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[bookmark: _Toc262307253]Introduction 
Road transportation results in the majority of fatalities suffered in the Company operation. In combination with current road safety initiatives employed by Company a decision was taken to introduce to the Company fleet an In Vehicle Monitoring System (IVMS), in combination with a Driver Merit System (DMS). The strategic objective of implementing the IVMS program in to Company is to provide management with a supervisory system to monitor drivers. Using the data generated in conjunction with feedback and coaching of drivers, IVMS will help to improve drivers’ performance and by doing so contribute to a reduction of crash rates, lowering of maintenance costs, increasing the longevity of the fleet and reduce the environmental footprint of land transport operations. These safety initiatives will not only have a positive impact on our driver’s safety performance, it will also demonstrate commitment to safety leadership to Third Party Contractors on driver safety and ensure Company’s future compliance to the SP 2000 version 3 document on IVMS.  
1.1 Abbreviations

	API
	Application Programming Interface

	DMS 
	Driver Merit System

	GPRS
	General Packet Radio System

	GPS
	Global Positioning System

	HSE
	Health Safety and Environment 

	HSE MS
	Health Safety and Environment Management System

	HTML
	HyperText Markup Language

	IVMS
	In Vehicle Management system

	OBC
	On Board Computer

	PPE
	Personal Protective Equipment

	RSST
	Road Safety Standards Team

	SD
	Secure Digital 

	Segments
	Group of drivers and or vehicles defined by either a Department, IVMS Focal Point or location within a Site.

	Sites
	Group of drivers and or vehicles defined by either a Department, IVMS Focal Point and or location.

	SMS
	Short Message Service

	USB
	Universal Serial Bus




1.2  Definitions
· Third Party Contractor refers to any Contractor that has a current contract with PDO or its sub contractors.
· Customer Support Service refers to Contractor’s system of managing support for Company and Company’s Contractors using Contractor’s IVMS within this Contract. 
· Warranty is the guarantee for the life of this contract, that if any part of the IVMS solution provided under the term and conditions of this Contract including hardware, software, firmware, services or work provided by Contractor or it’s sub contractors, fails to work (through no fault of the Company), has a latent defect or does not perform to the standard laid out in this contract or reasonably expected by Company, will be replaced, repaired or reinstated to an acceptable level by Company at  Contractor’s cost. 
· Drivers Managers refers to any person who is responsible for managing drivers in regards to IVMS including providing performance review, feedback, reward, recognition and consequences or issuing keys. 
· HSE Specifications  relates to any Company specifications of Health, Safety and Environment
· Operating standards means  the latest edition of the Company regulations, Engineering Reference documents, contractor camp regulations, and Company Health, Safety and Environment Standards manual (HSE - SM) including relevant Specifications in Document C9.



[bookmark: _Toc262307254]SCOPE OF WORK
[bookmark: _Toc184287625][bookmark: _Toc262307255]General Description   
The Company requires Contractor to supply IVMS systems, installation, provide services, and warranty the same for the duration of the Contract. Terms and conditions of this contract apply to Company for the life of the Contract, to any Company’s Third Party Contractors who purchase these services prior to 15th January 2011 from Contractor. Contractor shall give priority to Company for all aspects of this contract over Company’s Third Party Contractors for the life of the contract. The services will include, but not be limited to:

· Supply and install, a Company approved In Vehicle Monitoring System in accordance with this contract into Company vehicles in key locations
· Supply Company approved OBC’s and associated hardware including two driver identification keys per unit, additional keys, consumables, materials and equipment, facilities, plant and all other things, whether of a temporary or permanent nature so far as the necessity for providing the same is specified in or is reasonably to be inferred from the Contract. 
· Implement an In Vehicle Monitoring System utilising the use of OBC’s. The OBC’s shall be capable of capturing driver behaviours, driver and vehicle performance, vehicle movements and transfer of captured driving data via GPRS (General Packet Radio System) every 15 minutes to a centralised database for transfer and reporting mechanism, described in this Contract. 
· Provide a quality service for IVMS data communication, storage, management reporting and servicing.
· Provide training and support in the use of the system and WEB portal interface and Company supplied DMS (Driver Merit System) courses in Company key locations to identified Company personnel.
· Configure events including speed limits, go and no go zones, and no GPRS communication zones as required by the company using geo-fencing or geo spatial referencing.
· Remove and re-install IVMS from Company vehicles into the new light fleet in 2011 or whenever the Company is ready to do that. 
    
