



CONTENTS
Chapter and Section
Page
14.
Forms
14-i

14.1
RG33-0017- Straight Bill of Lading (BOL)
14-1

14.2
RG33-0043 - Document and Material Disposition
14-2

14.3
RG41-0046 - Installation Job Log
14-3

14.4
RG41-0170 - Installation Alarm Assignment and Capacity 


Sheet

 14-4

14.5

RG47-0001 - Storage Battery Report
14-5

14.6
RG47-0002 - Installation Revised/Completion Notice
14-8
14.7
RG47-0004 - Job Information Memorandum (JIM)
14-11
14.8
RG47-0005 - General Method of Procedure (MOP) and 


CLEC MOP
14-12
14.9
RG47-0009 - Report of Equipment Disconnected from 


Existing Plant
14-16
14.10
RG47-0010 - Request for Disposition of CenturyLink 


Communication
 Material
14-17
14.11
RG47-0013 - Service Interruption/Degradation Report
14-19
14.12
RG47-0157 - Cable Test Record
14-20
14.13
RG47-0160 - CLEC Provisioning Form
14-22
14.14
RG47-0161 – Quality Checklist
14.29

14.15
RG47-0162 - Detailed Method of Procedure (Switching and 


Switching-related Power)
14-30
14.16
RG47-0165 - Central Office Common Systems Order Form
14-33
14.17
RG47-01660 - Job Site Material Inventory for Missing Items
14-34
14.18
RG47-0168 - Application for Letter of Deviation
14-35
14.19
RG47-0169 - Letter of Deviation
14-36
14.20
CenturyLink Policy on Photography in Central Offices
14-36
14.21
820/840 Series Forms for Power Equipment Turn-Up

14-37

14.22
REGN-154-004-001RG Environmental Equipment 


Notification – Batteries
14-37
14.
CenturyLink Forms Introduction

When completing ISP paperwork, the Service Supplier will use CenturyLink-approved forms. If used electronically, CenturyLink forms will not be altered by the Service Supplier.  The intent of this chapter is to provide instruction for the Service Supplier on the proper completion and disposition of CenturyLink forms used when conducting installation services.

14.1 RG 33-0017 – Straight Bill Of Lading (BOL)
14.1.1  This form is used anytime material is shipped to or from a CenturyLink location. It identifies where the material is shipped from, where it is being shipped to, contains relevant accounting information, material identification and weight, the shipping originator, description of material and the carrier’s name.

14.1.2  Shipped From – List the complete Company name, the representative and city of origin.  This form must include the street address, city, state and zip code.

14.1.3  Shipped To – Enter the Company name and the person in charge where the shipment  is to be delivered. Please include street address, city, state and zip code.

14.1.4  Bill Information – Add the Cost Center (if known). If the shipment is being charged to a job, include the Engineer’s RC code (RC-O), job estimate number (RC-C) (Job ID, BAN, Estimate or Authorization), Fireworks Project Number,  office and the percent of the cost charged to the job (%).The blocks identified in parentheses are recommended locations for the billing information to be placed.

14.1.5  Hazardous Material – The hazardous material section is only completed when required by the Department of Transportation. For specific requirements refer to CenturyLink Publication REGN 154-004-001RG.  Refer to the section pertaining to the hazardous material being shipped.

14.1.6  No. of Packages– Number of cartons, bundles, pieces, cages, coils, reels, etc., being shipped.

14.1.7  Material Non-Hazardous – (a) Show type of container or package.  Show actual National Motor Freight Classification description or item numbers. If not available, use descriptive language such as cable closures, hand tools, power tools, copper cable, wooden ladders, multiplexors, etc. (b) Include the Transportation log number.

14.1.8  Weight – It is important to show actual weight.  Estimated weights should be used only when scales are not available.

14.1.9  Order Numbers – List all additional order numbers or invoices for material being shipped to consignee. 
Note: 14.2.6 through 14.2.9 are to be completed by the originator transporting the material.

14.1.10  Signature – Signature of the originator shipping the material.

14.1.11  Shipper Name – To be completed by the shipper.  Include the shipper’s Company name, legible person’s name completing the BOL. Include telephone number and date.

14.1.12  Carrier Name – To be completed by the transporter.  Include the transportation Company’s name, legible driver’s name and date.
14.1.13 Transferred To – To be completed by transporter.  Include the carrier’s name, and legible name of person receiving material and date.

14.1.14 Received By – Legible name of person receiving the material and date.

Note: The installer keeps the golden rod-colored sheet.  It is marked ‘Shipper’ at the bottom.  Include in the job packet at the end of the job.  The numbered tabs on the back of the form should be placed on the containers being shipped. This will allow the containers to be traceable to the Bill of Lading.

14.2 RG 33-0043 - Document and Material Disposition
14.2.1 Used when material and documents (e.g., equipment manuals and job packet documentation) are turned over to a central office representative or other CenturyLink representative.  List the items and quantities of each item turned over.


14.2.2 DMD - Leave this field blank.

14.2.3 Date - Date the items were turned over to the CenturyLink Representative.

14.2.4 City, State - City and State where central office is located.

14.2.5 Office -  CLLI code of the central office.

14.2.6 Order Number - Fireworks Project Number of job providing the items.
14.2.7 Shipped To - Same if the items remain in the central office or far destination address if the material is shipped from the central office.

14.2.8 Shipped Via – How shipped to the far end destination or blank if not shipped.

14.2.9 Quantity – The number of each item shipped.

14.2.10 Description - Item name or number.

14.2.11 Item Number – the cross-referencing item number in the spec or Bill of Material.

14.2.12 Spec Number - Which specification (WP  or detailed) where the item can be found.

14.2.13 Form Completed By – The Service Supplier’s name printed clearly.

14.2.14 Material/Document Received By - Name of CenturyLink Representative who accepted the material and/or documentation.

14.3 RG 41-0046 – Installation Job Log
14.3.1 Used to communicate daily job issues of relevance. Briefly explain daily progress, telephone conversations with engineers, Work Management Center or others relating to the progress of the job.  Explain problems that have been identified and where the problem was referred. Describe any changes to the job and where they originated. Writing must be legible. Enter as much information as required to explain the problem or situation.  Use as many Sheets as necessary.

14.3.2  Fireworks Project # - Referenct number of the job.

14.3.3  Date – Date information is entered and name of person entering the information.

14.3.4  Details – Provide daily information regarding the job.  Included, but not limited to the following: any deviation from the WP or CenturyLink PEG technical documentation approved by an engineer or other authority (this may require a Letter of Deviation per par. 2.11) their name and contact number.  Describe any material shortages identified. List the name and contact number to whom the shortage was reported and what the expected action will be.  Note the results of any action taken 
by the individual to whom the shortage was referred. Document any engineering-related or assignment changes, any communications with Engineering, Installation Quality Assurance, Central Office Operations or others relating to the job.
14.4  RG 41-0170 – Installation Alarm Assignment and Capacity Sheet
14.4.1 This form is used to communicate to the Network Monitoring and Analysis
(NMA) group any equipment serial and discrete alarm assignments. It is also used to record testing confirmation information provided by the NMA group.  Where the alarm leads from a network element are terminated on a Dantel® or similar alarm equipment, this form is used to document those assignments. This sheet will be faxed to NMA group when completed. The date and number of Sheets being faxed must be filled in at the top of the Sheet.
Note: This form is not used for assignments to a Digi-Pac, AI or COLAN AI switch. Contact the X.25 Provisioning organization for those assignments and record the NMA log number on the RG 47-0002 ICN and the assignment information on the Job Log (RG

41-0046).  Refer also to Par. 2.7.2.1.

