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1. GENERAL
1.01 This Section describes the pr
to be followed in the Southwes
Telephone Company in connection with
order and maintenance activity on co

telephones.

1.02 The Section is reissued to provide an
overall revision.
1.03 Briefly, the Section sets forth:

(a) The centralizing, under certain 5
<
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PAGE (d) The procedures for supplying
1 Plant with coin receptacles, locks,
| doors, keys, etc. by the coin
office;
: ! {e) Administrative procedures and
provides forms for the coin
. 2 operation.
. i
2. RESPONSIBILITIES — FOR CENTRALiIZATiON
: > AND SAFEGUARDING OF COIN ACTIVITIES
. 7 . ] . . .
2.01 The Division Plant Superintendent will

designate certain work centers to be

responsible for all the coin installation and

maintenance work in a particular area.

The

selection of coin work centers and the area
they are to serve must be determined by

considering, in addition to items in Para-

graph 2.02, the volume of work, force require-

ments, geographical concentration of coin

districts, divisions, etc.

stations (travel time), the boundaries of

(District

boundaries should be limiting only if

other conditions are met.)

conditions, of Plant forces who are

responsible for handling coin
installations and maintenance
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administration and promotes
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Procedures for field installation

by Plant forces of coin receptacles,

locks, doors, all mounting screws,

etc. which are incidental

to instal-

lation and maintenance activities;
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(d)
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ever practicable, work forces who
orm coin work should be centralized.
FarilTi+ra+ 3
facilitate effective and efficient
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11stration Dy proviaing:

A minimum inventory and maximum
turn around capabilities of coin
telephones, booths, shelves and
other coin supplies;

A reduction in shipping costs;

A reduction in coin key holders,
thus fewer keys lost;

A reduction in cost for vehicle and
storeroom facilities for safe-
guarding coin materials;

More expertise due to greater

concentration of coin work.
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2.03 The District Plant Superintendent will
furnish the Coin O0ffice a list of
employees whom he has authorized to order
coin locks, keys, receptacles and doors from
the Coin Office.

to equip each coin work center with a secure

He will make arrangements

facility for storing coin receptacles, coin
compartment doors, locks, keys, etc. He
will 1imit access to the coin storage facility
to authorized personnel only. He will make
periodic reviews to determine that proper

coin telephone safeguarding procedures as

described herein and in other Southwestern
Bell practices and instructions including

"A Code of Business Conduct'' are being

followed.
2 0L Facr ciinarvigsnr in thea Cain nr
2.04 Each supervisor in the Coin Work
Ffantarce miicet onciira +hat+t vunrlman
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nanaring coiris, LIl reccpiLacics, TOCKS>, KEYS
and other coin apparatus with special
emphasis on:

(a) Safeguarding coins and coin
apparatus while on the customer
premises, in Company vehicles,
and on Company property.

Y Tha mamaccity AF ammtiratra amA

\v) re [A-1 AR Ly Ul aCLlulraiLe ariu
complete reporting of information
on forms related to coin
activities.

2.05 The General Plant Manager will deter-

mine the methods, extent, and fre-
quency of security checks that are necessary
to ensure compliance with Company instruc-
The General
Plant Manager will assign a staff supervisor

tions regarding coin operations.

to make periodic security checks for proper
coin procedures.

3. SUPPLY HANDLING OF COIN RECEPTACLES,
COIN COMPARTMENT LOCKS,.KEYS, ETC.

3.01 Coin telephones as received from
Western Electric are not equipped
with coin receptacles, locks, or coin com-
partment doors. These items; plus keys
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and certain administrative forms k6 will be
furnished directly to Plant by the Coin
Office upon request by an authorized Plant
employee. Coin locks and keys, however,
will only be furnished on request when in
connection with a specific service order or
Other

receptacles, doors, forms, etc. can be ob-

maintenance activity. jtems such as coin
tained on request to provide a minimal stock

of these items at work centers responsible

for coin installation and maintenance work.