[bookmark: _Toc262307256]HSE MS (Health, Safety, Environment management System) and SP 2000 Version 3
The IVMS and all work and ongoing services associated with this document shall comply with the Company HSE MS and Company HSE specifications including SP 2000 Road Safety Standard Version 3.

[bookmark: _Toc262307257]Data Hosting 
IVMS data shall be routed via GPRS communications and internet to a central server. The central server shall be physically and electronically protected 24 hours everyday to ensure access is restricted to authorised personnel at all times. Electronically the data shall be protected by the following means as a minimum.

· Protection from manipulation by hackers/staff is ensured by limited access to the domain, no administrator access, all actions are logged, service accounts for the domains are logged.
· Local hub servers located in Oman shall comply with the above and Omani Law.

2.3.1   Contractor shall provide data hosting and management, and the associated infrastructure to include:

· Fixed IP addresses for channelling data
· Email distribution servers
· GPRS data processing servers
· WEB interface
· Full time 24/7 hosting support.
· Daily backups of the entire database and storage of the same in a secure facility
· Physical and electronic protection of servers and data, and ongoing developments and upgrades of the same.
· Storage of data for the life of the contract, to be handed over in a format confirmed by the Company at the end of the contract within 14 days of the expiry of the contract.

2.3.2     Server Availability 

· Contractor shall commit to 100% server availability per month for the life of the contract which shall be recorded, evidenced and reported monthly to the Company.
· Company and Company’s contractors to be notified in advanced of any scheduled or planned database maintenance and server downtime. During this downtime all information must be recorded from the vehicles and made available when the database/server is back on line within 2 hours.

2.3.3    Recordable Data Availability 
 Contractor shall commit to a 100% of the recordable data from the OBC made available to the Company via the internet, with the following exceptions:
· A fault or condition with the vehicle not related to the IVMS which prevents it from recording data.
· The OBC or associated hardware is disconnected from the vehicle for work as part of an annual Planned IVMS Preventative Maintenance schedule.
· The unit is not functioning properly due to being unduly influenced or tampered with by the Company.

Contractor shall record the time and the duration of the OBC unit’s not recording data including any instance reported and validated by Company and will report the results monthly to the Company. Penalties will apply for non conformances to the provisions of 100% of recordable data. 

2.3.4    Data Fleet Management Software 
Contractor shall provide Data Fleet Management software which is to have a hierarchal structural design reflected in the IVMS WEB interface that allows all levels of accessibility to data to be defined by the Company and implemented by Contractor. Data Management Fleet Management Software to include:

·  A Fleet Management organisational structure – the vehicles and drivers shall be separated into Sites allowing for complete separation and independent Site administration. Inside the Site level the vehicles and drivers can then be associated to their respective Segments.
· Archive function provided so historical data can be accessed for statistical analysis. Decommissioned vehicles notified to Contractor by the IVMS Contract Holder shall either be removed from the active list or display a unique Company approved indicator showing that the vehicle has been decommissioned. Data Management fees shall not apply to decommissioned vehicles or vehicles showing no trip data generated during a calendar month and will be reported to the IVMS contract Manager on a monthly basis.
· Company defined event notifications shall be configured to be delivered to defined contacts (when an event threshold is exceeded) immediately of the event occurring when the vehicle is in a GPRS coverage area. All events thresholds exceeded whilst the vehicle is not in a GPRS coverage area are to be recorded on the OBC, and delivered to the defined contacts immediately when GPRS coverage is re-established. The notification shall be available in HTML (HyperText Markup Language) and or SMS (Short Message Service) format as defined in the C6 section of this contract. Contractor shall be responsible for programming the event notifications and any changes authorised by the IVMS Contract Holder via the customer support request system.  
· Data to be monitored for accuracy and consistency by Contractor and all corrupt data shall be identified during a fortnightly data health check with results to be reported to the IVMS Contract Holder along with corrective action to be done monthly by Contractor. 
· All data recorded or information received on the server remains the property of the Company and will be returned to the Company in an agreed format as specified in the C6 section at the end of the Contract. 
· The system shall have the ability to report vehicles not reporting to the server and vehicles that have not download any information during a configurable defined period. 

