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1.0
INTRODUCTIONPRIVATE 


1.1
The purpose of this standard procedure is to document Aztec Communications, Ltd.’s installation service process.


1.2
This procedure includes products returned to the Company for replacement and installation products subject to rework in the field by Company installation service personnel.


1.3
The process includes those products covered by warranty service, as well as, service to products not covered under warranty repair.

2.0
REFERENCE - TL 9000; Section 4.19

3.0
CUSTOMER INSTALLATION REFERENCE DOCUMENTS

SBC TECHNICAL PUBLICATION;  TP 76300MP


SBC DETAIL ENGINEERING REQUIREMENTS;  TP 76400MP


WORLD COM INSTALLATION & ENGINEERING STANDARDS


TELLABS; 03 – 0317; REV. F


WILLIAMS;  ENGINEERING STANDARDS MANUAL;  ISSUE 1


ALCATEL;   ENGINEERING AND INSTALLATION GUIDE;  LEVEL 3


MCLEOD;   FACILITY CABLE RACKING AND FRAMING STANDARDS;  1.1


QWEST COMMUNICATIONS INSTALLATIONS PRACTICES & PROCEDURES


TIME WARNER TELECOM INSTALATIONS AND REMOVAL GUIDELINES

4.0
PROCESS

4.1
The processes outlined above document the Company's product / materials installation services program for warranty and out of warranty products.


4.2
The process starts with communication by the customer that a telecommunication installation is required.


4.3
Installation services, and Company management together with the customer will develop an installation specification and installation plan for the project.


4.4
A verification of the BOM is conducted by the site supervisor, inventory control, and purchasing staff.


4.5
All staged units should be tagged and visual inspection conducted to ensure only installable goods are delivered to the project site. 


4.6
The installation service process begins upon the receipt of the materials at the project customer’s site.



4.6.1
Step 1

The product is inspected, counted against specification, damage noted, damage tags verified and the damage report completed.



4.6.2
Step 2

Installation service personnel confirm the product identification and check the customer records for installation data.



4.6.3
Step 3

Is the product under the Company's control ready for the installation program?



4.6.4
Step 4

Install product and installation materials as per documents 






referenced in 3.0 above.



4.6.5
Step 5

Conduct all installation tests, inspections as outlined in the 






project specifications and installation guides.



4.6.6
Step 6

Document all installation tests and label as directed in 3.0 






above.



4.6.7
Step 7

Store all systems installation documentation as required in the 






installation guides listed in 3.0

4.0
ACCOUNTABILITY

4.1
The Installation Director and Site Supervisor are accountable for all telecommunications installation service programs.


4.2
Installation service staff are accountable for evaluating, installing, and testing all project installation service products.

4.3 The Installation Director, and installation service management are accountable for updating all operation's performance logs and records.


4.4
Accounting and administration are accountable for all invoicing, rebates and customer record updates.

