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1 Overview XE "1
Environment" 
This document details the requirements and procedures of EMC parts being delivered inside and out-of-hours, and the removal of redundant parts by an EMC engineer. The document follows a meeting between the SAN support team, the Security management and Datacentre management.

2
 Parts being delivered

2.1 Parts delivery to CGC pre 14th August 2004

CGC Security are not able to accept delivery of parts, therefore Graham Lathleiff (datacentre management) has agreed that the overnight datacentre management team (DCSM) will take delivery of the parts till the EMC engineer arrives. The overnight DCSM team can be contacted on Ext. 62651. The Datacentre staff in RDC (ext. 62020) will grant the engineer access to the data centres as per the current procedures.

All parts delivered between 07:00 and 19:00 will be delivered to the on-site support SAN team. Please see the appendix at the end for contact details.

2.2 Parts delivery to CGC post 14th August 2004

After the 14th August 2004 the SUN engineers will be working 24-hour shifts. It has been agreed with the DCSM team that the SUN team will take over the responsibility for receiving parts. This team can be contacted overnight on Ext. 62647.

All parts delivered between 07:00 and 19:00 will be delivered to the on-site support SAN team via loading bay 1. Please see the appendix at the end for contact details.

2.3 Parts being delivered to RDC.

All parts being delivered to RDC day or night must be delivered the Data centre staff. This department also manages the problem and co-ordinates with the EMC engineer to resolve the issue. This team can be contacted 24/7 on Ext. 62020.

2 Parts being removed

2.1 Disk drives

All failed hard drives must remain on-site once removed from the SYMM or Clariion. This is because Citigroup owns the data contained on the drives and EMC have not got a destruction mechanism setup where the drives can be destroyed to Citigroup standards. All Drives replaced at both sites will be locked in a cupboard at the site where they have been replaced.

In CGC the cupboard can be found on the 3rd Floor CGC in the storage room. In RDC the front desk security team have details of the storage area.

The faulty drives will be collected by a member of the SAN support team on a regular basis and the details kept in a logbook (details at the end of the document).

2.2 All other parts.

All other EMC parts can be removed from the datacentre and the Citigroup premises. All parts removed must be signed for using an Asset Removal Form available from the Citigroup Security team at both CGC and RDC. A list of EMC engineers that are allowed to remove parts can be found in the appendix at the end of this document.

3 Health and Safety in the datacentres

Due to the number of people entering the building overnight it's impossible to escort every engineer that turns up. Therefore all the engineers listed in the appendix have been on the induction seminar to ensure they understand build procedures for the different sites.

4 Appendices

5.1 EMC engineers

The following engineers are allowed access to the secure storerooms, access to the disk cupboards, and allowed to remove NON-DISK redundant parts from Citigroup premises by signing the required paperwork. If required additional engineers can be granted the same permissions (subject to Datacentre personnel authorisation). All access is subject to Datacentre staff (Ext 62020) authorisation as per current procedures.

Terry Brister

Patrick Caborn

Dave Manley

Mike Howels

Paul Sutton

Marco Cecioni

Ron Pilkington

Terry Lennon
5.2 SAN support / engineering personnel

The following personnel are granted access to the disk storage cupboards and are allowed to remove disks from the RDC disk Cupboard so they can be relocated to CGC (subject to the correct paperwork being completed). Where detailed (*) the following staff should be contacted to receive parts being delivered between the hours of 07:00 and 19:00 to CGC (Please contact the group number first Ext 59686).

* Sal Ahmed 
- 56566 
- mobile 07764 823914

* Paul Haynes 
- 54972 
- Mobile 07796 307355

* Javed Dad 
- 59757 
- mobile 07834 082120

* Gary Phipps 
- 59855 
- no mobile

Carl Woolward

Graham Rodell

Mark Haringman
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