coin locks and by Plant re-
A A VN A=1 R A LAY 7 Ll ~J LI ~ N
Ta+riva +a rAin csarvire arder activity the
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qu1rement oT the Key and/or I10cCK. At jocation

on SORD operations, the Coin Office will be
automaticly notified by the reciept of the
order itself. The Coin Office, upon notifica-
tion, will promptly forward these items to

the Plant Work Center prior to the due date of
the respective service order. Plant should,
however, follow-up or monitor the status of

all coin service orders requiring coin supplies
to ensure the supplies are received in time

to meet the customer commitment. At locations
not on SORD, Plant should also check the re-
marks space on each coin service order for a
special code which indicates that Commercial

or Marketing has notified the Coin Office to
send the necessary locks,keys,etc. to Plant.
(An example of this code is: "Coin OK 21 OP".
The "Coin OK" indicates notification to the

authorized Plant employee may order
by telephone from the Coin Office
housing keys, locks, doors, receptacles,
etc., that are required to work a service
order or to make certain repairs. When
requesting locks and/or keys it is necessary
to furnish the Coin Office the following in-
formation:

(a) The coin telephone number;

(b) The customer's name and addredd;

lower



(c) The date and location that locks,
keys, etc., are to be delivered;

(d) The specific reason for the request,
(service order number or maintenance
(service order number or maintenance

(e) The name of the authorized employee
making the request.

coin receptacles and doors the

o
t furnish the Coin Office:

(a) The quantity receptacles or doors
needed;

(b) The type receptacles (large or

small) or doors (1A, 2A, or B5A)
needed;
(c) The location where items are to

o

e

v

ped

(d) The name of the employee making
the request.
3.0k At the time an authorized Plant
' employee orders a lower housing key(s)
from the Coin Office, he must prepare a
Form S-6526,
following information:

""Supervisor Memo', to contain the

a) Date Coin Office is called;

—

(

o

) Telephone number and address of
coin instrument being worked on;

—~~
O
~

o
o

(d) Employee's name requesting lower
housing key.

The original "Supervisor Memo" is forwarded
to the foreman prior to key being received
and the dunlicate conv is retained for
anda the aupili1cate copy 1s retained 1o
fallawoiin The fAreman ticac tha 1Qiinarvicenr
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3.05 Local arrangements should be made
between Plant and the Coin Office
for the most efficient and economical means
of handling coin material shipments both
ways and still provide the necessary
security. A means of shipment might include
special pick-up by the coin collector,

company mail, special carrier, etc.

3.06 In filling an order for coin supplies
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tain a follow-up of keys outstanding over
10 days. After the Coin Office prepares

the forms in triplicate, they will place

the original and duplicate in with the

items to be shipped and retain the triplicate
copy.
receiving the items will verify the items

The authorized Plant employee
as listed, sign both copies, forward the

duplicate back to the Coin Office and use
the original to maintain a record of item

disposition and usage.

2 N7 [ e 001 Aamim bm PR - DR T -

DU/ rOrH o=0y%1 Cdll D d useirul LOOI HOT
the Piant employee in keeping track

of key and other coin materiai returns. The

Plant emplioyee, for examplie, shouid, before

completing the form for an item, ensure that
the key returns include, as applicable, Form
S-8226, Coin Key Station Record Card, (Exhibit
3) where new coin telephones or locks are

installed, or Form S-8124,

tion Card,

Special Collec-
(Exhibit &) involving a collec-
tion and also where indicated on Form S-8124,
the return may include a receptacle and an
Overflow Coin Envelope, Form $-6763 (Exhibit
5). When disconnects are involved, the
employee completing Form S-8941 should note
that the return also includes the coin lock
and door (This applies to all type coin
telephone sets).
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3.08 The authorized plant employee who
orders keys for maintenance activity,
should follow-up to ensure that the keys
are not to be retained longer than three
business days before being returned to the
Coin Office.
should not, ordinarily, remain in the Work

Also, Plant collection(s)

Center more than two days.

3.09 A space is provided on Form S-8941 to
permit the Coin Office employee to
initial Plant's copy as receipt of items if
they are picked up directly from the work
center.

3.10 Designated work centers responsible
for coin telephone work should arrange

to handle coin telephone equipment on a

turn around basis as much as is possible.
This can reduce substantially, shipping,
repair, and equipment costs by permitting
maximum utilization of equipment.

L, SERVICE ORDER ACTIVITY

e AT AR A

n
Department, as appropriate, on a au
basis generaiiy on the next open d
other extended intervais agreed to

S 0
O

for remote locations), but not soone
two business days, except in case of a
emergency. Service orders requiring AC
power will be issued for the next open date
only after Marketing has confirmed that
the customer has installed the approved

continuous power.