Face Sheet
14.4.2 NMA Database - NMA Database Group and Design Engineer contact information. Individuals who will be receiving the fax and inputting the information.
14.4.3 Installer – Includes Service Supplier’s name, contact numbers, the Company who the installer represents, central office CLLI code, Job Number, and Estimate number.

14.4.4 Addition or Removal– Check which type of job is represented by this effort.

Sheet 2
14.4.5 Installer information – Includes installers name, contact numbers, Service Supplier’s name, central office CLLI code, and Job ID number.
14.4.6 Capacity notes - Identify any potential shortages for future growth.

14.4.7 Alarm bay – Which relay rack / bay the Dantel® or similar alarm unit is located.

14.4.8 Shelf – Leave blank.

14.4.9 ETEL – Usually found on assignment sheets left near the alarm unit.  If unknown, contact the E-Telemetry Database individual for guidance. Check job package for contact numbers.

14.4.10 Address/Remote – Same as ETEL.
14.4.11 Additional comments – Used to provide additional information related to the alarming equipment.

14.4.12 Log # - Provided by NMA after the Discrete alarms have been tested.  Note: CenturyLink personnel will also be required to enter this information into the Installation Order Tracking (IOT) system.


14.4.13 Table under Discrete alarms heading - Minimum required information to be filled in – MAP, Port, Display #, SDR #and Equipment type/ Relay Rack/ Shelf, Equipment X-Conn and Assignment X-Conn. ‘TB’ is the cross-connect panel where the alarm lead is terminated, i.e., 1U (upper) or 1L (lower).  The alarm is the pin position on the panel that the alarm lead is terminated on, i.e., 1A.  Return is the pin position on the panel that the alarm return lead is terminated on, i.e., 2A.

14.5 RG 47-0001 – Storage Battery Charge Record and End of Charge Report
14.5.1 This form is used when flooded cell storage batteries are received in a central office. Measurements and sight inspections are performed and recorded before, during and after battery charging.  The values of the measurements and sight inspections are recorded on this form. This is a requirement.  Refer to  Chapter 10 for additional information when using this form. Be sure to read all of the footnotes on both Sheets before starting the process.
Note: For Valve-Regulated, Lead-Acid (VRLA) battery applications, the Service Supplier will enter, on this form, any relevant information pertinent to the life cycle maintenance of these cells. Not all fields on this form are applicable to VRLA batteries. When completed, this form will reside with the installed equipment (Refer also to Par.

10.2.10.2).
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Job Information:
14.5.2 String & Plant Identification – This identifies the battery string within a power plant.  An alpha letter is normally used. Plant identification is the CLLI code of the plant.

14.5.3   Central Office – Name the office is commonly known by.  Provide City, State and physical street address.

14.5.4  Supplier – Name of the company providing installation services.

14.5.5  Supp. Order # - Order or job number of the installation provider.
14.5.6   Job # / Job ID # - This is the Fireworks Project Number of the job.  The Job ID can be called Estimate, Job ID, BAN or Authorization Number.  The terms are all synonymous.

14.5.7 ADDRID – Address identification is the six-digit code for the office. Also called the Geographic Location code.

14.5.8 CLLI Code – CLLI code for the office.

14.5.9 Installer’s Name – Name of the lead person installing the batteries and taking the cell measurements. Name must be legible.

14.5.10 Battery Mfg./Model and Catalog # – Name of the battery manufacturer. The manufacturer’s model number or designation and the cross-referencing catalog number used by the manufacturer.

14.5.11 Date Received – Month, day and year the batteries were delivered to the office where they will be placed into service.

14.5.12 Charge By Date – Date stamped by the manufacturer on the side of the battery packaging.

14.5.13 Torque Value – This value is listed in the manufacture’s literature sent with the battery.

14.5.14 Plant / Nominal Float Voltage – Record the Plant Voltage reading taken at the main termination buss of the first battery string in the plant.  For Nominal Voltage, record the results as determined by Sheet 1, Footnote 1.

14.5.15 Temp. Ref. Cell # – Temperature Reference Cell (TR) is the cell on the upper tier with the lowest voltage reading at the end of the initial charge.  Write in the number of the cell designated as the Temperature Reference Cell.  Refer to Publication 77350 Issue L Section 10.2.11 for additional information. Refer to Sage 1, Footnote 4.

14.5.16 Turnover Date – Month, day and year battery or batteries are turned over to and accepted by a Power Technician, Central Office Technician or Supervisor. Refer to Sheet 1, Footnote 3.

14.5.17 Turnover Average Voltage – Refer to Sheet 1, Footnote 2 to determine this voltage.
14.5.18 Accepted By – This is the CenturyLink power representatives’ name. The name must be legible.

14.5.19 Batteries as Received Open Cell Data - Cell number is the number of each cell as determined by the installer in the placement of the batteries. Note: Refer to Sheet 1, Footnote 7 for required voltage measurement accuracy.

14.5.20 Serial # - Serial number of each cell as provided by the manufacturer.

14.5.21 Mfg. Date, etc. – Manufacture date of the cell as stamped on the battery or packaging.

14.5.22 Voltage - is the voltage measurement of the open cell before being placed on a charger.

14.5.23 Corr. Specific Gravity - is the specific gravity measurement of the acid in the open cell before being placed on a charger.  Specific gravity and voltage readings for each cell are required during the initial charge.  A visual inspection of the cells will determine if crystals are present or not.  If no crystals are present, mark “N.” If crystals are present mark “Y.” Refer to Section 10.5 for additional information regarding inspecting for crystals. Acid level is determined by visually inspecting the acid level in each cell. The fluid level must be between the minimum and maximum level marks. Refer to Sheet 1, Footnote 6.

14.5.24 Batteries At Turnover (On Float) - Refer to Sheet 1,  Footnote 5.  This section is completed after the batteries have been on float for at least 48 hours.

14.5.25 Voltage, etc. – Refer to  Sections 10.2 and 10.5 for information. Record each cell value as measured. After 24 hours on “float”, all cells should be between –2.14V and –2.27V.
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Cell Voltage readings for first 100 hours of charge:
14.5.26 Date and Time – Record month and day. Day 1, 2, etc., are the days of charge during the charging process. Each day is a 24-hour period. Refer to Sheet 2, Footnote 2 to determine when the initial minimum 100 hours of charging can begin.  Cell numbers 1 through 24 are the same as Sheet 1.  Up to eleven days can be recorded to provide for the 
250 hours maximum charge time.
End of Charge Readings:
14.5.27 Volts, etc. – Do not record these measurements until the minimum charge hours and Sheet 2,  Note 3 can be satisfied. Record the measurements of each cell.
14.5.28 Charger Amps - is the daily reading of the amperage output of the charging device.

14.6 RG 47-0002 – Installation / Revised Completion Notice
14.6.1 Used to communicate to the Central Office organization, Design Engineer, Work Management Center and other organizations that the job is complete, partially complete or a portion of a job is being turned over for service in advance of the completion date. “Complete” means all work has been completed and the equipment has been installed, tested and is ready for service. “Partial” means that not all of the work is complete. The installer has installed all of the equipment that can be installed and is waiting for a non-service affecting component. This form is also applicable for customer premise installation work (Refer also to Par. 14.20).

