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DIRECTORATE GENERAL OF SYSTEMS & DATA MANAGEMENT

CUSTOMS AND CENTRAL EXCISE,

HOTEL SAMRAT, CHANAKYAPURI,

NEW DELHI – 110021

F. No. IV (24)/29/ 2008-Systems 




Dated: 13th February 2009

To

Commissioner Customs / Central Excise / Service Tax 
Madam / Sir,

Subject: Acceptance of equipments / LAN installation at buildings- Site Precautions pre and post ATP- -reg.

Please refer to this Directorate’s letters of even number dated 23rd December 2008 &  15th January 2009 regarding procedure for acceptance of LAN implementation at offices of Customs, Central Excise and Service Tax . The acceptance process for LAN at buildings housing Central Excise/ Service Tax/Customs offices has already commenced. However, during the acceptance exercise it has been noticed that at certain sites the ATP is being rejected or pending due to:
(i) UPS batteries deep discharge – Due to Mains being switched “OFF” during long weekend 24th/25th and 26th Jan 

(ii) TFT Monitor broken --- During Installation TFT was installed and signed-off on Installation Report was obtained from nodal officer however subsequently its reported that TFT monitor is broken

(iii) Mouse and Keyboard cable broken; Damaged due to Rodents

(iv) Inkjet Printer not working – Toner Cartridges consumed or dried 

2.
As already indicated, the project involves time bound discharge of contractual obligations to enable the Department to adhere to the timelines committed to the Government. Accordingly, it is requested that the guidelines (Do’s & Don’ts) as per Annexure I may kindly be circulated to all the Lead Nodal Officers/Nodal Officers/ Building In-charge under your administrative control.

3. 
Any further queries in this regard may be addressed to the undersigned.  A copy of this letter is being sent through e-decs also.  

This issues with the approval of Director General Systems.

Yours faithfully,

(Yogendra Garg)

Encl: As above 






      Additional Director Systems

Telefax: +91 11 26113618

Email: yogendra.garg@icegate.gov.in 

Annexure I

IT Hardware Usage guidelines (Do’s & Don’ts) for LAN & Equipment

IT Hardware
· Not to use Inkjet Printers/Network Printers/Thin Clients/Scanners/ Servers till ATP is completed & Signed-off; and training given 

· Ensuring proper care and safety is provided for these hardware like 

· Do not move or remove IT hardware 

· In case hardware is required to be moved please place them back in Cartons 

· Provide protection from Pests 

· Scanners/Printers and Monitors are fragile; please handle with care 

· Always keep Scanners/Printers and Monitors always upright 

UPS
· Provide Clean environment; free from dust and dirt 

· Do not do wet sweeping/ mopping 

· Provide temperature control at around 25C 

· Do not touch UPS 

· The UPS room should be free from any human movement or the movement should be restricted 

· Always ensure that UPS Input electrical mains are in “ON position” 24x7 ( During Weekends or Holidays); A separate procedure on how to switch “OFF” UPS on weekends or holiday would be provided during ATP training 

· Do not connect any other electrical appliance on UPS Power point 

· Do not keep any article or stuff on UPS 

LAN & WAN Rack
· LAN & WAN Rack Power should always be “ON” 24x7 

· Do not touch LAN & WAN Rack 

LAN and Electrical cabling
· Ensure that the cabling and Data Sockets and Power Sockets are taken care esp. during renovation work or any other electrical activity that is being carried out onsite 

· Do not touch Electrical Distribution Boards (DBs) that are installed for IT hardware 