4,02 Marketing will prepare Form S-8973,
Indoor and Outdoor Booth
(See Exhibit 6), on service requests where the

Installationd

customer will be expected to furnish power.
Instruction concerning equipment to be ordered
and the location the equipment is to be in-
stalled on the customers premises are included
on the form.

retaining the original and

The form is prepared in triplicate

4,03 ©On SP! type service the Business
Office will not provide on the service
PR RN [ mm e el A et Na] ala
order the type or color of coin telephone
P e R Y P N T e S s =Tal
setl uniess tne customer aesires somecning

specifically.
determination for proper equipment based on
equipment availability, security require-
ments, etc.
L.ok Where the Business Office or Marketing
issue a related disconnect, and re-
connect for the same date, equipment,
telephone number and location, they will
notify the Coin Office to make a special
collection and Plant will handle the service
order as WCOK with no field work.

4.05 Removal information for disconnect
orders will be included in the remarks
space of the service order.

4,06 Upon receipt of a customer's request
for coin telephone service requiring

a coin collection, either the Marketing or

al PP E£E£3 mna A As A~ v 1o

the Business Office employee who is handling

el i e - PR B | E P P N Y | ~=11

tne customer contact wiitt immeédaiateily Caii

the Coin Office to request the
to the appropriate Plant locati
of the key and issuance of the service order
will be coordinated to reach Plant before

the due date.

4,07 The Coin Office will prepare Form S-89L41
in triplicate and show the service
order number, the telephone number and the
due date. Two copies of the form will be
sent to the appropriate work center along
The authorized Plant

employee shall verify the items as listed,

with key and lock.
sign and date the form in the space provided,
and return the duplicate copy to the Coin

Office.

L4L.08 oOn service orders for existing service



and requiring a Plant collection, the
Coin Office will also forward Form SW-8124,
Special Collection Card, with the key listed
on SW-8941.
Office a record of all pertinent information
Once
collection has been made, Form SW=8124 must

Form SW-812L4 provides the Coin
needed concerning the collection.

be‘filled out by the installer and returned
together with the key and receptacle to the
authorized Plant employee maintaining Form

cd Lyee

SW-8941 for posting

...... Se £LecuU <

The authorized employee
e

This form is used to provide a record of the
coin Tock and key which are associated with
that particular coin telephone instrument.
After preparation, the form must be separated
with the adhesive tab being placed in the
upper housing of the coin telephone and the
other part returned to the authorized
employee along with the associated key. The
authorized employee will post Form SW-8941
and then forward both Form S-8226 and the
key to the Coin Office.

L.10 On service order activity at locations
having SORD operations, the Plant

installer must also report the key number

which had been entered on Form $-8226 to

the SOC center for inclusion on the order.

This will enable the Coin Office to establish

L.,12 On any coin installation where the

Plant employee feels that either the

ISS F, SECTION 506-110-916SW

location or the equipment is not satisfactory
or adequate to provide the necessary security
against larcency, the Plant employee should
not install the service but refer the matter
to his supervisor. The supervisor will
review the circumstances and will, if
necessary, refer the matter to Marketing for
further handling with the customer. (See
BSP 506-101-301SW, Coin Telephone Anti-
Larcency and Anti-Fraud Installation).

its mounting uniess this is done. An excep-
tion may be authorized by a supervisor where
in an emergency forceabie removal is required
to protect the telephone set from damage or
loss. Examples of such cases might be
construction sites being moved, buildings
being razed, floods, fires, etc. In these
cases, the telephone number must not be
removed from the instrument until collection

has been made.

Missed Appointments

L.14 No Access Cases. On '"No Access"

cases involving coin telephone
service orders except disconnects, the field
workman will leave a "No Access' card, Form
S-6490, as per BSP L469-050-924SW and follow

A5 VU

business days, the
be returned to and retained in a locked com-
partment in the work center. However, if the
customer does not contact the service order
completion clerk within five business days

from the original date or if he makes a new

[~
2
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aysc



SECTION 506-110-916SW
appointment beyond the fifth business day,
the lower housing key and special collection

card must be returned promptly to the Coin
Office.

L,15 A1l "No Access" (SA) coin telephone
service orders will be placed on the

missed appointment log.

the S.A. file at the service order comple-

tion center for seven days pending the receipt

of new information from the Business Office.

orders should be turned

Office

After seven days the
back to the Business for possible

cancellation information has

-~ N .

Plant establishes a new due date with the
customer, Piant must arrange to notify the
Coin Office for key delivery in those cases
where the new appointment is later than the
fifth business day.