“Advance” means that a critical component required for immediate service has been installed, tested and is ready for service, but the entire job is not ready for service.

14.6.2  Confirmation of Installation Completion or Request for Revised Completion – Mark only one box with an X to indicate which type of notice this will be.  It will be either a completion notice or a request for a revised start or completion date.

14.6.3  Mark only one box with an “X” to indicate if the completion is an Advance,

Partial or Final.
14.6.4  Marked drawing sent – This is the date or dates when the Service Supplier sent the corrected drawing(s) to the design engineer for updating of the office drawings.

14.6.5  Reschedule – Mark this box if this is a request for a new start or completion date.

14.6.6  Network Monitoring and Analysis NMA Confirmation Number – Enter the required information from the NMA group per Par. 2.7.

14.6.7  City, State, and Zip – City, State and Zip code where the central office is located.

14.6.8  Office/Office location – Name office is known by or the CLLI code for the office.
14.6.9  Design Engineer’s Name – Name of the CenturyLink Engineer responsible for the job.

14.6.10 Fireworks - This number will be the Fireworks Project Number that funds the job. 

14.6.11 Job # - Job number of the job.
14.6.12 Scheduled Dates – Enter the actual start and complete dates listed on the face of the Design Work Package.

14.6.13 Start – This is the Material Available date as indicated on the front of the 
Job Specification.
14.6.14 Complete – This is the Installation Complete date as indicated on the front of the Design Work Package.
14.6.15 Actual or Rescheduled dates – If this is a request for new dates, place the requested dates in these fields. If this is a completion notice, place the actual dates that the job started and completed.

14.6.16 Start – Date the job actually started or what date is being requested as a new start date.

14.6.17 Complete: – Date the job actually completed or what date is being requested as a new completion date.

14.6.18 Equipment Involved; Exception Items: – Include the major items of equipment that were installed and location, (e.g., multiplexors, DSX panels, fiber panels and rack- and-stack bays) and, if applicable, any exception items (e.g., AC not connected, alarms not tested due to missing circuit boards, missing framework details, etc.).

Note:  If the Service Supplier lists any exception items, those items will be cleared within a negotiated timeframe with the Design Engineering.

14.6.19  Reason for Reschedule – Brief explanation why a start or complete date needs to be extended.
14.6.20 Service Supplier Company Name and Signature – This is the name of the Service Supplier providing the installation effort and the individual requesting a date extension or completing the job and doing the final walk through with the central office representative.

14.6.16 Date – Date the form is being signed. Blocks below lines 19 and 20 are for CenturyLink use only.

14.6.22 Accepted, Not Accepted – Authorized CenturyLink Representative signing the completion notice and participating in the final walk through will place an X in the box that applies.  The job will either be accepted or not.  For customer premise applications, the CenturyLink Field Engineering representative is authorized to sign.

14.6.23 If Not Accepted, Reasons – If the job or date change request is not accepted, briefly state the reason for not accepting the job or the requested date change.

14.6.24 B&C Representative Printed Name – Name of the 
Representative accepting or not accepting the completed job.
14.6.25 Date – Date job is accepted by the CenturyLink representative.

14.6.26 B&C Representative Signature – Signature of the 
Representative accepting or not accepting the completed job.
14.6.27 Telephone # - Telephone number of the B&C representative that is accepting or rejecting the job.

14.6.28 Design Engineer Printed Name – Printed name of the Design Engineer accepting or rejecting the completion of the job or the requested date change.

14.6.29 Date – Date the job completion or date change is accepted or rejected.

14.6.30 Design Engineer Signature – Signature of the Design Engineer accepting or rejecting the completed job or requested date changes.

14.6.30 Telephone # - Telephone number of the Design Engineer accepting or rejecting the completed job or requested date changes.
14.7 RG47- 0004 Job Information Memorandum (JIM)
14.7.1 This is a formal publication issued by the Service Supplier to explain the differences between the actual job conditions and the engineering information provided.  It may be used to request authorization for additional effort. It is not an authorization for any additional effort.  Additional effort shall be authorized only through the issuance of an Amendment to the original Design Work Package (DWP) referencing the JIM. The CenturyLink Engineer must issue an amendment to their DWP to authorize the payment of a JIM. The JIM must contain a specific detailed description of each additional work effort and the exact number of hours to complete each specific work effort. No additional work effort should be started without specific written authorization from the Design Engineer or the Work Management Center (WMC) Contract Manager.

14.7.2  City and State – City and State where the office is located.

14.7.3  Office – Office Common Language Location Identifier (CLLI) code or the common name of the office.
14.7.4  Fireworks Project # – Job number of the job.

14.7.5  JIM No. – What number JIM is this issue. Start with number 1.

14.7.6  Service Supplier Company Name – Name of the Company that is providing the installation service.

14.7.7  Subject - Brief description of what is being addressed with this JIM.

14.7.8  Spec. Item Number – Refers to an item within the 
Work Package (WP). Leave blank if the JIM is not in reference to something contained within the DWP.
14.7.9  Confirming Telephone Call – name of the originator of the call, recipient, the nature of the subject matter, and date.  This can also be a face-to-face contact.

14.7.10  Drawing Change Required, Job Cost Affected, Additional Material
 Required and Spec Appendix Required – Mark the appropriate Yes or No box for each question.
14.7.11 Problem Description – Briefly describe the problem that has been identified. This can include material or work effort not identified on the WP. Provide enough detailed information to be clear.

14.7.12 Suggested Remedy – Briefly describe the discussions to correct the missed material or work effort.  Provide enough detailed information to be clear.
.  This can include specific cost for material and labor.

14.7.13 Effect on Job Completion Date – Describe how the completion date will be affected (if at all).

14.7.14 Submitted by – The individual (e.g., Service Supplier) who originated the JIM.
14.7.15 Telephone No. – Contact number of JIM originator.

14.7.16 Address – Street address of the Originators’ Company location.

14.7.17 City – Name of the city the Originators’ street address is located in.

14.7.18 State – Name of the state the Originators’ street address is located in.

14.7.19 Zip Code – Postal zip code of the Originators’ street address.

14.8 RG 47-0005 – Method of Procedure (MOP) and CLEC MOP. COE Installation / Removal/ Modification
14.8.1 Used for all work operations performed on equipment being added, removed or modified in any manner in a CenturyLink facility (with the exception of Stored Program Control, e.g., Switching equipment which uses RG 47-0162).  This is a written contract between CenturyLink and the Installation Service Supplier performing the work. It provides the procedures in which equipment will be added, removed or modified. It is used for both the general installation and the detailed installation work.  The CenturyLink representative and the Service Supplier representative use this form to agree on what will be installed, where it will be installed and the hours that the work will be performed. This form gives authorization to work in all locations listed in the steps and description area of the MOP.
14.8.2  If the completion date must be moved out from the original date, this form must indicate the new date and be initialed by both the CenturyLink representative and the Service Supplier representative. 
14.8.3  Sheet - Sheet 1 of all total Sheets.  Sheet 2 and higher should be written on

Form RG 47-0006.
14.8.4  General or Detail – Select the proper version of RG 47-0005 to reflect the level of detailed work being described.

14.8.5  General - The general installation or removal process of work in a CenturyLink facility.  This is an outline of what is being installed or removed, where the work will be performed and what the hours of operation will be.  All near end and far end work locations are required to be identified.

