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13.
Documentation
Note:  Only CenturyLink Forms shall be used.  Forms requirements applicable to MOP’s, Change Management, and Acceptance testing for NNS facilities are not covered in this chapter as they are generated, completed, maintained and distributed solely by NNS Field Operations personnel.
13.1
General
The Service Supplier shall be responsible for the accurate completion and distribution of all current versions applicable forms and documents, including those specified in Chapter 12, “Central Office Equipment Removals, Installs and the Proper Handling of Hazardous Materials.” The CenturyLink forms listed in this section shall be complete, legible, accurate, in ink and used without any alteration (except where specifically noted in this and other sections).

Note: CenturyLink LPEC personnel are allowed to use equivalent electronic versions of all required forms that are currently available in CenturyLink’s internal Installation Order Tracking (IOT) system. The CenturyLink LPEC  installation representative is responsible for ensuring that all information from the paper version of each form can be recorded on the IOT version as well.

13.2
Forms List
	Form Number
	Description
	TP 77350
Ref. Par.

	RG 33-0017
	Straight Bill of Lading (BOL)
	14.1

	RG 33-0043
	Document and Material Disposition
	14.2

	RG 41-0046
	Job Log
	14.3

	RG 41-0170
	Installation Alarm Assignment and Capacity Sheet
	14.4

	RG 41-0173
	Alarm/OSS Testing Incompletion Tag
	2.7.1.1; 8.26

	RG 47-0001
	Storage Battery Report
	14.5

	RG 47-0002
	Installation Revised /Completion Notice
	14.8

	RG 47-0004
	Job Information Memorandum
	14.11

	RG 47-0005
	Method of Procedure Page 1
	14.12

	RG 47-0009
	Report of Equipment Disconnected form Existing Plant
	14.16

	RG 47-0010
	Request for Disposition of CenturyLink Communications
	14.17

	RG 47-0013
	Service Interruption / Degradation Report
	14.19

	RG 47-0130*
	Frame Upright Equipment Designation Label
	8.1, 8.22

	RG 47-0131*
	Base Plate or Cover Equipment Designation Label
	8.1, 8.22


Forms List (con’t)

	RG 47-0132*
	Cable Hole Open Label
	4.8

	RG 47-0133*
	Fire Stopped Cable Hole Label
	4.8

	RG 47-0145
	Competitive Local Exchange Carrier (CLEC) Report
	14.14

	RG 47-0157
	Test Record (COE)
	14.20

	RG 47-0160
	CLEC Provisioning Form
	14.22

	RG 47-0161
	Quality Checklist
	14.18

	RG 47-0162
	Detailed Method of Procedure (Switching and Switching- related Power)
	14.33

	RG 47-0165
	Central Office Common Systems Order Form
	14.33

	RG 47-0166
	Job Site Material Inventory for Missing Items
	14.34

	RG 47-0168
	Application for Letter of Deviation
	14.35

	RG 47-0169
	Letter of Deviation
	14.36

	No form no.
	CenturyLink Policy on Digital Image Capture in Central Offices
	2.2.1.9, 14.36

	Forms 820;

821A-C; 822;
823A,B;

824A,B;

825A,B; 826A- C; 827;

828A,B;

829A,B; 840;
841; and 844
	Turn-Up, Test and Acceptance Checklist forms: Generic; Power Room Lighting; Alarm and/or Power

Monitor/Controller (PSMC); BDFB, Power Board, or Fuse
Panel; Batteries & Battery Stands; Rectifier; Power/Battery Plant; Converter Plant; Residual Ring Plant; Inverters; UPS; Standby Engine; Transfer Switch and AC Service Entrance; Fuel Tank, Fuel System, and Fuel Monitor; Outside Plant Site; CO Grounding; PD Bus Bar & Cabling; Power Area Floor Plan; Power Documentation; CO PWR Equipment

Inventory; BDFB/P BD Fuse/Breaker Assignment Record; Critical CO Power and Environmental Alarm Verification
	14.37

	
	
	

	REGN 154-

004-001RG
	Environmental Equipment Notification – Batteries
	14.37






13.3
Electronic Job Packet (EJP) 
The Service Supplier shall be required to submit an electronic Job Packet (EJB) for all installation or removal activities where documentation and job is to be turned over to a CenturyLink Business & Consumer Markets Group (B&C).  
13.3.1 The Electronic Job Packet (EJP) is obtained by accessing the CenturyLink Technical Publication website: http://www.centurylink.com/techpub/and selecting the from the “Technical Publication Forms” dropdown menu an Excel file entitled, “TP 77350 Iss. O Forms.”  The Service Supplier shall complete all forms and information required within the contents of the workbook as defined by the scope of work detailed within the Job Specification.

13.3.2 It is permissible for the Service Supplier to modify the Excel file name to identify the Service Supplier’s company with the associated Job Specification number.