2.3.5    Data Management Hosting Web Services

Contractor shall provide Web services which shall include:

· Full access to data shall be provided to the Company via the internet from any location worldwide without the need to purchase setup and maintain the supporting requirements.
· Contractor will initially populate the database with the information provided by the Company and maintain an up to date database via information received from the Company via the Customer Support request system. A summary of updates for the calendar month shall be reported monthly to IVMS Contract Holder.
· A web based access to vehicle and driver’s information and reporting with no limit to the Company of the numbers of users. Information accessed via the web for Company users can be limited to defined access rights by the Company for the Company users, facilitated by Contractor.
· Automated reports sent electronically to defined email accounts on an “as requested basis” (daily, weekly, monthly, quarterly etc), done automatically via the WEB based software application or by the Customer Support request system.
· Automated reports shall be received by recipients on the day specified. If reports can not be delivered as requested then all recipients affected are to be immediately notified of the delay by Contractor and the reports shall be provided as soon as possible after the issue has been resolved. Contractor shall not wait for the next reporting period to issue the delayed reports. Penalties will apply for schedule reports that are not delivered at the specified time requested. Any scheduled reports not received on the due date shall be reported monthly to the IVMS Contract Holder. 
·  Changes to the designated email addresses/vehicles/drivers on request are completed within 24 hours in accordance with the Customer Support request system.
· The Company reserves the right to audit reports for irregularities and potential corrupt data including, speed spikes or any other erroneous data and associated software, firmware or hardware issues that may affect the accuracy of the data.
· Contractor shall check scheduled reports and investigate all reported instances of corrupt data and rectify and reissue the reports. Contractor will also notify the recipient of the discrepancies in their report.
· Penalties will be applied by the Company to Contractor for any instances of corrupt data.
· Real Time (based on GPRS coverage) and Historical GPS Tracking functionality.
· Integration of the Company’s mapping requirements into Contractor’s system.
· Contractor shall provide suitable and appropriate responses to technical questions/requests and provide the Company monthly reports on average response time and time to correct in accordance with the Customer Support request system.
· Supply all data generated by the system in such a format to ensure it is compatible with the Company’s choice of API (Application Programming Interface) as described in section C6-Technical Specification of this contract.
· All technical related issues involving hardware, firmware and software shall be resolved at Contractor’s expense.





[bookmark: _Toc262307258]Hardware
[bookmark: _Toc262307259]Hardware
 Contractor will supply all necessary hardware for each vehicle. Hardware will be of a standard that will minimise the ability of unauthorised persons to prevent data from being produced, recorded, communicated or influenced. Contractor shall warranty the hardware and installation for the life of the contract. The minimum specifications are as follows:

· The OBC casing shall be certified IP56 or greater with internal GPS and GPRS aerials.
· OBC enclosures consisting of more than 1 casing piece if secured with screws shall be secured with a security type screw that cannot be removed by a normal flat blade (slot head), Crosshead (Phillips head, posi-drive) screw driver or Hex Key (Allen Head Key). All other Company approved OBC casing configurations that are not described above shall be approved by the Company.
· OBC enclosure consisting of more than 1 casing piece shall be sealed with a minimum of two clearly visible unique tamper resistant stickers per casing joint prior to the completion of installation or replaced after maintenance or repair. 
· The OBC shall contain a back up battery suitable for the conditions of operation capable of powering the full functionality of the OBC for a minimum of 60 minutes from the time of the main power disconnection. Main power disconnection of either the vehicles constant battery positive or earth shall be reported on, immediately of the event occurring when the vehicle is in a GPRS coverage area with the report available in the front end web base, and alerted by email or SMS to the defined Company contacts.
· The hardware is to have an audible feedback (beeper) to alert the driver of positive activation of the drivers IVMS key.
· The system shall detect and report interference with receiving GPS (Global Positioning System) data.
· The system shall report vehicles not downloading via a configurable and variable defined time period.  
· The system shall deliver immediate audible feedback (beeper) to the driver when the predefined event threshold is exceeded which described in document C6. 

[bookmark: _Toc262307260]Installations 
· Installation shall 
· include the structuring of the database with all vehicles and drivers details and pre-programming of all OBC’s and Drivers ID tags.
· Installations to be coordinated with the Company to ensure the vehicles are available according to an agreed installation plan.
· The installation of IVMS units into all Company vehicles shall be conducted in key locations which will include Fahud, Lekhwair, Quarn Alam, Nimr, Marmul, Harweel, Yibal, Bahja, and Muscat.
· Some or all Installations may be requested by the Company to be conducted at anytime including night-times.
· Installations are to be conducted in facilities organised by Contractor. 
· The installations are to be done to a standard ensuring the system will work effectively and consistently. 