On
""No Access'" cases on coin telephone

L.16 No Access Cases - Disconnects.

service orders involving disconnects, the
field workman will seek information from
neighbors or others on how access can be
obtained. |If no information is available,
the field workman must notify the SOC center
immediately of the S.A. order. He must also
show the access attempt on Special
Collection Card, Form SW-8124 and return it
to Plant work center at the end of the day
The

retained in a

together with the lower housing key.
lower housing key will be
at the

L.17 The SOC center will request the
RDiieirmnmace NFFira +A Ahtain adAs+riAnal
RUDITIITOO VI I I LT LU UMLalll Quuil viviial

nnnnnn LIS ~ P NE I ey Thha ~mmtacs ~F b A3~
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connecet oracr wiiil e neid 11 Lrie oS.A, riie

P b oA P [ =4 al. o™ neoes

auring tnat aay. IT The business vUrrice

obtains access information for the same day,
they will call the SOC center who will relay

s
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They will be held in

the information, if possible, to the same
workman dispatched initially on the order.

L4.18 The Business Office will
obtain new access arrangments since

bill the

coin receptacle has been removed and revenue

endeavor to

a final cannot be rendered until

counted. When new access arrangements are
made, and the access is later than 5 days
from the initial date, the Business Office
will notify the Coin Office who will send
the lower housing key and Special Collection

ter.
[~ ANDI ING OF 1 ONSE CNOINS AND FIILE NN
Je PIMIVUL § IV VI LUUVJL LVUVIIVO MV T Uk UUILIN
DCCEDTANI EC
NLULrD TAVLLO
[ e ] o U U U S -
5.Vl cmpiloyees openiting a4 Ccoin station 1or

tests, inspection or other installation/
maintenance purpose and encounter loose coins,
siugs, tokens and similar coin-like devices
in the upper or lower portion of the tele-

phone set must:

(a) Enter the total monetary amount

in nickels, dimes, quarters, slugs,
tokens, etc. on the trouble ticket
(SW-6219), the service order, the

authorization

(b) Deposit all loose coins and/or
coin-like devices in the coin
receptacle of that particular
telephone (See Note below) and/or
in an Overflow
Form SW-6763,

5.02 below).

when necessary
Coin Envelope,
(See paragraph

NOTE:
coil relay in prepay instruments when
manually depositing coins, see SECTION
506-110-100.

To avoid damage to the single

5.02 Where the Overflow Coin Envelope, Form
SW-6763 is used, the field employee
must enter in the appropriate spaces, the
amount of coins placed in the envelope,

the telephone number of the coin station,



his name, title and the date the envelope
was prepared. |f the coin receptacle is being
collected, the monetary amount contained in
the envelope must be entered on the Special
Collection Card SW-8124 and the envelope
should accompany the receptacle back to the
Coin Center. |If it is not possible to make
a collection at this time, the sealed coin
envelope should be placed in the upper housing
portion of the coin instrument on the right

hand side and adjacent to the coin relay.

O
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2
wn
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g can then be replaced and

N
~ N~
d for a later collection.

then be reported to

r
referral to the Coin Manager to permit a

special collection to be schedulied.
5.03 On a repair visit when no collection
is to be made, the following should be
done in addition to the above:

(a) Clear all coin paths;

the coins in the
e

L
S
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Q

T v k]
(b) Level

ov]

9 tooi;

w

compartment using the 1
(c) Gauge the level of the coins by
reading the calibrated scale on

the 139 B tool;
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n
out-of-order sign must be piaced on
the instrument if coliection is
not to be made at that time. The
gauge reading must be reported to
the test center so that they may
refer the information to the Coin
Manager to permit a special
collection to be scheduled.

security "spike!"

a
the leveling hole it
e

d after work is

5.04 The authorized employee making the
special collection will remove the
coin receptacle, insert a new one, check
the upper housing, recover the "Overflow
Coins'" envelope Form SW-6763, and remove the
"out of Service'" sign. He must also notify
the appropriate test center that the
special collection has been made and that

service can be restored.

6.01 Forms required in the coin telephone
routines are in the following para -
graphs:

(a) Form S-8940 - Coin Receptacle

Record - Prepared by the Coin
Office to transfer coin receptacles
and doors to the designated plant

work center. The form is used

to list the individual
t

(b) Form S-8941 - Transfer of Coin
Telephone Locks and Keys -

Prepared by the Coin Office to
transfer locks and keys to the
The
form is used to list the individual

designated Plant work center.

keys (and associated locks, if so
indicated) which are sent, to
provide a receipt for the keys
and locks, and to provide a
record for Plant of the material
usage. The Coin Office uses
their copy to follow up on keys

outstanding over 10 days.