13.3.3 The EJP shall be emailed to the proper representative within the CenturyLink Work Management Center (WMC).

13.3.4 The Electronic Job Packet retention date shall be solely determined by CenturyLink.

13.4
Contents of the Electronic Job Packet (EJP)
The Electronic Job Packet shall contain, but is not necessarily limited to:

13.4.1  The most current release of the Work Package (WP - CenturyLink Engineering)*
13.4.2  The most current release of the Detailed Engineering Specification(s) **

13.4.3 All Methods Of Procedure (MOPs) related to job RG 47-0005 and RG 47-0006* 
13.4.4 Job Start/Completion Checklist (RG47-0158) and Completion Notice (RG47- 0002).*
13.4.5 Job Log* (RG41-0046).

13.4.6 Test Records*: e.g., RG 47-0157 Test Record (COE)

13.4.7 Bills of Lading RG 33-0017 and the Request For Disposition of CenturyLink Communications Material RG 47-0010.
13.4.8 Job Information Memorandums RG 47-0004

13.4.9 All drawings/records (and any electronically-generated “installer marked” drawing/records) shall be identified and retained*.  Refer also to Par. 8.18 for color and retention requirements.
13.4.10 Battery Charge Record RG 47-0001 (to be left as specified in Chapter 10).

13.4.11 Letters of Deviation (if issued).

13.4.12 Service Interruption / Degradation Report if problem occurred (RG47-0013).

13.4.13 Installation Alarm Assignment and Capacity Sheet (RG41-0170) and (if applicable) the Alarm/OSS Testing Incompletion tag (RG 41-0173).
13.4.14 Service Interruption Reporting , RG47-0163 (if problem occurred).

13.4.15 Job Site Material Inventory for Missing Items (RG 47-0166).

*
Required on every job where applicable.

**
Required on jobs engineered by other than CenturyLink (e.g., “Line Extension Contracted Vendors”).

13.5
Job Log RG 41-0046
A Job Log in the format of the Suppliers choice shall be provided and will typically include, but not be limited to the following:

13.5.1 Deviations from the Specification or Standards approved by the Design Engineer.

13.5.2 Material shortages and impact on job progress.

13.5.3 Engineering changes.

13.5.4 Communications with Design or Field Engineers, Quality, , and 
B&C representatives, etc.
13.5.5 NMA Confirmation Log Number.

Note: This information will only be required on the RG 41-0170 Installation Alarm

Assignment and Capacity Sheet and the Installation/Revised Completion Notice (RG
47-0002).  Refer also to Par. 14.5.12.
13.5.6 Security or Safety Problems.

A copy of the Job Log shall be included in the Electronic Job Packet.

13.6
Job Completion or Extension Reporting RG 47-0002
The Service Supplier shall report the completion of a job on or before the day the job completes to CenturyLink on Form RG 47-0002, “Installation Revised/Completion Notice.”

13.6.1 The Service Supplier will contact the CenturyLink Field Engineering representative prior to actual job completion to schedule a completion walk through. The CenturyLink Field Engineering Representative will complete the walk through with the Service Supplier. During the walk though, the supplier will complete the “Job Completion Checklist (RG47-0158)”.  The job will not be considered complete for payment purposes, until after the walk through, and the checklist is complete and accepted by an authorized CenturyLink Field Engineering or B&C representative.  A copy of the “Job Completion Checklist (RG47-0158)” shall be given to the Service Supplier so that it can be included in the Electronic Job Packet, and the original forwarded to the Central Office Manager or designated CenturyLink representative authorizing the Installation Completion Notice (RG47-0002).
No payments to the Service Supplier will be made prior to the completion of this process. Non-compliance to this requirement will have serious consequences, which may result in the termination of the Service Supplier’s contract with CenturyLink. Service Suppliers shall then obtain B&C acceptance on RG 47-0002 prior to sending a final Completion Notice to the WMC. Advance or partial completion of the job shall also be reported on this form. A copy of the Job Completion Checklist RG47-0158 must also be forwarded to the WMC.
E-Mail:  khadija.owinyo@centurylink.com 


13.6.2 Service Supplier shall obtain the B&C Representative” signature on RG47-0002 prior to distribution of copies. The B&C Representative shall review the job and ensure that they have an accepted and complete “Job Completion Checklist (RG47-0158)”.  The B&C Representative shall then mark and sign RG47-0002 as “Accepted” or “Not Accepted”, with appropriate comments.
13.6.3 One copy of this form (RG47-0002) shall be forwarded to Work Management

Center (WMC). The WMC will do all distribution required by CenturyLink.
Note: Engineer, Furnish, and Install (EF&I) Service Suppliers shall obtain the “Installation Revised / Completion Notice”, RG47-0002 and “Job Completion Checklist” (RG47-0158). After they have been reviewed and accepted by the B&C Representative, the Services Supplier shall send approved RG47-0002 and RG47- 0158 directly to the appropriate Design Engineer for processing.

