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FIRST
Far Infrared and Submillimetre Telescope

PI
Principle Investigator

PM
Project Manager

RAL
Rutherford Appleton Laboratory

SPIRE
Spectral and Photometric Imaging REceiver
































































 SCOPE

The provision of the Project Office for the SPIRE instrument on the FIRST satellite has been assigned to RAL as part of the project work allocation agreed in the SPIRE Management Plan (AD1). 

The elaboration of this task has been made in the SPIRE Project Office Requirements document (AD2) and the purpose of this document is to describe the current implementation, which meets those requirements.

This implementation uses a combination of facilities provided by the SPIRE project, by the Space Science and Technology (SSTD) and Administration Departments at RAL and the Astrophysics department at ESTEC.

1. Documents

1.1 Applicable Documents

AD1
SPIRE Management Plan (FIRST-SPI-PRJ-000011)

AD2
SPIRE Project Office Requirements (SPIRE-RAL-DOC-000184)







1.2 Reference Documents

RD1
Hints for Adding and Updating Documents with the ESA Document Management System - DMS (SPIRE-RAL-NOT-000390)

RD2
SPIRE Document Management Plan (SPIRE-RAL-DOC-000032)




2. Project Office Activities

2.1 Documentation Handling

· A document received by the project office is assessed to see if it should be entered into DMS in the FIRST/SPIRE or the FIRST/SPIRE/Internal domains or kept as a hard copy and filed as non DMS. The type of document is also assessed (see RD2).

· To enter a document into DMS open the page in the appropriate domain with access to "add new document" complete all necessary boxes, attach the document file from the Q disc and hit "add new document".

The document received may be a hard copy this should be scanned and converted to a  pdf file. Documents received in other formats are mostly converted to pdf files. These files plus the originals are held on the Q disc in either the External_Docs or Internal_Docs file ready to attach to DMS. 

· Controlled Project Documents are handled in a sequence written in the SPIRE Document Management Plan (RD2).

· Non DMS documents are held on the Q disc in Non_DMS_Docs file or a hard copy is kept by the Project Office.  The number of the document is recorded in a book also marked Non_DMS_Docs.

2.2 Support to Project Management

· The Project Office shall request at the end of each month a status report from each project manager, a reminder shall be sent three days before the end of each month. These reports shall be collated and sent to the PM at RAL by the end of each month, a hard copy will be held by the Project Office.

· UK expenditure will be monitored, a spreadsheet shall be produced and updated with information received from the status reports.

· RAL expenditure shall be recorded on spreadsheets: 

· Travel - requests are allocated a predicated figure, (the price of the ticket plus £100 per each night away), this figure is entered in "Outstanding ".

· Requisitions - the figure is entered in "Recurrent" or "Equipment"

· Contracts - the amount for each financial year is entered in "Recurrent"

· At the end of each month the RAL FRS report is checked for payments against our predicted or outstanding figures, these payments are entered onto the spreadsheet in the column for the month they were paid. This same figure is deducted from the "Outstanding" column.

· This provides the information for reports to PPARC and RAL.

2.3 Information and Publicity

· The project WWW site is updated on a regular basis, changes to the meeting list, action list and address data base are entered onto Q-Data SPIRE.mdb, this file is then copied to W-SPIRE-Data-SPIRE.mdb.

· Meeting List - meeting dates are entered onto the data base, dates are found via travel requests, minutes, e-mails, etc.

· Actions List - minutes of meetings either received by the project office or retrieved from DMS are checked for actions on SPIRE, these are entered onto the data base. When an action is closed the list is updated with the explanation and any reference for the closure.  Each action is given a unique number relating to the DMS number of the minutes plus the 'Meeting Type' abbreviation e.g. AI-CWG-0358-01 

· Address database - each entry, where possible, will contain the person's name, mailing address, telephone number, fax number and e-mail address. 

2.4 General Support

· Secretarial and administrative tasks which are carried out by the Project Office include the following.

· Providing assistance to the project team at RAL, QMW, in Europe and the USA.

· Organising meetings, making sure every detail is covered to insure a well run meeting.

· Making travel arrangements by organising flights, trains, taxis and hotels. completing and logging and filing all relevant paperwork.

· Minute taking as required.

· Receiving an answering e-mail, fax and telephone queries.

· Scanning documents to produce acrobat pdf files for distribution

· Placing documents onto FTP sites for distribution.

· Maintaining stationery supplies, scanner and fax machine in the Project Office.

· Ordering equipment and furniture for project team at RAL.

3. Project Office Facilities

3.1 Infrastructure

The Project Office is located in Room 1.69, Building R25 at RAL. This room contains 5 4-drawer filing cabinets and 3 full-size metal cupboards for the storage of documentation and stationery.

The Office contains a conference table and 6 chairs

3.2 Equipment

The Project Office has the following equipment:

· PC, connected to the SSTD network

· Epson Colour Scanner

· Fax Machine

· Telephone with voicemail

The Project has access to a colour laser printer.

3.3 Software

The Project Office PC has the following software installed.

· MS Office 97

· Internet Explorer 5 and Netscape Communicator 4.5 web browsers

· Exceed TCP/IP networking and X window facilities

· Adobe Acrobat (PDF writer)

· Caere Omnipage v8 OCR software

3.4 Maintenance

The PC is maintained by the SSTD Office systems Group, with backup from a maintenance contract with Pericom Systems. Additional hardware (e.g. scanner) is not covered at present.

The laboratory networking infrastructure and telecommunication equipment is maintained by the Laboratory.

The MS Office software is maintained by the SSTD Office Systems Group.

The fax machine is covered by a laboratory maintenance contract.
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PO-GEN-R04



PO-GEN-R05
Section 4.4


PO-FAC-R01
Section 4.1


PO-FAC-R02
Section 4.2


PO-FAC-R03
Sections 4.2 and 4.3


PO-FAC-R04
Section 4.2


PO-FAC-R05
Section 4.2


PO-FAC-R06
Section 4.2


PO-FAC-R07



PO-FAC-R08
Section 4.3


PO-FAC-R09
Section 4.3


PO-FAC-R10
Section 4.3
The project assumes all consortium members have access to a PC running MS Windows plus MS Office. This provides facilities to read all formats except Adobe PDF files. The reader for this is available free on the WWW.
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PO-FAC-R12
Section 4.1


