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1 Introduction
The aim of this Manual is to give guidance on the processes and procedures involved in providing Surveys and Wayleaves which may be requested as a pre-cursor to either Wholesale or Retail services. 
This Manual supports the BT Survey Services Contract and is a guide to the agreed working practices between BT and its Customers.  
2 Order Handling
The customer must place an order via eCo Order, except where the customer does not have access to eCo Order, then for a period of 6 months from contract signature, it may place an order by submitting a Customer Requirement Form (refer to Paragraph 3.1) to the CMC by electronic means.

An order may be rejected if any information is illegible, inaccurate, incomplete or incorrect or if it is a duplicate order. BT reserves the right to charge an administration fee in relation to any rejected order.
BT shall confirm receipt of the order by way of the return of the order details on eCO within 1 working day.  Exceptionally, if BT reasonably considers that the fulfilment of the customers order is not reasonably practicable BT shall notify the customer in place of supplying a confirmation, and in the timescales for supplying a confirmation. Such notification shall be by electronic means, and shall specify the reason why BT does not consider such fulfilment to be reasonably practicable.

Appendix A outlines the Survey Order Process
3 Surveys and Visits
In order to carry out the Survey the customer must either provide:

· a site plan with the order in a format agreed by the Parties and set out in the Customer Service Plan; and/or
· a date on the order when a joint visit to the Site by the Parties can take place for the purpose of a survey, such date being at least 5 working days and not more than 30 working days after the order date. After completion of a joint survey BT aims to respond within 5 working days with the results of the survey.

otherwise the order cannot be accepted.

Where detailed site plans have been provided and the customer does not request a Joint Survey BT will carry out the Survey and aim to provide the response within 10 working days.
These timescales are guidelines and may be impacted by volume of orders and conditions affecting the completion of a survey, e.g. weather conditions preventing a radio survey.

If additional visits are requested at sites, where a full and complete Survey is not required, both visit charges and time related charges will be payable by the customer as set out in the Carrier Price List. 

If additional visits are requested at Sites, where a full and complete Survey is required, a Survey charge will be payable by the customer as set out in the Carrier Price List. 

The customer must give 24hrs notice of cancellation of a Joint Survey otherwise an Abortive Visit Charge may be raised.

Where the customer has failed to agree with BT an appointment date within 30 working days from the previously agreed appointment date, BT may, where BT is not at fault, cancel the Survey order.

Agreed appointment dates can only be rearranged once.
Where an appointment is agreed with BT for a Survey, and BT is unable to carry out the work at, or gain access to, the Site or the appointment is broken,  unless due to BT’s error, BT will charge the customer an Abortive Visit Charge.

3.1 Survey Customer Requirement Form
A new standard CRF, refer to the Reference Offer, must be completed by all customers when requesting a Survey. 

CRF information detail is split into three distinct areas and the following is a guide as to the information to be supplied by the customer:
Order Details

· Customer name, contact name, address and telephone number

· Customer reference number

· Billing account

· Site Plans (sent with order) or proposed Joint Survey date and contact number for On Site Survey

· Date of order

Site Details

· Full Postal address

· Building/floor/room/location

· Eastings and Northings

· Third Party access

· Acquisition or site contact details
· Bandwidth of service required (default 2Mbit/s delivery)

· First and second choice delivery mediums (Copper/fibre)

· Whether cost effective radio option would be agreeable
Remarks/Comments/Special site Access Arrangements

This is a space for notes and should be used by the Customer to record any special detail with regard to the proposed site.

3.2 BT’s Response

After the Survey has been completed BT will provide a response to the customer, via eCO, detailing:

· BT’s selected method of delivery (fibre / copper / radio)*  
· Excess Construction Charges - Full costs, with no discount or allowance. 
· 1st & 3rd Party Wayleave required
· 3rd Party  Wayleave cost 
· Estimated lead time
· Factors likely to delay provision
· GDO Requirements
· Road opening notices
· Summer embargoes 
· Method statements required 

· Any other access arrangements required (e.g. Keys)

· Proposed NTE

· Splicing block type

· Customer Duct

· BT Duct (Metres)

*although the customer may specify its preferred delivery mechanism in its order if this proves to be impracticable for BT, the most appropriate delivery mechanism will be offered to the customer.
4 Definition of a Site

The definition of a Site is as follows:-

· Location must be within 50 – 100 metre Grid

· Location must be on a single site providers property

· No natural or man made boundaries must cross the site.

At the time of the Joint Survey should the customer request the planner to survey alternative locations at that site then the above definition would be applied. Should none of the above be met, then a new site survey would be required and treated separately.

