After receiving the application, the person responsible for the IT resource, creates an account and grants the necessary usage rights. After the expiration date, the account is automatically blocked,
· The project folder of the file exchange site is deleted when the person in charge for the work of the technical archive has copied all the necessary information and approved it in the application management system BURA.
· all graphic materials (drawings, schemes, layouts) in addition to the PDF format must be submitted in their original format (DXF or DWG), unless specified otherwise between the employer and the contractor at the conclusion of the contract; 
· a table of contents of documentation shall be made in accordance with 3.2.4.:
· the index of contents (identical to the volume index of the hard copy) is created for each file in electronic format as a separate file in EXCEL format (see Clause 3.2.4);
· if it is difficult or impossible to scan the whole item in one file, then the soft copy is created from several PDF, DWG, DXF, DOC, DOCX, XLS or XLSX files with the required amount and the files corresponding to the specific pages are indicated in the table of contents;
· special programs or equipment databases, for system maintenance, must be recorded on a data carrier (USB, HDD, CD or DVD) and handed over to the responsible employees, not to the Technical Archive, and the entryis made in the project technical documentation archive log and the digital archive

4. [bookmark: _Toc121315600]Procedure for submitting technical documents to the archive 
4.1.	If the contract has been concluded with Latvenergo AS on the performance of works or provision of consulting services to the CHPP Technical Management Unit 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 sections 3.1; 3.2 and 3.3 of the procedure for the execution of technical documentation.. 
4.2. If the contract has been concluded with Latvenergo AS on the performance of works or provision of consulting services to the CHPP Technical Management Unit 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 sections 3.1; 3.2 and 3.3 of the procedure for the execution of technical documentation. 
4.3. If the project has been developed by Latvenergo AS CHPP Technical management personnel at the request of the stations or the project is managed by CHPP Technical management personnel, the responsible employee shall submit the technical file to the Technical Archive prepared in accordance with sections 3.1 and 3.2 of the Procedures for the presentation of technical files, and the technical file in electronic form shall be submitted on data  carrier (USB, HDD, CD or DVD) in standard packaging.
4.4.	 Documents shall be submitted to the technical archive with a deed that is prepared electronically in the ELDIS system, signed by the project manager, the head of the responsible department of Latvenergo AS and the person in charge for the work of the technical archive. The addressees of the document in this case are the person in charge for the work of the technical archiveand the project manager. The deed shall be approved by the Head of the CHPP Technical unit.  The deed shall be prepared by the person in charge for the work of the technical archive in accordance with Annex 1 and placed in the section "Generation documents" - "Deed on handing over the technical documentation to the CHPP technical archive". 
4.5. To enable the responsible for the works of the technical archive to check and compare the conformity of the technical documentation to be submitted and to prepare the handover acceptance deed in ELDIS, the Project Manager shall prepare a draft statement in DOC or DOCX format with a list of the documentation, which shall be sent by e-mail to the person in charge for the work of the technical archive and shall inform in writing that the documentation soft copy is available on the file exchange resource, indicating the link to the folder number of the documentation soft copy.
4.6. After verification the documentation soft copy shall be copied by the person in charge for the work of the technical archive from the file exchange resource to the digital data carrier, which shall be attached to the hard copy file, and the documentation softt copy shall be added also to the CHPP technical digital archive (address https://razosana.energo.lv/dok/tec ).
4.7.	Head of the structural unit of the project manager is responsible for ensuring that all necessary technical documentation for the project is handed over to the relevant CHPP technical archive within 1(one) month after the handover aceptance deed for the works has been approved.
4.8.The person in charge for the work of the technical archive shall be liable for the compliance of accepted documents to the requirements listed in sections 3.1; 3.2 and 3.3 of the procedure for the formatting of technical documentation and shall be obliged to indicate any errors found to the project manager, and request to rectify them. The project manager shall be responsible for the elimination of the indicated errors.

