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1.0
INTRODUCTION
1.1
This procedure outlines the completion of the Area Supervisor’s Weekly Work Report for expedited jobs.  Expedited jobs are less then ten (10) days from receiving of the job start order to the completion of the project.

1.2
The General Manager or Account Manager receives a job start order from the customer.  He / she then implements the TL 320 procedure and assigns an Area Supervisor to the project.

1.3      The Area Supervisor then fills out the TL 511-01 form with the

information obtained by the General Manager and place an expedited requisition with warehousing to get materials to the site.

2.0 PURPOSE

The purpose of this procedure is to assure that the customer due dates are met.  The measure of how well we are doing will be to evaluate on a percentage basis how many jobs we complete on time.

3.0
Reference TL 9000;  Section 4.9
4.0
RESPONSIBILITY FOR COMPLETION
4.1
Leadman – the Leadman is responsible for completing the form on a weekly basis.  This form should be completed and provided to the Area Supervisor by noon on Monday.  

4.2
The Leadman should retain a copy of the completed form.  By noon on Monday the Leadman/Area Supervisor should complete the actual work completed, information of the prior forecast period and provide the work to be completed for the next period, to the Area Supervisor.

4.3
Area Supervisor – the Area Supervisor will review the form and complete the Notes to the Office Section.  When Notes, information or action is needed from the office, the Area Supervisor will transmit the form to the Director of Installation.

4.4
Director of Installation – responds as needed to the information on the report.   

5.0
FORM COMPLETION (Week 1)
5.1
Customer – the name of the customer.  This could be any one of our customers e.g.: SWBT, Alcatel, Tellabs, etc., who has hired Aztec to complete the work.

5.2
Location – the site location.  This could be a city, and / or address, building name, etc.

5.3       Project Name – the type of project or description.  

5.4
Customer Contact – the name of the customer’s installation site supervisor.  This could be person onsite or offsite.

5.5
Customer Phone # - the phone number where customer can be reached.
5.6
Aztec # - the number assigned by Aztec for tracking and billing. This allows Aztec to have several projects going at a location.

5.7
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.

5.8      Area Supervisor – Printed name of Area Supervisor.

5.9      Leadman – the name of the crew leader.  This could also be the individual  

                        completing this form.  Under some circumstances the Area Supervisor will 

                        complete this form.

5.10
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.

5.11
Manpower planned – This is the number and tech level(s) that are needed for next week.  

5.12
Forecast Hours – based on the manpower planned, how many man-hours are estimated for next week.

5.13
Dates for project forecast – the dates the report covers.  This report is a projection for the following week.  Example:  1/15/01 – 1/20/01.  If the report covers only part of the week, Mon – Wed, 1/15/01 – 1/17/01.  

5.14
Work to be accomplished during forecast period – the Leadman states work that is planned to be accomplished for the reporting period.  There needs to be sufficient explanation that the Area Supervisor will be able to understand what is planned.  

5.15
Inspection of Termination Assignments – It is the Leadman’s responsibility to inspect the Termination Assignments and determine if they are correct. If they are correct circle yes and insert date of inspection.  If the Termination Assignments are not correct, the Leadman will contact his/her Area Supervisor.  The Area Supervisor will then perform a verification inspection.  If there is a verifiable problem the Area Supervisor will then contact the Aztec Engineering Department or the Customer for correct assignment location.  The Area Supervisor will then circle no and enter the Aztec Engineer’s name or the customer name that was contacted and date contacted.  If the Area Supervisor determines the termination assignments are correct he/she will circle Yes and enter the date.  If Aztec engineered the project, Aztec Engineering department will take the necessary steps to get correct information for the site.  If the Customer engineered the project then the customer will provide the correct information for the site.

5.16
Additional equipment, materials, manpower, etc. needed to accomplish goals for the work addressed in 5.14.

5.17
Date / Day needed – the day that any materials, equipment, manpower, etc., identified in 5.16 is needed. 

5.18
Leadman  / Date – the Leadman shall sign and date the form before submitting to the Area Supervisor.

6.0
FORM COMPLETION (Week 2 (only if job is longer than 7 days))
6.1
Actual Hours – when the time sheets are completed for the previous week, the actual number of hours used during the previous week shall be stated on the form.  

6.2
Variance Hours – the difference between the forecast and actual hours.  (Forecast hours minus Actual Hours = the Variance Hours)  This number can be 0 or a positive or negative (+ / -) number.  A positive number means that you used fewer hours than were expected, while a negative number means that more hours were used than were expected.  The Variance (+ or -) should correspond with the Goal Forecast Variance explanation.  Please Note: The variance hours are required to be completed on jobs of $10,000 or greater.
6.3
Goal Forecast Variance Explanation (positive or negative) – State what was accomplished and how it differed from that was planned.  A brief explanation should be stated concerning how or why the goals were exceeded or not met.  This should be statement of fact, not pointing blame.