[bookmark: _Toc262307261]Geo Fencing
· The system is capable of monitoring over-speeding by geo-fencing or geo spatial referencing    using the geo spatial data supplied by the Company, this will comprise of approximately 4000 geo fences using 50 000 verticals points.
· The system shall also have the ability to turn off and on the GPRS modem within the unit based on geo fenced locations defined by the Company in keeping with Company safety procedures regarding transmitting devices in flammable/explosive areas.
· Geo Fences for mobile sites will be requested through the Customer Support Facility and be completed and notified to the requestor within 24hours of the request.

[bookmark: _Toc262307262]Driver Identification Keys
· Contractor is to provide 1000 driver identification keys, held in country by Contractor and issued out to driver managers on demand. 
· On an ongoing basis Contractor is to hold a minimum stock of 150 spare driver keys in country to be programmed and received by the driver managers within 96 hours of the request.
· Driver keys to have a unique identification range to ensure other non Company IVMS keys activated on the system can be detected and investigated. Any vehicles activated with a non Company IVMS key will be recorded and reported to the IVMS focal point for that vehicle and the IVMS Contract Holder. Appropriate unique driver identification range to be specified by Contractor and approved by the Company.
· All drivers IVMS keys will be provided with a suitable and robust IVMS driver’s key tag with the capacity to clearly identify the owner. 

[bookmark: _Toc262307263]Confidentiality of Data
Contractor shall:
· Not provide information or data or access to information and data to a third party without written permission of the IVMS Contract Holder upon a formal request.
· Not release information that has been requested in assistance to an incident investigation initiated by the Company, without written permission of the IVMS Contract Holder or authorised deputy.
· Provide assistance to the Company RSST (Road Safety Standards Team)/ Crash Investigation Team to analyse the IVMS/DMS data, up to and including visiting the incident site or location of the vehicle to inspect and or remove the OBC, if the OBC has failed to report real time accident data to the server. Contractor technician will be under the strict supervision of the RSST Crash Investigation Team during the site visit. 
· Mobilise and accommodate his staff at Contractor’s expense for any incident investigation. 
· Log all actions of Contractor’s technicians while assisting in a crash or system investigation, including providing photographic evidence and written reports if requested.
· All assistance to crash investigations will be logged and reported monthly to the IVMS Contract Holder.

[bookmark: _Toc262307264]Training 
Contractor shall:
· Provide and deliver Company approved training courses for nominated Company personnel in location, which will adequately train, assess trainee’s competency and certify them in the use of the IVMS Web based applications. The training course shall be competency based 
and all trainers used by Contractor shall be approved by the Company.
· Contractor shall provide the necessary information and materials to tailor the Company IVMS Focal Point training course specifically to their system.
· Contractor shall train, assess trainee’s competency and certify them using Company approved trainers, Company nominated IVMS Focal Points in location, using only the Company provided  IVMS Focal Point training course. It is understood the training course material, handouts etc provided within the contract remains the intellectual property of the Company and cannot be modified, copied or used outside this Contract without the permission of the IVMS Contract Holder. All training materials will be returned within 14 days of the end of the Contract.
· Contractor shall supply at their cost all training course materials, handouts and consumables used to conduct courses.
· Contractor shall provide travel and accommodation for all training at their cost.
· Contractor shall organise suitable training facilities for all training courses at their cost if incurred. 
· Contractor must ensure that their employees are personally developed and all costs associated with such training should be factored into the Contract. This should include employees taking part in an ongoing training programme by attending courses and other forms of training to maintain competence levels. All Key Personnel development training shall be reported monthly to the IVMS Contract Holder. 

[bookmark: _Toc262307265]Key Personnel
[bookmark: _Toc256866586][bookmark: _Toc256866807][bookmark: _Toc256952768][bookmark: _Toc261097118][bookmark: _Toc261425170][bookmark: _Toc261435015][bookmark: _Toc261671061][bookmark: _Toc262031439][bookmark: _Toc262307266][bookmark: _Toc256866587][bookmark: _Toc256866808][bookmark: _Toc256952769][bookmark: _Toc261097119][bookmark: _Toc261425171][bookmark: _Toc261435016][bookmark: _Toc261671062][bookmark: _Toc262031440]Contractor must ensure that all employees can be legally employed within the Sultanate of Oman and remain so during the rest of the duration of the contract. All provided personnel should have a good all round health and mobility and not suffer any physical or metal conditions, or disease which would be likely to incapacitate either temporarily or permanently from their duties. Any leave taken by key personnel shall be notified to the Company in writing, and the position covered by a Contractor appointed deputy for the duration of the leave. (Refer to section C6, article 13 for key personnel’s qualification details)