5. Procedure for using technical documentation

5.1. Procedure for using technical documentation by employees
5.1.1.	Latvenergo AS employees, hereinafter  "Employee", search for the required file/document on the CHPP Technical digital archive located on the corporate network (address: https://razosana.energo.lv/dok/tec ). Employees without access to a computer shall search for the necessary documentation in the archive filing system or in the project technical documentation archive log.
5.1.2. Employee access to the CHPP technical digital archive is ensured when the list of employees with an indication of access rights to the plants (CHPP-1, CHPP-2) is submitted by the head of relevant structural unit to the person in charge for the work of the technical archive. Access is granted within 3 working days.
5.1.3. The CHPP technical digital archive documents is permitted only to be used in read-only mode. All employees of Latvenergo AS who have been granted access rights to the CHPP technical digital archive are responsible for using the documents only for the benefit of the company and are responsible for not distributing the documents to third parties.
5.1.4. For the use of hard copies outside the premises of the technical archive, the employee shall signoff the entry in the File log for files handed out from the CHPP-1 and CHPP-2 arhive, where it is written for what purpose the technical document/file is handed out and the time of return of the document/file is indicated: 1 (one) month.
5.1.5. 	During the first week of each quarter, the person in charge for the work of the technical archive shall request the employees to submit all documentation not duly returned; in case if documentation is not returned, the person in charge for the work of the technical archive shall write a notification to the head of CHPP 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. 
5.1.6. If a file/document has to be used for more than 1 (one) month outside the archive, the employee shall extend the use of the file/document by presenting the file taken to the person in charge for the work of the technical archive, and signing again.
5.1.7. Upon returning the file, the person in charge for the work of the technical archive shall check if it is undamaged and contains all pages.
5.1.8. If the file/document is damaged, the person in charge for the work of the technical archive must write a notification addressed to the head of the CHPP Technical unit and to the head of the employee’s structural unit.
5.1.9. Prior to employment termination, an entry must be made in termination checklist that all files/documents taken from the archives have been returned.

5.2. Procedure for using technical documentation by contractors’
Legal entities or natural persons who are not employees of Latvenergo CHPP Technical management, hereinafter Contractor, are allowed to use the CHPP Technical management technical documents subject to the following conditions:

5.2.1. If the contract has been concluded with Latvenergo AS for the execution of works or provision of consultancy services to the CHPP Technical management and the project is managed by Latvenergo AS personnel, then in cooperation with the project manager of Latvenergo AS, the Contractor's responsible person:
· Prepare a list of documents (including technical literature) necessary for the execution of works in two copies (see Annex 2). Lists of archive documents are available only to registered users of Latvenergo AS internal network CHPP technical digital archive at the following address: https://razosana.energo.lv/dok/tec .
· The list shall be signed by the Contractor and the Latvenergo AS project manager (the project manager is responsible for ensuring that the list contains only those documents that relate to the execution of the contract works).
· The project manager shall submit the list to the person in charge for the work of the technical archive;
· The person in charge for the work of the technical archive shall prepare the documents on the list within 3 (three) working days.
· Access to soft and hard copy documents is provided for a period of up to one month, with the possibility of extending the issuance period in case of need, in agreement with the project manager. 
· The project manager signs for the documents received and is responsible for observing the deadline for the use of the received documents.
· In case if the contractor needs soft copies of documents and these documents are available in the digital filing system, the Contractor's responsible person shall make a mark of this in the list of required documents and submit it with the list of documents. Together with the notification about the readiness of the contract work for handover-acceptance, the project manager submits the "List of necessary documents" to the Technical director of CHPP with the confirmation of the person in charge for the archive, for the handover documents received (see annex 2).