5 Site Plans
Site Plans should, as a minimum, consist of: 
A correct grid ref
· A general location plan usually an OS extract to indicate arrangements for travelling to site.
· A detailed location to a suggested scale of 1:1250, the scale needs to reflect enough local landmarks to help the surveyor identify the site location.
· A detailed plan view and side elevation view of the site with compass bearing ( an arrow pointing north)
· A plan of the base indicating existing and proposed services specifically including our duct poke out, cable trays and risers, again with a compass bearing.( an arrow pointing north)
· A tower detail plan.
· Where a Joint Survey has taken place a site plan indicating the exact location of the site must be agreed by the end of the visit by the Customer and the Planner 
It is the customers responsibility to advise BT of changes to their site plans. When placing the firm order the customer should confirm the version of site plans being used.
Changes to the location of the site may result in a new survey being required and quotations will no longer be valid.
6 Wayleaves
Where wayleaves are required the customer may request, by way of a separate subsequent CRF or eCO order, that BT proceeds with an application for a wayleave in advance of a Circuit order (e.g. RBS Backhaul) being placed.

If a wayleave is obtained before a Circuit order has been placed BT will raise a charge for that wayleave at BT rates, as identified on the Survey response.
If the customer places a Circuit order, whether Wholesale or Retail Private Circuit, within 12 months of the wayleave being obtained, a credit for the wayleave charge can be requested. 

If BT are unsuccessful at obtaining the wayleave within 6 months of the application date the case will be reviewed and where it is not felt that the wayleave will be signed two options will be available to the customer, either 
(i) BT apply for a legal wayleave or 
(ii) specify alternative site
7 Validity Period 

BT’s response will remain valid for a total of 12 months from return date.
8 Existing Greenfield Site (ACCS) orders 

For a period of 30 working days from the product launch date the customer may progress any orders which have not yet been quoted for under the Greenfield Site (ACCS) process where these have been delayed by the customer.  Where it is not possible to progress the orders within 30 working days they will be cancelled.

For any order received prior to the launch date but which are still in the pipeline, BT will continue to progress and provide a quote. 

Any quotes completed prior to the launch of the Survey product will remain valid for a period of 12 months from the quotation date and these orders will be cleansed from BT internal systems. It should be noted that these quotes may have included “in tariff” allowances and therefore the quote may need to be revisited.

Where ACCS orders have outstanding wayleaves these will be reviewed and may be replaced by the new Wayleave order

9 Escalation  Process

Where escalations are necessary customers should follow the process outlined in the Customer Service Plan

10 Service Constraints

Following the survey, BT will advise the customer of any limitations affecting the provision of the Service and in such circumstances where the Service cannot be provided BT will notify the customer.

Any revisions to site plans must be provided to BT as BT cannot be held responsible for any un-notified changes

11 Billing

The customer agrees to pay the charges for surveys as set out in the Carrier Price List. 
Surveys are billed by the Wholesale Markets billing team, via the BT Wholesale billing system.   

The billing team will provide customers a paper invoice and an excel backup file (.xls) in the format as per the current process with the possibility of introducing eBilling at a later date.

12 The Invoice Process 

This section of the Manual deals with the raising of invoices for Surveys in accordance with the Contract.  BT has an obligation to raise an invoice in accordance with the terms and conditions of the Contract.  This includes using reasonable endeavours to raise the invoices within a reasonable time for charges owed to BT. 

12.1 Quarter Day

Where a Survey is completed between Quarter Days, the charge for that Survey shall be raised on the next invoice.  This invoice could consist of a one-off Survey Charge. Should the survey be cancelled there may be additional charges raised, for example, Wayleaves or Radio Planning Permissions 

For ease of understanding Quarter Days are defined as follows: 1 January, 1 April, 1 July and 1 October in each and every year. 

The date that invoices are produced may vary. 

12.2 Price Increase

Where a price increase takes place within a given month these additional charges (calculated back to the effective date of the price change) will be levied on the next appropriate invoice.

12.3 Carrier Price List (CPL) – Section B11

Section B11 of the Carrier Price List details the charges applicable to the Survey. 

13 Glossary of Terms

	Abbreviation or term
	Explanation 

	Survey
	visit to determine the means of delivering BT access network infrastructure to a Site

	Joint Survey
	Survey attended by BT, the customer, or their agent, and the land owner to determine the means of delivering BT access network infrastructure to a Site

	Customer
	Any operator requesting this service / product.

	RBS
	Radio Base Station Backhaul

	Site
	Refer to Paragraph 4


14 Associated Documentations

	Carrier Price List – Section B11

	BT Survey Services Contract

	Reference Offer http://www.btwholesale.com/application?origin=resolve.jsp&event=bea.portal.framework.internal.refresh&pageid=typicalwidelite&nodeId=navigation/node/data/service_and_support/contractual_information/other_contractual_information/survey_services


15 Document Control

This document is owned and maintained by the BT Wholesale Markets MNO PC Product Team.

This document will be reviewed and updated periodically as the need arises.

	Version No
	Date
	Reason for Change

	Issue 1
	22nd June 2005
	

	Issue 2
	5th August 2005
	Amended referencing

	Issue 3
	21st November 2005
	Made Generic – to suit all customers
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