[bookmark: _Toc262307267]Contract Manager
Contractor shall appoint a Muscat based Contract Manager for the contract duration that will act as the formal contact point with the Company and attend Company monthly review meetings as a minimum. The Contract Manager shall be a permanent member of Contractor’s management structure and cannot be replaced without prior approval from the Company IVMS Contract Holder. 
[bookmark: _Toc262307268]Administrative Support
Contractor must have the required support operations for administration, finance HSE, HR and IT to provide the required service to the Company.
[bookmark: _Toc262307269]Senior Technician
 Contractor shall appoint a Senior Technician to manage all technical aspects of this contract including quality control for the system and installations. 
[bookmark: _Toc262307270]Technicians
Contractor shall provide sufficient trained Technicians certified by the Senior Technician to be able to carry out the scope of work.
[bookmark: _Toc262307271]Customer support
Contractor shall provide sufficient Customer Support staff suitably qualified to provide for the scope of work. 
[bookmark: _Toc262307272]Trainers
Contractor shall provide qualified trainers to deliver the training required for the scope of work.

[bookmark: _Toc262307273]Optional Scope 
[bookmark: _Toc262031448][bookmark: _Toc262307274][bookmark: _Toc262031449]Contractor may be required to provide additional hardware, installation, services and warranty the same for the life of the contract on a “as requested basis” by the Company. Contractor will keep the Company informed of any new developments, initiatives or upgrades of their system that will enhance or increase the efficiency of the operations of IVMS. These optional initiatives may include the following:

· Providing roaming for SIM cards used in the OBC, between telecommunication companies for identified Company vehicles.
· Providing additional hardware, installation, programming, and warranty for navigational devices to be added and linked to the IVMS for updating mapping attributes. The navigational device shall have the capability to support, Navteq, Map 24, Tele Atlas mapping data, and has the capability to support SD (Secure Digital) card and USB (Universal Serial Bus) uploading/downloading of mapping data.
· Providing a voice warning MP3 or similar device linked to Company provided mapping data attributes that will provide hazard identifications. This may be incorporated into the mapping navigational device.
· Providing CAN bus interpretation for the OBC on vehicles that use this system to provide vehicle data, where no other means are available of it is more economically viable to do so. 


[bookmark: _Toc262307275]Personal Protective Equipment 
Contractor shall equip all personnel with the appropriate uniform that is acceptable to the Company and the environment employees will be subjected to and they shall wear the general duty uniform at all times whilst they are on duty.

Contractor shall ensure that such PPE (Personal Protective Equipment) is available and worn as required by all personnel from the first day of the contract. PPE should be replaced free of charge to the employees when defective, worn out or lost. 

[bookmark: _Toc262307276]Health, Safety and Environment  
Full adherence to the Company’s and Contractor’s HSE policies and procedures shall be undertaken at all times. 

[bookmark: _Toc261097122][bookmark: _Toc261425180][bookmark: _Toc261435025][bookmark: _Toc261671071][bookmark: _Toc262031452][bookmark: _Toc262307277]Contractor shall have a developed HSE management system covering all activities under the Contract that is compatible with Company’s HSE management system as described in CP-122.
[bookmark: _Toc261097123][bookmark: _Toc261425181][bookmark: _Toc261435026][bookmark: _Toc261671072][bookmark: _Toc262031453][bookmark: _Toc262307278]As part of Contractor’s HSE management system, Contractor shall develop a Contract HSE management plan describing the specific actions, programs and procedures that will be implemented by Contractor to manage hazards associated with the execution of the Services under the Contract. The HSE management plan shall be developed in accordance with the Contract HSE Management Procedure PR-1171, Part II.
[bookmark: _Toc261097124][bookmark: _Toc261425182][bookmark: _Toc261435027][bookmark: _Toc261671073][bookmark: _Toc262031454][bookmark: _Toc262307279]Contractor HSE management plan shall cover all Contract phases from mobilisation through execution and demobilisation.
[bookmark: _Toc261097125][bookmark: _Toc261425183][bookmark: _Toc261435028][bookmark: _Toc261671074][bookmark: _Toc262031455][bookmark: _Toc262307280]The requirements specified in this Section C9 apply regardless of the status of an activity (e.g. standing by or demobilised). 
[bookmark: _Toc261097126][bookmark: _Toc261425184][bookmark: _Toc261435029][bookmark: _Toc261671075][bookmark: _Toc262031456][bookmark: _Toc262307281]Contractor shall ensure that any person, admitted to the Site by Contractor or their Sub Contractor shall comply with the relevant HSE Specifications herein.