5.2.2. If a contract has been concluded with Latvenergo AS for the execution of works, provision of consultancy services to the CHPP Technical management and the project is managed by a third party, than the project manager in cooperation with the Latvenergo AS department which is responsible for execution of the works, the manager's designated employee:
· Prepare a list of documents (including technical literature) necessary for the execution of works in two copies (see Annex 2). Lists of archive documents are available at he following address https://razosana.energo.lv/dok/tec .
· The list shall be signed by the "Contractor" (project manager) and the CHPP Technical management of Latvenergo AS designated employee  (the designated employee  is responsible for ensuring that the list contains only those documents that relate to the execution of the contract works).
· In case if the contractor requires soft copies of documents and these documents are available in the digital filing system, the Contractor's responsible person shall make a mark of this in the list of required documents and submit it with the list of documents.
· The project manager shall submit the list to the person in charge for the work of the technical archive;
· The person in charge for the work of the technical archive shall prepare the documents specified in the list within 3 (three) working days.
· Documents are handed out for a period of up to one month, with the possibility of extending the issue period if necessary in coordination with the employee appointed by the head of the CHPP Technical management of Latvenergo AS, responsible for the execution of works;
· The contractor (project manager) signs for the documents received and is responsible to ensure that the deadline for the use of the received documents is met;
Together with the notification about the readiness for taking over of contractual works, the project manager submits the "List of necessary documents" to the Technical director of CHPP with the confirmation from the person in charge for the archive, for the handover of the documents received (see annex 2).


5.2.3. If no contract has been concluded a legal or natural persons who are not employees of Latvenergo AS shall write a letter to the Technical director of CHPP, specifying which documentation they require and for what purpose The person in charge for the work of the technical archive shall hand out documents only after a written approval is obtained from the Technical director of CHPP. Work with documentation hard copy shall take place in the premises of the archive. Work with digital documents and digital archive of CHPP Technical unit is prohibited.
5.2.4. Prior to hand out required materials the Project managers and contact persons shall introduce the Contractor's with the requirements of this procedure.







Annex No. 1 

Joint Stock Company Latvenergo
CHPP Technical management unit
Acone, Salaspils region, Rīgas district
Phone: 67722359

 



DEED
_______________
(place)
___ _____________ 200__	 					                             No.___


On submission of documents to the technical archive


Basis: 1) Latvenergo AS ___ _________ 201___ procedure No. ___________;	 
	 2) 2) ____ ________________ 201___ Contract No. __________________

______________________________________ submitted 
         (project manager, position, name, surname)
and ____________________________________________accepted the following documents:                                                                       (person in charge for the work of the technical archive , name, surname)
the following documents:

	No.
	Document file heading
	Date
	Document format
(file, soft copy of the file on a file exchange portal)
	Number

	1
	2
	3
	4
	5

	1.
	
	

	

	






Handed over by:
Project manager			                           _______________________	
          (position, name, surname)

Coordinated with:
Head of the structural unit:                                                   _______________________   	
[bookmark: _Hlk142321838]            (position, name, surname)

Accepted by:
person in charge of the CHPP technical archive                             _________________________       					                                                                                 (position, name, surname)



The handover-acceptance deed has been signed, approved and registered in the electronic document management system of Latvenergo AS.


Annex No. 2 

List of required documents_______________________
	Date					
	1.
	Title of works –
	
(Title of the work to be performed)

	2.
	Employer -
	
(Name of company, responsible manager, telephone, fax, e-mail)

	3.
	Date of Contract signature, No.-
	

	4.
	Time for completion of the Works 
	

	5.
	Project Manager -
	
(Name, surname, company name, address, telephone, fax, e-mail)

	6.
	The contact person appointed by the
Employer -
(if the project is managed by a third party)
	



List of documents to be handed out from the archive:
	No.
	Archive registration no.
	Name of the document

	
	
	

	
	
	

	
	
	

	
	
	



Signatures:
	
	Requested by
	Handed out by
	Received by
	Submitted to the archive

	Project manager_____________________
                                                   name, surname
	/date/
	-
	 /date/
	-

	Contact person appointed by the 
Emploer:
_____________________________________________
name, surname
	/date/
	-
	-
	-

	[bookmark: _Hlk142322830]Person in charge for the archive _________________________________
 name, surname
	-
	 /date/
	-
	 /date/



Notes:   - signed by the project manager, the contact person appointed by the employer, person in charge for the archive, the recipient of the document signs - the project manager 

Distribution:
1 copy to the project manager
1 copy to the arhcive          
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