14.8.6  Detail – The detail installation, modification or removal process of work commencement in a CenturyLink facility.  This is a detail step-by-step process that will be followed when equipment is installed, modified or removed. These steps include, but are not limited to, what is being installed, modified or removed, where the work will be performed and what the hours of operation will be.  The PNAR number should also be included here. Refer also to Par. 15.9.

14.8.7  City, State – City and State where the office is located.

14.8.8  Office – Office CLLI or the common name used for the office.

14.8.9  Office Location – Street address of the office.

14.8.10 Phone – Phone number of a contact within the office.

14.8.11 Start Date – Date when the job is expected or due to start.

14.8.12 Start Time – What time the work is expected to start each day. This time needs to be negotiated at the time this document is signed by the CenturyLink representative.
14.8.13 Completion Date – When the work is expected to be complete and the equipment is turned over to the office for test and turn-up.  If this date changes, the new date is required to be written in and initialed by both the CenturyLink and Service Supplier’s representative.

14.8.14 Completion Time – When the work is expected to complete each day. It is suggested that the completion time listed be one to two hours later than the normal scheduled shift. This will allow the work to continue if there is a need to work late.  This time needs to be negotiated at the time this document is signed by the CenturyLink representative.

Note: Paragraph Items 14.8.12 through 14.8.14 are the only authorized times an installer can be working in the office. Work outside these agreed dates and times, unless authorized by a separate MOP, is not authorized.

14.8.15 FW # –  This is the Fireworks Project Number of the job.  On the CLEC version, the BAN is used.

14.8.16 Job ID – The Estimate, BAN, Authorization or Job ID number for the job.

14.8.17 Name – Company name of the installation Service Supplier.

14.8.18 Job # - Number internal to the installation company. This is the 
Installation company’s tracking number.
14.8.19 System Type – Check the appropriate box.  If this is for a switch, refer to Par. 14.19 and RG 47-0162.
14.8.20 Step – List the steps of the procedure. Start at 1 and continue upward. Letters can be used to expand items within a step.

14.8.21 Description – A General MOP defines the activity to be performed as well as the quantity, locations and equipment involved (all far end and near end locations). A Detailed MOP includes any work on equipment  which is in an area where potential hazards to equipment or personnel exist.  The Detailed MOP defines each step of the process and, in effect, is the step-by-step procedure under which the activity shall be performed.

14.8.22 CenturyLink B&C Operations – Place a check mark or X to indicate that this step is a CenturyLink responsibility or expected participation.
14.8.23 Supplier - Place a check mark or X to indicate that this step is the Installation Suppliers responsibility or expected participation.
14.8.24 Person Performing Work (Required) – Print the name of the person who is performing the work.  This person also signs their name. The printing needs to be legible.

14.8.25 Title – Title of the person responsible for the outcome of the job.

14.8.26 24-Hour Emergency Contact Number – Contact number of the person responsible for performing the work.
14.8.27 Date – Date the MOP is signed by this Service Supplier representative.

14.8.28 Real Estate or B&C Operations Representative (Required) – Generally this is the Supervisor of the person(s) performing the work.  Print the name of the person responsible for the person doing the work. This person also signs their name. The printing needs to be legible.  If this is a job for CenturyLink Real Estate, a CenturyLink Real Estate Representative must be listed in this location.

14.8.29 Title – Title of the person responsible for the person(s) performing the work.

14.8.30 Phone – How this person can be contacted anytime inside or outside normal business hours. This contact should be the B&C Manager or (designated representative) (Required) Manager, or their representative, of the office in which the work is to be performed.

14.8.31 Title – Title of the Manager of the office or their representative.

14.8.32 Phone – Contact number of the Manager of the office or their representative.

14.8.33 Date - Date the MOP is signed by this person.

14.8.34 B&C Support Technician (Not Required) – The 
Person inside the office that can be kept informed about the job. This person to whom the installer can go to if there is a question about the office or a procedure. The printing needs to be legible.
14.8.35 Title – Title of the employee referred to in Par. 14.8.34.

14.8.36 Phone – Contact number of the Central Office Operations Support Technician during normal business hours.
14.8.37 Date – Date the MOP is signed.

14.9 RG 47- 0009 – Report of Equipment Disconnected from Existing Plant
14.9.1 Used to report the disconnection of retired equipment from existing plant. 
Information recorded on this form aids the Design Engineering in recording removed equipment from the network.

14.9.2 Date – This the date the form is completed.

14.9.3 Sheet  
of  
- The total number of sheets required to record disconnected equipment; beginning with Sheet 1.

14.9.4 Design Engineer’s Name – Record the name of the CenturyLink Design Engineer from the Design Work Package face sheet (this name is located in the field entitled “Telephone Company Engineer”).

14.9.5  Address – Populate the CenturyLink Design Engineer’s work [street] address here.

14.9.6   Mark only one box with an “X” to indicate if the completion is a Partial or Final.

14.9.7   City, State, Zip – Information also related to the CenturyLink Design Engineer’s work address.

14.9.8 Office - The office Common Language Location Identifier (CLLI) of the central office location where the equipment is being removed.

14.9.9  Spec. – This field is not required.

14.9.10  Order - Record the Billing Job Number. This information is listed on the face sheet of the Work Package.

14.9.11 Quantity - The total number of equipment types removed from service.
14.9.12 Code and Description – Any applicable or pertinent equipment identifiers that describe the equipment removed (e.g., “D4 Channel Bank” or “Subscriber Loop Carrier
 96”).

14.9.13  Name Of Circuit And Location From Which Disconnected – Include the circuit name (e.g., “T-86402, Fig. 4a” or PEG nomenclature from WP face sheet) of the equipment removed and its associated relay rack location.

14.9.14  Date Disconnected -  The actual date that the equipment was deactivated and removed from the CenturyLink network.

14.9.15  Service Supplier Representative – The name of the person performing the work on behalf of the Service Supplier.

14.10 RG 47- 0010 – Request For Disposition of CenturyLink Communications Material
14.10.1 Used to return excess material to the Excess / Reuse warehouse or to return material to a supplier.  Contact NAVL to have excess material picked up.  Contact the Detail Engineer or the Network Procurement Center (NPC) to arrange for a Return Material Authorization (RMA) number from a material supplier.  For material being returned to a supplier, follow their shipping instructions.

14.10.2 Ship to Location – Where is the material being shipped. This is either a vendor location or a NAVL warehouse.

14.10.3 Street Address, City, State and Zip – The physical address of the warehouse the material is to be delivered to.

14.10.4 Design Engineer’s Name – Name of the Design Engineer on the Work Package (WP).
14.10.5 Job Site – The physical address of the office the material is shipping from.

14.10.6 Tel. No. Engineer – Contact number of the Design Engineer.

14.10.7 Office Name – Office CLLI or the common name the office is known by.
14.10.8 Returned By – Name of the individual returning the material.

14.10.9   Phone # - Contact number of the individual returning the material.

14.10.10  Address ID – The six-digit number that identifies the office. Generally found on the face sheet of the Work Package (WP).
14.10.11 FRC – Field Reporting Code. This is the account code the material was charged to. This can be a two or three-digit number followed by a letter, i.e. 357C, 45C. It is generally found on the face sheet of the WP.