[bookmark: _Toc262307282]Mobilisation
[bookmark: _Toc261097128][bookmark: _Toc261425186][bookmark: _Toc261435031][bookmark: _Toc261671077][bookmark: _Toc262031458][bookmark: _Toc262307283]Contractor shall have all the necessary equipment, competent personnel, facilities, support, and training packages ready for delivery to be able to commence installations within 60 days of the Effective Date of the Contract, unless otherwise agreed by the IVMS Contract Holder. 
[bookmark: _Toc261097129][bookmark: _Toc261425187][bookmark: _Toc261435032][bookmark: _Toc261671078][bookmark: _Toc262031459][bookmark: _Toc262307284]Contractor shall mobilise its fully competent team and a fully installed and functioning IVMS and DMS system in phases to be completed within 120 calendar days from the Effective Date of the Contract, unless otherwise agreed by the IVMS Contract Holder. 
[bookmark: _Toc261097130][bookmark: _Toc261425188][bookmark: _Toc261435033][bookmark: _Toc261671079][bookmark: _Toc262031460][bookmark: _Toc262307285]Contractor shall mobilise Equipment, Materials, Personnel and Facilities such that it is ready to fulfil its obligations on the Commencement Date of the Contract.  Such obligations shall include all necessary actions to ensure that all Equipment, Materials, Personnel and Facilities required to perform the Services in accordance with the Contract are ready for immediate Service delivery.
[bookmark: _Toc261097131][bookmark: _Toc261425189][bookmark: _Toc261435034][bookmark: _Toc261671080][bookmark: _Toc262031461][bookmark: _Toc262307286]Contractor shall submit an audit plan covering all Contract requirements to Company not less than fourteen (14) days prior to the date requested by Contractor for the performance of the start-up audit. The audit shall be performed not less than fourteen (14) days prior to the Commencement Date of the Contract. Company shall evaluate and verify the extent to which Contractor has fulfilled all its obligations under the Contract and is ready and able to commence operations.
[bookmark: _Toc261097132][bookmark: _Toc261425190][bookmark: _Toc261435035][bookmark: _Toc261671081][bookmark: _Toc262031462][bookmark: _Toc262307287]Contractor shall only commence Service delivery and be considered Operational when the Company has confirmed such in writing, after all mobilisation requirements stipulated in the Contract have been met and Contractor has received from Company the HSE commencement certificate as per Section C9.
[bookmark: _Toc261097133][bookmark: _Toc261425191][bookmark: _Toc261435036][bookmark: _Toc261671082][bookmark: _Toc262031463][bookmark: _Toc262307288]Contractor shall meet all costs associated with the contract for their travel and accommodation. 
[bookmark: _Toc261425192][bookmark: _Toc261435037][bookmark: _Toc261671083][bookmark: _Toc262031464][bookmark: _Toc262307289]A late mobilisation charge will be payable should Contractor fail to meet its mobilisation obligations.

[bookmark: _Toc262307290]Administration 
[bookmark: _Toc261097135][bookmark: _Toc261425194][bookmark: _Toc261435039][bookmark: _Toc261671085][bookmark: _Toc262031466][bookmark: _Toc262307291]Contractor in discharging his services within the Contract must resource suitable and sufficient staff and equipment to:
· [bookmark: _Toc261097136][bookmark: _Toc261425195][bookmark: _Toc261435040][bookmark: _Toc261671086][bookmark: _Toc262031467][bookmark: _Toc262307292]Understand and be able to complete the paperwork and routine administration including recording of information.
· [bookmark: _Toc261097137][bookmark: _Toc261425196][bookmark: _Toc261435041][bookmark: _Toc261671087][bookmark: _Toc262031468][bookmark: _Toc262307293]Use information technology as required.
· [bookmark: _Toc261097138][bookmark: _Toc261425197][bookmark: _Toc261435042][bookmark: _Toc261671088][bookmark: _Toc262031469][bookmark: _Toc262307294]Keep Company, Contractor and his Sub Contractor personnel training and accident records up to date as necessary.
· [bookmark: _Toc261097139][bookmark: _Toc261425198][bookmark: _Toc261435043][bookmark: _Toc261671089][bookmark: _Toc262031470][bookmark: _Toc262307295]Manage the Contract accounts.
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