(c) Form S-6763 - Overflow Coin
Envelope - Prepared and used

by the Plant employee to place

and record the amount of over-

flow coins when present on
collections or maintenance
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(d)
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~

Form S-8973 - indoor and Qutdoor

Booth Installations = Prepared

by the Marketing Department on all
inward equipment changes or moves
of public telephone service to
advise the Plant Department of
the type or kind of equipment

to order and the location on the
customers premises that equipment
is to be installed. This form is
not prepared when the service
order does not involve a change

in existing equipment or location.

Sw=812
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ard - ice compiete
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i The Coin Of

Q
w

part of the form and then for-
wards it to Plant in all
where a collection is to be made

situations

by Plant in connection with
service order or maintenance
activity. The Plant employee
making the collection will com-
plete the form and return the
form, the key, and the receptacles
to his supervisor for posting of
Form $S-8943 and then forwarding

to the Coin Office.

(f)

Form $-8226 - Coin Key Station
Record Card - Prepared by the

Plant employee upon installation
of a new coin telephone or coin
lock to provide a record of the
lock and key associated with that
The stub of the form
is filted out, detached and stuck

in the upper housing portion of
the telephone. The remaining

telephone.

part of the form is completed and
returned to the authorized employee
who ordered the lock and key.

The authorized employee will then
post Form S-8941 and forward

the S-8226 to the Coin Office.
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SW. B. T. Co. TRANSFER OF COIN TELEPHONE LOCKS AND KEYS Form SW-8941
(BSP 506-110-916SW) (7-72)
TO: (AUTHORIZED EMPLOYEE) COIN OFFICE
FOLLOW-UP DATE
COIN USE PLANT USE
LOCK | S.0.NUMBER OR DATE KEY COIN
DUE EMPL. ISSUED DATE DATE SENT TO | OFFICE
KEY NUMBER
SzEJN\T WHEN :n/n aepaip| | ETHONENO. | paTE KEY issuep | RETURMED BY COIN OFFICE | EMPL
(/) IWHEN FOR REPAIR EMPL INITIAL

AUTHORIZED EMPLOYEE RECEIVING LOCKS AND KEYS:

AUTHORIZED EMPLOYEE'S NAME

DATE

NOTE: The Coin Office prepares this form in triplicate, retains the triplicate copy and

forwards the original and duplicate copy with the keys and focks to plant. The
authorized employee receiving the items verifies the items as listed, signs both
copies, retains the original for record and forwards the duplicate back to the
Coin Office. Plant uses the original to maintain record of item usage. The Coin
Office employee should initial receipt for items picked up at work center in
space provided on plant’s copy of form.

Lh68—~MS WY04

X3

1i91H

l

MS 916=011-90G NOILJ3S ‘4 S$SI



0| abed

SW.B. T. Co.
BSP 506-110-916SW

COIN RECEPTACLES SENT:

Form SW-8940
7-72)

COIN RECEPTACLES AND DOORS ‘
RECEIPT AND RECORD

FOR COIN OFFICE USE FOR PLANT DEPARTMENT USE
EMPL. ISSUED S.0. NUMBER OR
RECEPTACLE NUMBERS : DATE ISSUED / COIN TELEPHONE NUMBER
RECEPTACLE WHEN FOR REPAIR
COIN DOORS SENT: MULTI SLOT SINGLE SLOT
{Quantity) (Quantity)

AUTHORIZED EMPLOYEE RECEIVING RECEPTACLES AND/OR DOORS:

AUTHORIZED EMPLOYEE'S NAME

NOTE:

The Coin Office prepares this form in triplicate, retains triplicate copy and forwards the
original and duplicate copy with items shipped. The authorized plant employee receiving
the item verifies the items as listed, signs both copies, forwards the duplicate back to the

Coin Office and uses the original to maintain his record of coin receptacle usage.
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EXHIBIT
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Form SW-6763

"Overflow Coins Envelope"

SW-6763
(11-67)

OVERFLOW COINS

FROM
TEL. NO
?VE?O;E CONTENTS: COINS SLJ687
NICKELS . . . . . . s -
DIMES . . . . . . . 8. —e
QUARTERS . . . . . . s S

(ENVELOPE PREPARED BY — NAME & TITLE)

(DATE)
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