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1.01 To successfully plan the administration 
of an office, the variations in tyoe, 

design, location, load, age, ventilation, hu-< 
midi ty, and previous effort should be recog­
nized. Proper evaluation and integrati~n of 
information obtained from analysis of available 
records, tests and i~spections, knowledge of 
current conditions at::!< of work loads are es­
sential for effective, efficient, economical 
central office administration. To attain this 
t,roe of administration advance planning, knowl­
edge of current work loads and the utilization 
of Qualitative Maintenance techniques are 
essential. 

1.02 This section describes an admin~strative 
procedure which provides for integrating, 

estimating and scheduling required central 
office work. 

2. FORM 

2.01 Form E-4254, Central Office Daily WOrk 
Schedule, is 8-J/8 in. by lQ-7/8 in. in 

size and is printed on white paper. This form 
is punched for use in a standard binder and 
should be maintained for administrative and 
reference purposes. 

3. PREPARATION AND USE OF FORM 

).01 The preparation of a central office work 
schedule requires a detailed knowledge 

of routine work requirements, corrective trou­
ble load, required preventive maintenance work, 
and service loads. It is also necessary that 
all of these facts be known or estimated in 
advance, to permit proper evaluation and 
correlation. 

3.02 In general, it is desirable to schedule 
work for each day several days in ad­

vance. Tentative schedules, subject to current 

adjustment, may be prepared several weeks in 
advance. In multioffice buildings with more 
than one force group, it may be desirable to 
plan schedules on a force or central office 
unit basis. 

).0) In order that all of the information nec-
essary for proper planning may be avail­

able for estimating and scheduling purposes, 
all work orders, trunk orders, etc, should be 
channeled through one source, where their re­
ceipt and due date may be recorded. Estimated 
service order work volumes must also be obtained. 

).04 Routine test and inspection work, which 
has been tentative~ scheduled in accord­

ance with other sections of the Bell System 
Practioes, should be correlated and scheduled 
with corrective maintenance and service work 
when preparing the Central Office Da~ Work 
Schedule. 

). 05 Time elements required to perform various 
units of work are available from a number 

of sources and should be determined local~. 

(a) The time element required to complete and 
clear trouble on the various routine teat 

and inspection operations is recorded on the 
following forms: 

(1) Assignment Data and Test Record, 
Form E-2760 

(2) Assignment Data and Test Record, 
Form E-2761 

(3) Routine Test and Inspection Record, 
Form E-338 

(4) Routine Schedule and Progress Chart, 
Form E-858 

(b) Corrective maintenance time elements caa 
be determined by ana~sis of an adequate 

sample of completed trouble tickets. 

(c) Service work time elements can be de-
termined through analysis of an adequate 

sample of completed service orders, trunk ca­
ble rearrangements, and distributing frame 
orders. 

(d) Time elements required for cleaning, power~ 
and training are generally known and ma7 be 

direct~ scheduled on an hourly, or tour, basis. 
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(e) In other cases, consideration of the 
project and the application of experience 

and judgment will indicate satisfactor.r time 
elements. 

3.06 The time elements required for completion 
of corrective action, indicated by Qual­

itative Maintenance may be secured from a review 
of data available, as indicated in subpara­
graphs (a}, (b), (d), or (e) above. 

3.07 Reasonable advance notice and realistic 
due dates are essential on work authnr­

ized by other forces. (Trunk, cable rearrange­
ments, Distributing Frame orders, etc.) 

).08 Analysis of these schedules, together 
with administrative and performance rec­

ords, will be of assistance in the determina­
tion of force size. 
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3.09 Fig. 1 shows a typical central office 
daily work schedule. Notes A to 0 de­

scribe the various entries on this form. 

4. METHOD OF ORDERINO FORM 

4.01 The form described in this section is 
packaged and ordered in the following 

manner: 

Packaging Information 

Form E-4254 - 100 forms to a package 

Ordering Information 

Requisitions for this form, in multiples 
of the standard package unit shown above, 
should be worded as follows: 

(Quantity) Form E-{ ) 

( 
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Printed In u.s. A.. Form E-4254 

CENTRAL OFFICE DAILY WORK SCHEDULE 
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Figure 1 'f1pical Entries on Fol'lll E-4254 

Rote Explanation Mote Explalllltion 

® Central off' ice name or UDi t @ Jlullber of' units COIIIPletecl 

® Date @ Caapleted hours required 
@ Work item scbedul.ed f'or compl.etion ® Hours required per IIIIi t 
@ Schedu1ed tilE el.ements compl.eted 

® Compl.eted tilE el.ements @ Number of Un1 ts car-ted over 

® Jlullber of units schedu1ed @ Totsl.s 

@ Hours required per UDi t scbedu1ed ® Intonation pertiuent to 
scbedu1ed work 8lld its 

® Scbedu1ed hours required completion 

@ A-il.abl.e hours, estiated 
8lld actual. 
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