6.4
Goal Forecast – Design Changes

When a customer allows a deviation from the scope of work the Leadman will immediately contact his/her Area Supervisor / Account Manager via e-mail, to document change.  The e-mail shall be written in conformation text and become a permanent part of the Job Folder.

7.0
AREA SUPERVISOR’S REPORT COMPLETION AND USE
7.1
Notes to Office – the Area Supervisor should make any necessary notes.  This is designed for notes to the office, but can also be used as notes back to the Leadman.  The notes could also explain that a JIM is required or that material shortages are becoming critical, etc.

7.2
Along with this report, the Leadman will be completing an Inventory Shortage Report as defined below in Section 9.0.

8.0
FORM USES
8.1
The Leadman 

8.1.1
Plan what will be accomplished the following week or reporting period. 

8.1.2
Identify equipment, material and manpower shortages.

8.1.3
Eliminate / reduce downtime waiting for materials and equipment

8.1.4
Establish goals

8.1.5
Report goals met or not met and the reasons why.

8.2
The Area Supervisor
8.2,1
Provides a measure of performance for Crews

8.2.2
Is a management tool for Area Supervisors to stay informed about projects

8.2.3
Provides a tool to train Leadmen and other crewmembers.

8.2.4
Assist in scheduling manpower and project completion

8.2.5
Monitors results

9.0
INVENTORY SHORTAGE REPORT AND UPDATE
9.1     The following sections (9 and 10) need to happen at a speed that is relevant 

and sensitive to the time constraints of the expedited job.  Please see 

Expedited Mobilization Chart below, to see when Aztec will be ready 

    To start project based on duration of the project.



EXPEDITED MOBILIZATION CHART


Length of Project

Time to Implement ( In Business Hrs.)



 1 Day



Immediately



 2 Days


 4 Hours



 3 Days


 6 Hours



 4 Days


 8 Hours



 5 Days


 8 Hours



 6 Days


10 Hours



 7 Days


12 Hours



 8 Days


14 Hours



 9 Days


16 Hours



10 Days


20 Hours

9.2
At the beginning of the project the leadman will complete an inventory shortage report based on the project materials list (e.g. B Section or other material lists, etc.)  This report will be attached to the weekly work report completed at the start of job.  A copy of the material list shall be kept on site and updated as materials are checked in at job site.

9.3
That initial report will be used throughout the life of the project for tracking project inventory shortages and materials that are checked in at job site.

9.4      Any materials and/or equipment that appear on the Inventory Shortage 

Report that is required the following week shall be listed in the Additional 

     equipment, materials, manpower, etc., section of the Area Supervisor’s 

     Weekly Work Report.  This section emphasizes items that are crucial for 

      the following week.  If these items are not available, the crew may be 

      reassigned to other installation tasks that may need to be performed.

            (It is these types of variations that will be documented in the “GOAL 

            FORECAST VARIANCE Explanation from previous FORECAST PERIOD”  in the TL510 and TL511 reports).

9.5
The Area Supervisor, after receiving the Area Supervisor’s Weekly Work Report and Inventory Shortage Report will coordinate with the Warehouse Material Management team to reconcile the material needs.  This could be through faxing the report or via telephone or submitted to the Director of Installations. 

9.6
When an item is critical to the service date and is not on site within one week of the due date, the Lead man shall immediately contact his Supervisor and work to eliminate the critical shortage.

10.0
FORM STORAGE
10.1
The Leadman will retain a copy of the Week 1 Report to complete the Week 2, Week 3, and etc. information.  The Leadman copy of the Area Supervisor Weekly Work Report shall be stored in the onsite project job folder and become a permanent part of job folder.  The project file becomes the property of the customer.

10.2 The remote Area Supervisors shall maintain a copy of the Area Supervisor’s weekly reports in their possession throughout the life of the project. The Houston Area Supervisor’s copy will be retained in the Houston office.  The Area Supervisors will retain the completed reports until the project is completed and the Completion / Acceptance Report has been submitted.  After the Completion / Acceptance Report has been submitted the Area Supervisor’s copy of the Weekly Work Report shall be discarded at the discretion of the Area Supervisor.

10.3      The Area Supervisor will submit the form with notes to the office at the 

            weekly Director of Installation’s meeting.  The contents of these forms 

            will be discussed in the Director of Installation’s meeting.

10.4      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.  Once the project is completed the reports will be kept in the 

closed administrative job file.