14.10.12 Job ID – Estimate, BAN, Authorization or Job Id number.  Generally found on the face sheet of the WP.

14.10.13 Fireworks Project Number – The project number associated with the job that purchased the material.

14.9.14 RMA# (Provided By NPC For Vendor Claim) – Return Material Authorization number provided by a material supplier when they authorize material to be returned to them.

14.10.15 Name NPC Expediter – Name of the person in the Network Procurement Center (NPC) who arranged for the return of the material and obtained the RMA number.

14.10.16  Date Notified NPC – Date that the NPC was notified of the need to return material to a supplier.

14.10.17 Phone # of Expediter - Contact number of the person in the NPC who is making arrangements to have material returned to a supplier.

14.10.18 Quantity – How many of each item is being returned to the Excess warehouse or the material supplier.

14.10.19 Part No. –The manufacturer’s common ordering number for the item being returned.

14.10.20 Material Description (include all information) – Which name the item is commonly referred to.  A brief description of what the item is, i.e., DSX-1 panel, FLM600ADM shelf, 4/0 cable.

14.10.21 Vendor – Manufacturer of the material.
14.10.22 Reason for Return – In the box below this part of the form is a list of reasons. Select the one that best reflects the reason the material is being returned and enter the letter in this block.

14.10.23 # of Cartons – How many cartons are being shipped.

14.10.24 Keep – Yes or NO.  If the material is in serviceable condition and can be reused, the material should be kept.  If not sure of the decision, contact the Design Engineer for directions.

14.10.25 Junk – Yes or No. If the material is not in serviceable condition it should be junked. If not sure of the decision, contact the CenturyLink Design Engineer for directions.

14.10.26 Material Returned To Vendor Name – Name of the Company that the material is being delivered to.  If known, include the receiving person’s name.

14.10.27 Address - The physical location of the warehouse the returned material is being delivered to.

14.10.28 Ship Date – Date when the material is picked up by the Transportation

Company.
14.10.29 BOL # (Ship to Vendor) – Bill Of Lading number of the shipping document used to ship the material to a warehouse.
14.10.30 To Be Completed By Warehouse – The warehouse receiving personnel fills in this portion.

14.11 RG 47- 0013 – Service Interruption / Service Degradation Report
14.11.1 Used to report a service interruption or degradation. Information requested is a
 description  of the interruption or degradation and what type of corrective action was taken to restore service to the affected equipment. Refer to paragraph 13.8 for additional information on who is required to be notified with this form.

14.11.2 To – B&C Manager and CenturyLink Design Engineer.

14.11.3 Location – Physical address of the affected office.

14.11.4 Office - Office CLLI or the name the office is commonly known by.

14.11.5 City & State – City and State where the office is located.
14.10.6 Fireworks Project No. – The Job number associated with the effort that caused the interruption /degradation of service.
14.11.7 Time and Date Reported – Time and Date when the B&C Manager or their designated representative was notified.
14.11.8 Time & Date Cleared – Time and Date when the interruption or degradation was cleared and service restored.

14.11.9 Type of Equipment – Type of equipment affected by the interruption or degradation, i.e., Switch, FLM600.

14.11.10 MOP Completed/Approved? – Check the yes or no box.  Determined by whether or not a properly filled out and signed MOP existed prior to the work operation.

14.11.11 Description of Service Interruption – Brief description of which equipment was affected, where it was located and how the outage happened.

14.11.12 Corrective Action Taken – What action was taken by the individuals involved to correct the interruption / degradation and restore service.

14.11.13 Signature and Date – Signature of the individual filling out the form and the date the form was signed.

14.11.14 Service Supplier Company Name – Name of the Company involved with the interruption / degradation.

14.11.15 Telephone – Contact number of the person completing the form.

14.12 RG 47-0157 – Cable Test Record (COE)
14.12.1 This form is to be used when testing the DS-0, DS-1, DS-3, alarm, power, timing, switching, and fiber optic cables from end to end on new installations.  All rates can be entered on one Sheet if a line is drawn across the Sheet and the different rates are indicated in the margin.  If no trouble is found in any of the leads tested or streaked, indicate this with a No Trouble Found (NTF) notation.  If trouble is found, indicate which lead was defective, the exact nature of the defect and whether or not it was repaired.

14.12.2 Note: Use one line for each cable type (e.g., DS1, DS3, etc.) tested.

14.12.3 Date – Month, day and year the test was completed.

14.12.4 Fireworks Project No. – The Job number associated with the job.
14.12.5 Job ID – Fireworks Project Number, BAN, Authorization number and Job ID are all the same number and can be located on the face sheet of the Work Package.
14.12.6 CLLI – the Common Language Location Identifier of the office.

14.12.7 Office Name – The name the office is commonly known by.

14.12.8 City & State – City and State the office is located in.

14.12.9 Test Equipment Used – Record the type test equipment that was used to test the leads. Buzzer, Streaker card, VOM, T-BERD, Optical Time-Domain Reflectometer (OTDR), etc.

14.12.10 Type Circuit – Place a check mark or X to the right of the rate tested.  If the circuit rate is not listed, but tested, fill in the type of circuit in the blank area of this block.

14.12.11 From – Indicate where one end of the cable is located. This can be a shelf of equipment or a frame.

14.12.12 To – This is the far end of the shelf or frame indicated in column “From.”

14.12.13 Lead ID / Defect Type / Corrected – Record either No Trouble Found (NTF) if none was found or, if there was a defect, indicate which lead, what the defect was and whether it was corrected and re-tested.  There is no requirement to record all of the good leads on this form.

14.12.14 Installation Supplier – Name of the Company providing the installation service.

14.12.15 Installer’s Name & Contact Number – Provide the names and contact telephone numbers of the installers testing and correcting the leads. The names must be legible.

14.13 RG 47-0160 – CLEC Provisioning Forms (Sheets 1 to 6)

14.13.1 These forms are used to communicate to the CLEC and their installation vendor the near and far-end information of the network facilities provided for their use. The near-end information is the identification that the CenturyLink installer has placed on the individual cables. The far-end information contains the locations where the cables terminate on CenturyLink facilities. The Power section includes information regarding the location of BDFB or PBD fusing source information that has been provided but not yet installed. The Synchronization section includes contact information for having the Synchronization /office clock/ timing leads terminated.

Note: Only the forms that apply to the individual CLEC installation should be left on the job site. Place the sheets in a fire-retardant envelope to a cable bundle or a side of the cage. Mark the outside of the envelope with the CLEC name.

Sheet 1 of 6
CLEC POWER ASSIGNMENTS
14.13.2 Office - Name office is commonly known by and the CLLI code of the office.
14.13.3 Fireworks Project No. -  Generally found on the face sheet of the Work Package (WP).
14.13.4 CLEC Company & Contact – The name of the collocation customer who will be using the space and cables.

14.13.5 CLEC Location ID – CLLI code of the collocation customer. Generally found on the face sheet or in the note section of the Design Work Package (DWP). The first eight letters identify the CenturyLink central office and the last three identify the collocation customer.

14.13.6 BAN# – Estimate, Authorization number and/or Job ID are all the same number and can be located on the face sheet of the Work Package.

14.13.7 Decommission – Check this box if the customer has decided to cancel, deactivate or remove its network interconnection. Refer also to Par. 8.25 and 16.6.2.

CLEC Company’s Load A
14.13.8 From - CenturyLink.
14.13.9 BDFB/PBD Location – Identifies the bay the far end of the power cables are terminated.
14.13.10 Shelf – Identifies the charge bus panel of the power bay where the cables are terminated.

