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1 GENERAL

1.1 Purpose

The contract set up plan has been written to clearly define the expectation of the Managing Director of James Fisher Marine Services, the Project Director and members of the commercial and financial department during this this phase of the project lifecycle.
1.2 Scope of Application and Validity

This local specific procedure applies to all projects and all personnel referenced in this document within JFMS.
1.3 Abbreviations and Definitions

Abbreviations
HSE      
Environmental, Health & Safety

FCD
Financial and Commercial Department

JFMS





James Fisher Marine Services
PMO






Project Management Office

POC
Profit on Completion

TPA

Tender Price Authorisation
WBS

Work Breakdown Structure

Definitions
	Back to back contracts
	Contracts with sub-contractors and sub-suppliers with limits of liability and risk split corresponding to JFMS liability towards the customer with regards to respective portion of scope

	Change
	In Projects context a change is defined as when an event occurs that requires or causes change to be made to the Project baseline Plan in terms of scope, cost, time or quality

	Change Control
	Process by which all changes are identified and evaluated and then a decision made on whether they are approved, rejected or deferred.

Changes can arise from 3 main areas:-

· From errors, omissions in the original planning

· From evolution of project requirements or new techniques
· Legal/mandatory changes

	Contractual Analysis Template
	A template to assist the process of contractual analysis. A standard methodology for storing critical contractual data

	Extra Work / services
	All additional work beyond that outlined in the standard scope of a live
Contract

	General Contingency
	Portion of contingency not allocated to any specific risk and user cover risks in long term projects unknown on the early stage of the project.

	HSE Plan
	Template to support the writing of the HSE plan. The HSE plan should be directly referenced in the project management plan

	Letter of Empowerment and Project Manager Agreement
	Provided to the Project Manager by the Projects Director; the letter of empowerment and project manager agreement defines to both the project manager and the rest of the JFMS organisation who has profit and loss responsibility for the project in question



	Master Data Review
	The process by which the work breakdown structure (WBS) in the company

accounts package (applied to a specific project) is approved and checked 

by the project manager and the commercial and finance department



	Portfolio Risk database 
	Database that contains consolidated data on actual and forecasted project contingency across JFMS projects.

	Price Calculation Tool
	The template used by bid management to calculate the sales price of a new

contract



	Project Management Plan
	Owned by the Project Manager, the project management plan documents all aspects of the project execution strategy. This is a mandatory document for all projects, having regard to the scope or character of the project.

	Project Summary
	The package of handover documents received from bid management

 through the project handover start of project process



	Project Phase Gate Check List
	The phase gate control check list to be completed by the Project Manager and approved by the head of on and offshore projects. Approval allows the Project Manager to progress the project to the next stage in the project life cycle

	Risk & Opportunity Workshop
	Meeting held by a project team for identification, evaluation and update of risks and opportunities as well as definition of response to risk and opportunities (also called: risk consolidation meetings, risk review meetings and similar)

	Risk & Opportunity Register
	Template that contains data on actual and forecasted project risk contingencies across the regions and used on all the steps of risk management process.

	Quality Plan
	Template to support the writing of the quality plan. The quality plan should be directly referenced in the project management plan

	Stakeholder Management Template
	Supporting template to give the Project Manager a baseline against which to record the thoughts and management strategy towards managing all internal and external Stakeholders

	WBS
	Work Breakdown Structure; a structured coding system defining the entire 
scope of the project (defines all work required to produce the deliverables)

	
	


2 RESPONSIBILITY AND AUTHORITY

· The Managing Director or nominated deputy is responsible for ensuring the effective implementation and operation of the contract.

· The Project Director is responsible to the Managing Director for the management and operation of the Provision of Upkeep Management Services for the CSS Contract and will ensure that a close liaison and relationship with the CSS is maintained.

· The Project Manager is responsible to the Project Director for day to day contract management. This will include: 

· Liaise with the CSS on all contractual matters

· Monitoring contract performance

· Attending upkeep manager services contract review meetings

·  The Project Co-ordinator is responsible for the day to day administration of the Contract.  The Project Co-ordinator is dedicated to this contract.  The tasks will include:

· Resourcing Suitably Qualified and Experienced Personnel

· Mitigate changes in personnel and CSS requirements

· Approval of quotes prior to submission to CSS

· Approval of final invoices prior to submission to CSS

· Compiling and issuing contract documentation (WAFs, quotes etc)

· Liaison with nominated Overseers

· Mobilising Overseers, organizing travel and subsistence

· Monitoring ongoing costs and limits of liability task by task

· Collating sub-contractor costs and expenses and invoicing the customer

· The Quality Assurance Manager is responsible to the Managing Director for the operation of the Contract as per ‘Conditions of Contract’ and the Company’s ISO9001:2008 Quality Management System.

· The Overseer is responsible to the Project Manager for the services as detailed in the TITN.
3 BENEFITS OF RETAINING JFMS
The infrastructure detailed in 2.0 is already in place.  With JFMS as the current holder of this contract there would be no gap in the service provided to the MOD and “contract preparation” would not be required.  There would be no need to allow a “timescale” for the contract lead in.

Should JFMS be successful in retaining this contract, there would be a seamless transition, with the MOD and the Overseers seeing no change in circumstances.  For the same reason there are no concerns in managing this contract at the same time as other work.  Our Project Co-ordinator is dedicated to the role and the efficient administration of the contract is his main priority.
4 INFRASTRUCTURE, FACILITIES & EQUIPMENT

JFMS determines, provides and maintains the infrastructure needed to provide its services in accordance with the Quality Management System. Infrastructure includes, for example: 

a) Buildings, workspace and associated utilities.

b) Process equipment, both hardware and software.

c) Supporting services such as transport or communication.

This is reviewed formally at the Management Review meeting and as required during normal operations.

Primary storage of all JFMS files and application data is on virtual servers in our primary data centre.  Data can be accessed from several secure locations across the UK.   Veeam technology is used for primary back up, and an offsite replica is also being progressed for disaster recovery.
As part of JFMS’ Business Continuity policy and procedures, the back-up system is periodically tested via a test recovery exercise.

JFMS’s hardware is identifiable and maintained by the JFMS group IT department.  Similarly software (both in house and purchased) is maintained and updated regularly to ensure latest versions are in use.  JFMS utilize the electronic contractor management software ‘Infinity’, for recording and allocating crewing personnel. 

JFMS has implemented a Security Management System which adheres to the key elements of ISO 27001. As part of the Information Security Management System, there are defined JFMS procedures to ensure that data is kept accurate and consistent and readily available to those authorised to access it.  The overall objective of the procedures are to ensure data is recorded exactly as intended and upon later retrieval, ensure the data is the same as it was when it was originally recorded. 
Periodic audits are scheduled throughout the year to cover all elements of the control systems.  These audits are carried out by independent personnel who can compare the required controls to the actual situation and ensure adherence to JFMS policies and procedures.  
JFMS have physical offices across the UK, all of which provide a suitable work environment consistent with the requirements of health and safety law and other applicable legislation as provided.  In addition, the environment at client’s sites on and offshore will be assessed on a contract-by-contract basis. The work environment will be reviewed at management review meetings.

5 EXTRA WORK / CONTRACT VARIATION
If the MOD requests extra work or a change in scope then the Project Manager shall be responsible for ensuring such changes are recorded and written confirmation is obtained from the Authority.
6 CROSS REFERENCES

	Reference
	Title

	JFMS-IMS-PRO-06-03-03-004
	Extra Work / Contract Variation
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