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1.0

1.1 This procedure outlines the process for completion of the Area Supervisor’s Project Report.  

2.0 PURPOSE

The purpose of this procedure is to help organize all of the different phases of a project and track the completion percentage of each task.  This is also the final Aztec Self Audit before the project is turned over to the customer.

3.0
TL 9000: Section 4.9

4.0
FORM COMPLETION

4.1
Customer – the name of the customer.  This could be any one of our customers eg: SWBT, Alcatel, Tellabs, etc., who has hired Aztec to complete the work.

4.2
Location – the site location.  This could be a city, and / or address, building 

            name, etc.

4.3
Project Name – the type of project or description.

4.4
Customer Contact – the name of the customer’s installation representative.

This could be a person onsite or offsite.


4.5
Customer Phone # - Phone number where Customer Contact can be reached.

4.6
Aztec # - the number assigned by Aztec for tracking and billing.  This allows Aztec to have several projects going at a location.

4.7
Customer # - the number assigned by the customer. This could be a P.O. #, 

Approval letter, JSA #, etc.  If the customer does not have an identifying number it should be left blank.


4.8
Area Supervisor – Printed name of Area Supervisor

4.9
Leadman – the name of the crew leader.  This would also be individual completing this form.  Under some circumstances the Area Supervisor will 

                        complete this form.

 4.10
Project Due Date -  Date project is to be completed.

            This date is taken from the customer required due date.

                        Everything that this form represents is driven by this due date.  If a new due date 

is negotiated, then the new due date will be entered on the next report..

4.11
Technicians Used – this section is divided between Levels IV, III, II, and I.  The

number of each level being used on the project during the reporting time should be stated.  

4.12      Total Hours Allocated – This is the total number of hours allocated to the

              project, based on the contractual amount.

4.12A   Total Hours Used To Date – Total hours worked by crews on this project to

              date.

4.13
Overtime approved Yes / No – indicate if overtime has been approved on the project or not.  If overtime has not been approved, then Aztec crews should not be working overtime.

4.14
Operations – the various sections of a project have been listed along with several items that relate to the operations area.  These items are not meant to be all-inclusive, but represent the most frequently used items.  When other areas are required on a project, they should be added in the blank spaces provided.  Design specifications must be on site before job starts or Area Supervisor must get written approval from Director of Installations, who must get written approval from customer, to start job without job design specifications.  Written approval can include fax or e-mail.  The above procedure is a recommendation.  If the customer does not elect to give Aztec written approval and insists that the job be started, then the General Manager will make the decision to proceed with the project and will make a notation on the Supervisor’s Weekly Work Report.

4.15
Percentage complete – with each line item, indicate the percentage the item is complete.  If the point is not applicable the N/A should be marked.

4.16
Notes, Comments & Information – space is provided to provide general comments, etc about the project.  This information will provide additional information and direction to the Director of Installation.

4,17     JIMS – a brief description should be stated when a JIM has been prepared.

4.18     APPENDIX - A brief description shall be stated when an appendix is issued.

            Under some circumstances an appendix may require that it be tracked as its own 

            project.  The Director of Installations will make this determination.

4.19
Audit Ready Project Notification (TL500-02) – The Leadman or Area Supervisor will send an Audit Ready Project Notification to the Director of Installations who will give the G.M. and the V.P. of Operations a signed copy.  The G.M. and / or the V.P. of Operations will notify the Quality Auditors by telephone.

4.20      Final Quality Audit  - Internal Quality Audits will be conducted on all SBC jobs. 

All jobs for Alcatel over $25,000.00 will have an internal audit.  All other

customers are currently performing their own internal quality audits on our work.

The customer audits T & E projects.  It shall be noted that the Aztec Installation Self Checklist outlined in 5.2 below shall be performed on all jobs.  Where this checklist is not a full quality audit, its completion is mandatory and it will assure that the work has been checked for quality.

4.21
Completion / Acceptance Report – After all work is completed the Completion / Acceptance Report is prepared and submitted.  State the date the Report was submitted.

5.0
COMPLETION
5.1
The Area Supervisor will complete the Project Report a minimum of two (2) times, at 75% of job completion, when job is complete and/or one time per month or as directed by Director of Installations.

5.2       INSTALLATION SELF AUDIT CHECKLIST – At completion of each project

the Lead Installer and/or Area Supervisor shall complete the Installation Self 

Audit Checklist.  Because different customers have different standards there are

different self audit checklists.  The following are the ones that we are currently



using:

1. AZTEC INSTALLATION SELF AUDIT CHECKLIST

(Form TL500-01)  Used for SWBT, Telcordia and Customers that do not have self audit checklists.

2. TELLABS INSTALLATION SELF AUDIT CHECKLIST

(Form TL500-02)  Used for all TELLABS projects.

5.3
The report is submitted to the appropriate Director of Installations in the office and becomes part of his job file.  Contents of the reports will be covered and documented at the Director of Installations weekly meeting.  This meeting will be held every Tuesday or as required by the Director of Installations.
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