14.13.11 Fuse/Breaker Position - Identifies which fuse or circuit breaker position within the bay the power cable is terminated on.

14.13.12 Fuse/Breaker Amps – Identifies the amperage rating of the fuse or breaker for this position.

14.13.13 Cable Length (top to top) – Enter the actual distance (in feet) from the top of the BDFB/PBD location to the top of the CLEC entry point.

14.13.14 Quantity of Runs – Enter the total number of cables run.

14.13.15 Cable Size – The actual wire size (e.g., No. 750KCM AWG) terminated.  Be sure to identify each cable if it is –48V or –48V RTN.

14.13.16 CLEC Companies Load B - Provide the same information for Load B as done in
 Load A.
14.13.17 Contacts: Company and/or name (24 hours).

14.13.18 Installation Supplier and Telephone number – The name of the Service 
Supplier who performed the work for CenturyLink.
14.13.19 CenturyLink B&C Supervisor  – The name of the central office supervisor.

14.13.20 Fuses turned over to – Identifies the CenturyLink representative who has knowledge of where the fuses are stored pending the completion of the collocation installation.  The fuses should be turned over to a Central Office Technician or a Central Office Supervisor. The fuses are to be installed after the collocation installation vendor has terminated their end of the power cables. A CenturyLink representative is required to install the fuses or turn the circuit breaker on.
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CLEC SYNC ASSIGNMENTS
14.13.21 Office – The name that the office is commonly referred to and the CLLI code of the office.
14.13.22 Fireworks Project No.  - Generally found on the face sheet of the Work Package (WP).
14.13.23 CLEC Company & Contact – Name of the collocation customer who will be using the space and cables.

14.13.24 CLEC location ID – CLLI code of the collocation vendor. Generally found on the face sheet or in the note section of the DWP. The first eight letters identify the CenturyLink central office and the last three identify the collocation vendor.

14.13.25 BAN# – The Job ID that identifies the CLEC authority.

14.13.26 Decommission – Check this box if the customer has decided to cancel, deactivate, or remove its network interconnection. Refer also to Par. 8.25 and 16.6.2.

CLEC Companies Primary From – CenturyLink
14.13.27 Relay Rack Location – Relay rack origin of the primary synchronization/ 
timing signal.
14.13.28 Shelf – Name of the synchronization shelf that is providing the primary signal, i.e.,“Exp. SH-01.”

14.13.29  Slot Position – The slot location within the shelf providing the primary signal.

14.13.30  Port – The port (termination) within the card providing the primary signal.

CLEC Companies Secondary From – CenturyLink
14.13.31  Relay Rack Location – Relay rack origin of the secondary synchronization/
timing signal.
14.13.32 Shelf – Name of the synchronization shelf that is providing the signal, i.e., “Exp. SH-01.”

14.13.33 Slot Position – The slot location within the shelf providing the secondary signal.

14.13.34 Port – The port (termination) within the card providing the secondary signal.

14.13.35 Contacts: Company and/or Name (24 Hour) – The contact name and telephone number of the Service Supplier who installed the cables and equipment for CenturyLink.

14.13.36 CenturyLink B&C Supervisor – Name of the central office supervisor and their contact phone number.
For Sync Leads Termination / Unplugged – Contact information for the individual who terminates the sync leads at the shelf or who unplugs the port(s) when the collocation installation vendor is ready. Please include the contact telephone number.
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CLEC DS0 Circuits
14.13.37  Office – The name the central office is commonly known by and the CLLI code
of the office.
14.13.38  Fireworks Project No. -  The Job number associated with the job.

14.13.39 CLEC Company & Contact – Name of the collocation customer who will be using the space and cables.

14.13.40  CLEC location ID – CLLI code of the collocation customer. Generally found on the face sheet or in the note section of the DWP. The first eight letters identify the CenturyLink central office and the last three identify the collocation vendor.
14.13.41  BAN# – The Job ID that identifies the CLEC authority.

14.13.42  Decommission – Check this box if the customer has decided to cancel, deactivate, or remove its network interconnection. Refer also to Par. 8.25 and 16.6.2.

14.13.43  Cable Designation - The identifier that is used on the cable so the collocation installation vendor can properly identify the cable, i.e., PST0H.

14.13.44  DS0 Vertical Location MDF /ICDF – Frame location where the cable terminates, i.e., F10 – G23.
14.13.45  Pair Count – The number of cable pairs that are contained within the cable, i.e., 
001-100, 101-200, etc.
14.13.46 Comments/Cable Slack (for decommission only) – Any additional information that will assist the collocation company or their installation vendor.

14.13.47  Cable Mined? Y/N (for decommission only) – Indicate whether or not cable mining occurred as a result of decommissioning activity.

DS0 Line Sharing Only (Data Only)
14.13.48  Cable Designation - The identifier that is used on the cable so the collocation installation vendor can properly identify the cable, i.e., PST0H.

14.13.49 DS0 Vertical Location MDF /ICDF – Frame location where the cable terminates, i.e., F10 – G23.

14.13.50  Pair Count – The number of cable pairs that are contained within the cable, i.e., 
001-100, 101-200, etc.
14.13.51 Splitter Location (RR/Shelf or MDF/Block Location – Enter pertinent equipment location information relevant to DS0 line sharing (if applicable).

14.13.52 Comments/Cable Slack (for decommission only) – Any additional information that will assist the collocation company or their installation vendor.

14.13.53  Cable Mined? Y/N (for decommission only) – Indicate whether or not cable mining occurred as a result of decommissioning activity.

Sheets 4 & 5 of 6
CLEC DS1/DS3 Circuits
14.13.54  Office – The name the central office is commonly known by and the CLLI code of the office.
14.13.55  Fireworks Project No. -  The Job number associated with the job.

14.13.56  CLEC Company & Contact – Name of the collocation customer who will be using the space and cables.
14.13.57  CLEC location ID – CLLI code of the collocation customer. Generally found on the face sheet or in the note section of the DWP. The first eight letters identify the CenturyLink central office and the last three identify the collocation customer.

14.13.58  BAN# – The Job ID that identifies the CLEC authority.

14.13.59  Decommission – Check this box if the customer has decided to cancel, deactivate, or remove its network interconnection. Refer also to Par. 8.25 and 16.6.2.

14.13.60  Cable Designation - The identifier that is used on the cable so the collocation installation vendor can properly identify the cable, i.e., PST0H.

14.13.61  Circuits Cable Count – Enter the cable counts (e.g., 1-100, 101-200, 201-300, etc.) as indicated in the Design Work Package.

14.13.62 RR – Which bay within the CenturyLink area is the DSX-1 panel installed in that the cable terminates on.

14.13.63  Shelf/Panel – The shelf or panel location of the DSX-1 bay where the cable is terminated.

14.13.64  Jacks – The jack location(s) of the DSX-1 shelf/panel where the cable is terminated.

14.13.65 Cable Slack Length (for decommissioning only) – Enter the estimated length of slack in the decommissioned cables. This information will aid Design Engineering if existing cabling can be reused on subsequent jobs.

14.13.66 Cable Mined? Y/N (for decommission only) – Indicate whether or not cable mining occurred as a result of decommissioning activity.