13.7
Job Information Memorandum (JIM) RG 47-0004
A JIM, RG 47-0004 is a formal publication issued by the Service Supplier to explain differences between actual job conditions and the engineering information provided. It may be used to request authorization for additional effort, but is not authorization for that effort.  Additional effort shall be authorized only through the issuance of an Amendment to the original Job Specification referencing the JIM.
13.7.1 A JIM must include a specific detailed description of each additional work effort associated with a central office installation job.  The JIM must include the exact number of hours required to complete each specific work effort.  The additional work effort (and any additional hours) must be authorized in writing by the CenturyLink Design Engineer.  In an emergency situation, the Design Engineer may authorize the work to begin with verbal authorization to be followed up with written authorization within 24 hours. The same specific detailed description and number of hours must be agreed to verbally by both the Design Engineer and Service Supplier.  The cost of the JIM will be determined by the number of hours times the contracted loaded hourly rate of the Service Supplier.

13.7.2 If an identified problem requires issuing an Engineering Complaint, the installer shall issue a JIM stating the specifics and forward a copy to the Field Engineer. The Field Engineer will forward any problematic issues to the appropriate CenturyLink Subject Matter Expert (SME) for investigation.
13.7.3 The original copy of a JIM shall be forwarded to the WMC Analytical Associate  (AA) who will be responsible for all CenturyLink distribution, and a copy of the JIM shall be left in the Electronic Job Packet.  Refer to Par. 14.8.

13.8 Service Interruption / Degradation Report RG 47-0013
When a Service Interruption/ Degradation Report is required the Service Supplier shall notify the B&C site manager and Design Engineer.  Copies of the report shall be sent to the B&C manager, Design Engineer, and the Electronic Job Packet. In addition, the Network Strategic Sourcing Construction Team Lead, 7800 E. Orchard, Ste. 450, Englewood, Colorado 80111 (FAX 303-224-1023), and the Regulatory Analysis and Interface Group, 700 West Mineral Ave., Room NEE29.22, Littleton, Colorado 80120 (FAX 303- 707- 2229) within 24 hours of the occurrence. The Service Supplier include the Planned Network Activity Registration (PNAR) number obtained from the CenturyLink Business & Consumer Markets Group (B&C) representative and include it in the report (refer also to Chapter 2, paragraph 2.9.8, Chapter 14, paragraph 14.13 and Chapter 15, paragraph
15.9).
13.9
Request For Disposition of CenturyLink Communications Material RG47-0010
13.9.1 When the Services Supplier needs to return excess Common Systems material to the warehouse, they shall complete RG47-0010, “Request For Disposition,” form. Service Supplier shall note the return quantity on the appropriate line of the form (material must be a complete unit).  To arrange for pick-up the Service Supplier shall call the NAVL Agency for their geographical area.  The following information shall be provided to the NAVL Agency.

Fireworks Project Job # Address ID/CLLI


The Service Supplier shall attach a copy of the completed form RG 47-0010 to each box before releasing excess material to the NAVL Agency at the point of pick-up.

NAVL Agencies shall warehouse all excess materials separate from inbound BVAPP materials. Upon receipt of the excess material, the NAVL Agency shall forward a copy of all RG 47-0010 forms to the On-Site CenturyLink / NAVL representatives.

CenturyLink / NAVL On-site representatives will provide direction for disposition of excess material to the NAVL Pack-and Hold Agency.

13.9.2  Warehouse or Transportation Claims Procedures

13.9.2.1 All claims will be processed by the pack-and-hold service center

(303) 707-3108 or 3111.
13.9.2.2 Claims documentation
Clearly write any damage or shortage on the delivery receipt.  This includes damage such as “boxes crushed, punctured, wet, or damaged”.

Contact the pack-and-hold service center as soon as possible.

13.9.2.3 Documentation required:

•
Copy of the delivery receipt

•
Copy of the packing slip

•
Statement concerning the circumstances

•
Other documentation may be required

13.9.2.4 Damages, overages, and shortage may require material return process. You will be directed by the pack-and-hold service center.

13.9.3 To file a claim for common system material, complete the “Report of Unsatisfactory Shipment” on the back of the packing slip. Call the NPC expediter to reorder material and arrange for material return.

13.9.4 To release material from a warehouse or get a job status, call the NPC expediter.
13.9.5 To order common systems material, Service Supplier shall coordinate with the Design Engineer.  Services Suppliers shall complete RG47-0010, and send a copy to the Design Engineer, and the NPC.

13.9.6 CenturyLink Design Engineering (Switch, IOF, and OSP) personnel will utilize NAVL pack-and-hold sites for non-Engineer, Furnish and Installed in each of the fourteen (14) states.  The purpose of this is to aggregate and warehouse CenturyLink installation materials prior to final shipping to the CenturyLink installation sites. NAVL pack-and-hold sites will have a contractual 24-hour material receipt and / or release requirement.

13.10 Test Records
13.10.1 Test records shall include:

•
Type of test performed

•
Test equipment used

•
Errors found, corrective action taken

•
Person performing test

•
Date(s) of test
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