

E-Rate Project Management Equipment Delivery and Installation Procedures (TEC-P005)

Saint Louis Public Schools



1.0 SCOPE:  

1.1. This procedure is used to manage the ordering, delivery, installation and acceptance of all E-rate related goods and services in Schools.

2.0 RESPONSIBILITY:  

2.1.  SLPS E-Rate Project Manager
2.2. Service Provider
2.3. SLPS E-Rate Consultant
3.0 APPROVAL AUTHORITY:

3.1. Chief Information Officer
4.0 DEFINITIONS:

4.1. SLPS –St. Louis Public Schools

4.2. PM – SLPS E-Rate Project Manager
4.3. SP – Service Provider

5.0 PROCEDURE:

5.1. Delivery and Installation of E-Rate Equipment at Schools
5.1.1. The SP will coordinate the start and end date for installation of the equipment with the PM

5.1.2. The Vendor may arrange the on-site visit by contacting the school’s principal via phone

5.1.3. The Vendor will be provided with MDF and all TC’s locations by SLPS as requested

5.2. Initial Approval Phase
5.2.1. After visiting school to verify needs, vendor shall complete and submit Initial Approval form to PM

5.2.2. Form shall include list of all equipment to be installed showing serial numbers and locations

5.2.3. PM shall reconcile the equipment list with the 471 and item 21’s for the specific FRN(s) to assure that all equipment and services are eligible and consistent with SLD funding guidelines

5.2.4. Vendor may ship equipment to school (coordinate with Principal)

5.2.5. SLPS will obtain and provide asset tags to SP as required

5.2.6. Vendor shall begin installation

5.3.  Implementation & Completion Phase
5.3.1. When installation is completed, vendor shall notify PM
5.3.2. SP shall forward final list of equipment installed for final inventory

5.3.3. PM shall reconcile the equipment list with the original 471 and Item 21’s for the specific FRN(s) to assure that all equipment and services are eligible and consistent with SLD funding guidelines

5.3.4. SP shall provide projected dates for testing and acceptance
5.4. Testing and Acceptance
5.4.1. SP shall work with PM to perform and verify equipment tests

5.4.2. SP shall submit Acceptance Form following completion of tests
5.4.3. SP shall attach test results and all documentation with form

5.4.4. PM shall review and approve

5.4.5. SP shall invoice SLPS for Equipment and Installation Charges on a per / school basis
5.4.6. PM shall review invoices to assure that all equipment and services are eligible and consistent with FRN specifics as described above and shall reconcile any differences with SP prior to submission of invoice  for payment
5.4.7. SP will ensure that an accurate total cost of hardware and services for each school is provided to PM
6.0 ASSOCIATED DOCUMENTS:

7.0 RECORD RETENTION TABLE:

	Identification
	Storage
	Retention
	Disposition
	Protection

	Audit Files 
	Electronic & Paper
	7 years
	Shred after 7 years (as needed)
	File Cabinet


8.0 REVISION HISTORY:

	Date:
	Rev.
	Description of Revision:
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***End of procedure***   

The online version of this procedure is official.  Therefore, all printed versions of this document are unofficial copies.





______________________________________     _____________________


Signature                                                          Date
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