14.13.67  CLEC Relay Rack Location - Location where the CLEC equipment will be installed. If it is a caged location, provide the collocation CLLI code.
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Cables From CenturyLink Fiber Bay To CLEC Equipment
14.13.68 Office – The name the central office is commonly known by and the CLLI code 
of the office.
14.13.69  Fireworks Project No. - The Job number associated with the job.

14.13.70  CLEC Company & Contact – Name of the collocation customer who will be using the space and cables.

14.13.71  CLEC location ID – CLLI code of the collocation customer. Generally found on the face sheet or in the note section of the DWP. The first eight letters identify the CenturyLink central office and the last three identify the collocation customer.

14.13.72  BAN# – The Job ID that identifies the CLEC authority.

14.13.73 Decommission – Check this box if the customer has decided to cancel, deactivate, or remove its network interconnection. Refer also to Par. 8.25 and 16.5.2.

14.13.74 Cable Designation - What identifier is used on the cable so the collocation installation vendor can properly identify the cable, i.e., PDW0H.

14.13.75 Circuits Cable Count – Which type(s) of circuit(s) do the fiber leads represent, i.e., 01-08.

14.13.76 FDF RR – The CenturyLink fiber distribution bay and shelf where the cables terminate.

14.13.77 Shelf – The termination point in the CenturyLink fiber distribution bay.

14.13.78  Ports – The port locations within the CenturyLink fiber shelf where the cables are terminated.

14.13.79 Cable Slack Length (for decommissioning only) – Enter the estimated length of slack in the decommissioned cables. This information will aid Design Engineering if existing cabling can be reused on subsequent jobs.

14.13.80 Cable Mined? Y/N (for decommission only) – Indicate whether or not cable mining occurred as a result of decommissioning activity.

14.13.81  CLEC Relay Rack Location - Location where the CLEC equipment will be installed. If it is a caged location, provide the collocation CLLI code.

14.14 RG 47-0161 – Quality Checklist (Sheets 1 to 6)
14.14.1 This form is used at the end of a job to check the overall quality of the job.  The 
best way to use this form is to actually walk to the different locations listed and review the quality of the work.  Any deficiencies noted need to be corrected.

14.14.2 Fireworks Project No. – The job number associated with the job.

14.14.3 CLLI Code – CLLI code of the office.

14.14.4 Engineer – Name of the CenturyLink Design Engineer of the job.  Generally found on the face sheet of the Work Package (WP).

14.14.5 RC Code – Responsibility code of the Design Engineer.

14.14.6 Item to Check – This is a list of the various locations that work may or may not have been performed. If an item is not applicable to the job, then mark the correct column NA.

Note: The top-of-sheet header items are repeated on each Sheet.

14.14.7 Checked By (Initial) – Initial of individual checking the work performed for each item inspected.

14.14.8 Correct? Y/N – Was the item correctly installed, Yes or No.

14.14.9 Remarks – Any comments that will reflect any information the installer may want to convey.

Note: The lower portion of Sheet 4 applies to a Collocation job only.  The lower portion of Sheet 5 is to be filled out by the State Interconnect Manager (SICM) during the handoff to the CLEC. Refer also to Par. 16.6.3 and 14.13.

14.15 RG 47-0162 – Detailed Method of Procedure (Switching and Switching-related 
Power)
14.15.1 This form is used when the Service Supplier is performing installation work
 relating to Stored Program Control System (SPCS) and SPCS-related power. Typically when the work detailed in this MOP is performed it is done during established “Maintenance Window” hours at the discretion of CenturyLink Central Office Operations personnel. Refer also to Network Change Management System (NCMS) Par. 15.9.
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14.15.2 General; Detailed - Mark an X in the appropriate box to indicate the nature 
and scope of the work being performed (Refer to Chapter 15 for specific General and
 Detailed MOP requirements).
14.15.3 Start Date: - Enter the actual date that the work will be performed.

14.15.4 Start Time: - Enter the actual start time that the work will be performed; 
especially if done during maintenance window hours.
14.15.5 Completion Date: - Enter the date that the work actually completes.

14.15.6 Completion Time: - Enter the time that the work actually completes.

14.15.7 CenturyLink Job #: - Enter Billing number listed on the face sheet of the Work Package authorizing the proposed work.

14.15.8 Supplier Order Number: - Enter the Supplier’s order number if known.

14.15.9 System Type: - List the type of switching system environment that the work will be performed in (e.g., 5ESS, DMS-100, etc.).

14.15.10 Central Office Name: - Enter the name of the central office (e.g., “Columbine”).
14.15.11 Central Office CLLI: - Enter the Common Language Location Identifier of the central office from the DWP face sheet.

14.15.12 Date: - Enter the date the MOP was written.

14.15.13 Design Engineer: - Enter the name of the CenturyLink Design Engineer responsible for creating the WP. This name is listed on the face sheet of the WP.

14.15.14 Installation Service Supplier Company: – Enter the name of the approved Service Supplier.

14.15.15 Service Supplier Representative: - Enter the name of the installer performing the work function and/or the name of the Service Supplier’s primary representative responsible for the completion of the proposed work.

14.15.16 Service Supplier Representative Contact #: -  Enter the Service Supplier’s phone number.

14.15.17 CenturyLink Representative (Approver): - Enter the name of the local CenturyLink Central Office Operations representative who approves the MOP.
14.15.18 Job Description: - This entry is a brief narrative explaining the overall scope of the work performed.

14.15.19 Job Type: - Place an “X” in the appropriate box to indicate the nature and scope of the work being performed as either Switch or Switch Power.
14.15.20 Summary of Installed / Removed Equipment: - A brief description of the type of equipment that was installed / removed (e.g., added SM—05 in RR Lineup 0116).

14.15.21 Responsibility: - In these fields, the Service Supplier identifies each step of the Detailed MOP and places a √ in applicable column to identify which entity (or both) may be required to complete the required step(s) in the process.

Note: The Service Supplier will make a notation with an (*) at the completion of any step considered a Safe Stop Point (SSP) before the next step is commenced to minimize the possibility of a service disruption.

14.15.22 Description of Work Operation: - List as many detailed steps as needed (and in the proper sequence) to ensure a smooth completion of the work effort.

14.15.23 Steps Completed; Date & Time; SUPL / CenturyLink: - As the sequence of work
 is completed, both the Service Supplier and CenturyLink representatives will concur by noting the time and initialing these columns.
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14.15.24 Service Supplier Representative:, Title:, Phone:, Date: - The contact 
information of the lead supplier representative.
14.15.25 Service Supplier Personnel Performing work:, Title:, Phone:, Date: - The contact information of the Service Supplier’s representative actually performing the work operation(s).

14.15.26 CenturyLink Representative: - The name of the B&C representative approving the Service Supplier’s MOP.

14.15.27 CenturyLink B&C Technician:, Title:, Phone:, Date: - If required, the contact information for the on-site Local Network Operations Technician required to assist with the MOP.

14.15.28 Issue Date -  Enter the publication date listed on the appropriate technical document used to perform the required detailed step in the MOP. Note: The most current version of all required technical documentation should be used.

14.15.29 Documentation to be used on Job: - List the name(s) of all pertinent technical documentation used throughout the MOP process.
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14.15.30 Detailed Method of Procedure – Check List of Pertinent Items: - As each item is discussed, the Service Supplier shall place an “X” by each applicable item required to complete the MOP.
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14.15.31 Detailed Method of Procedure – Check List of Pertinent Items - Con’t: 
14.15.32 Supplemental Checklist – The Service Supplier’s lead representative will review  this  checklist  prior  to  the  start  of  each  shift  and  date/initial  each  item  as required.
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14.15.33 Ask Yourself Questions – This information is self-explanatory.
14.15.34 Contact List for CenturyLink: - The Service Supplier’s representative should ensure that all contact information recorded in this section is current and accurate.

14.15.35 Contact List for Vendor: - The same applies to this section as in 14.15.34.

14.16 RG 47-0165 – Central Office Common Systems Order Form
14.16.1 This form is used specifically by the CenturyLink Local Planning, Engineering & Construction (LPEC) installer to order common systems material that is omitted from the Design Work Package.  This form is not to be used by anyone except a LPEC installer.  This form is not to be used on an Engineer, Furnish and Install (EF&I) job.  The completed form must be faxed to the Work Management Center (WMC) at (303) 792-6909.  The WMC reviews and prices the items, then faxes the form to the CenturyLink Design Engineer.  If the request is approved, the Engineer will then forward the form to Procurement for purchasing.
Note: The material will normally ship to the regional Pack & Hold warehouse unless a different location is specified in the shipping instructions.

14.16.2 Date – The date that the request form is completed.

14.16.3 City – City where the office is located.

14.16.4 State – State where the office is located.

14.16.5 Fireworks Project No. – The project number associated with the job.

14.16.6 Job ID – Job Identification, Estimate, BAN or Authorization number of the job.

14.16.7 CLLI Code – CLLI code of the office.

14.16.8 Engineer’s Name – Name of the Design Engineer.

14.16.9  Engineering RC Code – Responsibility Code (RC) of the Design
 Engineer.
14.16.10  Installation Manager – The Service Supplier Manager that the installer reports to.

14.16.11 Ordered By – The name of the person requesting the material.

14.16.12 Installation Company – This should be the name of the Service Supplier.

14.16.13 Installer Pager / Phone – Contact numbers for the installer.

14.16.14 Shipping Instructions – List the name of the Pack & Hold warehouse the installer wants the material shipped to.  If the installer wants the material shipped to the job site, list that address.
14.16.15 Special Shipping or Material Staging Instructions – Read the instructions. Any location other than the Regional Pack & Hold requires approval.  The same applies for any shipping method other than ground.
14.16.16 Quantity (Mandatory) – This field is required. List the total number needed of the listed item.

14.16.17 Part Number (Mandatory) – Required. This is the AMMS part number of the desired item.

14.16.18 Manufacturer (Optional) – If known, list the manufacturer.

14.16.19 Catalog Description (Mandatory) – Required. Description of the item in the

approved material catalog.
14.17 RG 47-0166 – Job Site Material Inventory for Missing Items
14.17.1 This form is used at the start of a job.  It is an itemized list of which material was 
identified as “not received” when the material was delivered and inventoried. After completing this form, the installer will fax it to the Design Engineer listed on the WP face sheet and the Work Management Center (WMC) for resolution.

14.17.2Date – The date the form is prepared.

14.17.3 Fireworks Project No. -  The project number associated with the job.
14.17.4 Job # - Job ID., BAN, Estimate or Authorization number.  Generally found on the face sheet of the DWP.

14.17.5 Office / CLLI – Name office is commonly known by.  This is the CLLI code of the office. 
14.17.6 Installation Vendor – Name of the Company installing the equipment (typically referred to as the Service Supplier).

14.17.7 Contact Name & Number – Name of the person filling out the form or the Lead installer on the job.  Provide a number where this person can be contacted for updates or questions.

14.17.8 Bill of Material Item # - Item-Sequence (Itm-Seq) number of the missing item(s) 
as listed in the Bill of Materials in the DWP or Detailed Specification.
14.17.9  Part # - Part number of the missing item(s) as listed in the Bill of Materials (BOM).
14.17.10  Description – Description of the missing item(s) as listed in the Bill of Materials in the DWP or Detailed Specification.
14.17.11  Quantity – List the quantity of each omitted item.

14.17.12  Comments – Any information that will be helpful to the individual working on a resolution.

14.18 RG 47-0168 – Application for Letter of Deviation
14.18.1  This form is used to obtain approval from Design Engineering to
 continue the installation effort when acceptable methods and standards contained in CenturyLink Technical Publications or technical documentation cannot be met due to unforeseeable conditions existing within a specific central office environment.
Note: To obtain a Letter of Deviation, the Service Supplier will first discern the rationale for the deviation and then complete and submit an Application for Letter of Deviation (RG 47-0168) to the Design Engineer to initiate the approval process. If approved, the Design Engineer will issue the Letter of Deviation (RG 47-0169) and the Service Supplier will retain a copy in the job packet envelope upon completion of the job. (Refer also to Par. 2.11).

14.18.2 Installation Service Provider: – Per the forms instructions, completely describe the existing condition that prevents the installation effort from proceeding without modification.

14.18.3 Date of Application – Date of application for the Letter of Deviation.
14.18.4 State– The name of the state where the central office resides.

14.18.5 Central Office - The name that the office is commonly known by.   Generally found on the face sheet of the WP.

14.18.6 Job Number – The associated Fireworks Project number for the job in question; also found on the WP face sheet.

14.18.7 Location within Central Office – List in as much detail as required to indicate the exact proximity of the condition within the central office.

14.18.8 Deviation submitted to Design Engineering Representative – Enter the name of the Design Engineer listed on the DWP face sheet who will obtain the approval.

14.18.9 Name of Application Originator - This is the name of the individual seeking a Letter of Deviation; typically this is the Service Supplier’s representative performing the installation effort.
14.19 RG 47-0169 –Letter of Deviation
14.19.1 This  form  is  used  to grant approval to the installation  Service Supplier  to
 continue the installation effort when acceptable methods and standards contained in Technical Publications or technical documentation cannot be met due to unforeseeable conditions existing within a specific central office environment.

14.20 CenturyLink Policy on Photography in CenturyLink Central Offices Locations (Refer also to
 Par. 2.2.1.9)
14.20.1 This form is used to grant approval to any “authorized “entity that may be requested authorization to take any type of (digital or video) photography within CenturyLink central offices. To obtain the request form for photography authorization, the requestor must contact CenturyLink Access Control at: acc.staff.group@centurylink.com. The requestor shall be prepared to provide the following information:
•
Requestor’s name and their company’s name.

•
Requestor’s contact information (cell/office telephone, fax number, email address).

•
Specific business reason initiating the request.
Note: Only authorized CenturyLink Installation, Design/Field Engineering, Quality Assurance, NROC, and B&C managers are exempt from this requirement.
14.21 820/840 Series Forms for Power Equipment
14.21.1 These forms are comprised of checklists to ensure that the Service Supplier complies with the test, turn-up, and acceptance requirements of power equipment as listed in TP 77385.







14.23 REGN-154-004-001RG Environmental Equipment Notification - Batteries
14.23.1 This form is to be completed for each battery string installation, removal and
 replacement.  The Planning Engineer will complete this form initially and then forward to the appropriate Environmental Health & Safety representative to ensure their awareness of the impending project.     Refer also to Par. 12.4 and Table 12-2.
NOTE:  Access to this form (and the accompanying completion instructions) is available online and is completed by CenturyLink personnel directly.  http://home.corp.intranet/portal/server.pt?open=512&objID=394&PageID=123764&cached=true&mode=2&userID=2 
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