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1. GENERAL

1.01 This section describes procedures in-

volved in the processing of forms on
which assignments have been listed in connec-
tion with cable transfers and line or station
transfers.

1.02 In connection with the completion of the

work indicated on the transfer forms, the
test center forces assist in coordinating ac-
tivities between the field forces and the cen-
tral office frames; assist in securing assign-
ment changes, when necessary; assist in com-
pleting associated tests in order to insure the
satisfactory completion of the work without
service difficulties; and, when required, ini-
tiate notification of work completed to the
forces involved,

1.03 The test center forces also obtain,,or

assist in obtaining, releases to transfer
special service lines, coordinate the transfer
and testing of these lines, and ascertain that
special service protection devices, such as
binding post insulators and distributing frame
guard devices, are placed or removed, as re-
quired.

1.0} Since transfer work generally involves

the test center, central office frames,
and field forces, it is essential that these
functions be closely coordinated in order to
avoid unnecessary delays.
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2. DESCRIPTION OF FORMS

2.0l The following description of forms, which

are used in c¢onnection with this section,
includes a brief explanation of the purpose of
each form.

Cable Transfers

2,02 Form E-2573, Cable Transfer, is 8-3/8
inches by 10-7/8 inches in size and is
used to list information required by the forces
involved to transfer in a splice any or all of
a cable and count to another cable or to
another count within the same cable. (Fig. 1)

Line or Station Transfers

2.03 Line or station transfer forms, described

below, are used to list information re-
quired by the forces involved to transfer lines
or stations, other than by splicing, in order
to clear pairs in advance of cable transfers,
regroup stations for party-line fill, provide
facilities for service order assigmment, and to
transfer lines or stations to proper terminals,
A description of each form is as follows:

(a) Form E-257), Line or Station Transfer, is

10-7/8 inches by 8-3/8 inches in size and
is used to list information required where
several lines or stations are to be trans-
ferred. (Fig. 2)

(b) Form E-2574A, Line or Station Transfer -

Exchange Wire, is 10-7/8 inches by 8-3/8
inches in size and is used to list informa-~
tion required where several lines or sta-
tions, involving exchange wire, are to be
transferred. (Fig. 3)

(¢) Form E-2575, Line or Station Transfer, is
8-1/2 inches by 5-1/2 inches in size and
is used in conjunction with service order
assignment to list information required to
transfer lines or stations in order to clear
facilities. (Fig. li) Forms E-257h4 and
E-257hA may also be used in connection with
service order assignment, as required.

Note: These forms are not used for station
transfers between terminal per line party
circuits since service orders, issued by
the Commercial Department, are required to
effect this change,
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Report of Defective Cable Pairs

2.0 Form E-4108, Report of Defective Cable
Pairs, is 8-3/8 inches by 10-7/8 inches
in size and is used to list defective pairs, as
shown in the cable pair record, in a cable that
is being opened for cable work. The defective
pairs detected during the transfer and the sta-
tus of defective pairs upon completion of the
transfer shall be entered on the form. (Fig.5)

3. PREPARATION AND DISTRIBUTION OF FORMS

3.01 Forms necessary to accomplish transfers

are prepared from the assignment records.
Copies of these forms are prepared for the as-
signment center, field forces, central office
frames, test center, and traffic department,
when required,

Note: Specific information regarding the
preparation of forms necessary to accom-
plish cable and line or station transfers,
as well as a definition of terms which per-
tain to work of this nature, is included in
BSP Section 680-300-010 and related sections.

3.02 The information listed on the transfer

forms includes data necessary to accom-
plish the associated central office and field
work in connection with work orders, i.e.,
estimate, job, or routine orders; specific re-
quests for lists showing cable pairs, pair oc-
cupancy, and equipment information; and for
service orders where it is necessary to release
facilities.

3.03 Each transfer form is assigned a number

to facilitate identification, reference,
and filing. The identifying numbers of forms
prepared in connection with a particular work
order will indicate their association through
the use of the same basic number with an iden-~
tifying suffix.

3.04 The forms shall be filed numerically. In

those cases where a certain sequence of
completion of related transfer forms is neces-
sary, this information will be entered by the
forces who prepare the forms.

L. PROCEDURES PRIOR TO START OF TRANSFER

;.01 Generally, the field forces will notify

the test center in advance of the start-
ing date of a transfer. When this notification
is received it is desirable to review the
transfer forms to determine the approximate
amount of work involved, and to:

(a) Plan the testing and other test center

responsibilities in connection with the
transfer in a manner which will avoid delay
to the field forces.
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(b) Advise the central office frames of the

approximate starting date in order that
all preliminary central office frame work may
be completed.

(¢) Determine that transfers, if any, which

are shown in the "complete after" space
have been completed. In the event that they
have not been completed, notify the forces
involved so that the progress of the work
order will not be delayed.

(d) Determine whether any special service
lines are involved in the transfer and
make tentative plans for securing releases to

transfer these lines. If it is determined
that the securing of releases to transfer
special service lines will result in a delay
to the proposed transfer, the field forces
shall be notified of the conditions so that
the transfer work may be planned accordingly.

5. GENERAL PROCEDURES FOR TRANSFERS

5.01 Upon receipt of notification from the

field forces that they are ready to start
work on a particular transfer, review the
transfer forms and give the following informa-
tion to the field forces:

(2) Any corrections which have been made on
the forms.

(b) Information regarding the status of asso-
ciated or related transfers.

(¢) Information regarding the completion of
preliminary work at the central office
frames, if necessary.

(d) Review the transfer forms to determine
whether any special service lines are in-
volved in the transfer.

5.02 When special service lines are involved

in the transfer, the pairs, on which spe-
cial service lines are working, are usually en-
circled with a red pencil to indicate the need
for special treatment. In addition, the let-
ters SSM, indicating Special Safeguarding Meas-
ures, and the letter P, encircled, indicating
Special Service Protection, are noted on the
transfer forms, as applicable.

Caution: Under no circumstances shall
lines designated as Special Service Lines
be opened, grounded, short~-circuited,
tested, or manipulated in any way without
obtaining a release from the control au~

thority.




5.03 If special service lines are involved, it

is important that care be exercised to
avoid interruption to the service in comection
with testing and other work incidental to the
transfer.

5.0 In order to avoid the possibility of un-

authorized interruption to special serv-
ice lines, permission shall be obtained to work
on the circuits at a time which is agreeable to
the subscriber.

5.05 Generally, permission to .work on each
special service line may be obtained as
follows:

(a) By calling the subscriber who controls
the circuit, if located within the test
center area.

(b) By calling the control test center, when
the subscriber is located in another test
center maintenance area.

(e) By calling the toll test room, when the
circuit connects to interexchange
facilities.

(d) By calling the telephone number or per-

sons indicated by special instructions
on the subscriber line card or as designated
by local instruction.

Note: The release to transfer "Bell and
Lights," CADW, pairs shall be obtained from
the Telephone Company CADW network control
supervisor, In addition, such a release
must be obtained when "Bell and Lights"
pairs are in the same sheath as those be-
ing transferred.. This situation will be
indicated on the transfer forms by a nota-
tion such as, "See Special Service List
Attached."

5.06 Generally, arrangements to work on spe-

cial service lines shall be made on the
day on which the actual transfer work is to be
accomplished, however, it is desirable to no-
tify the subscriber and the control authority
in advance of the transfer date so that permis-
sion to work on the special service line may be
more readily obtained.

5.07 In the event that permission to work on a

special service line can not be obtained
at the time the field forces are ready to start
work, arrangements shall be made to transfer
the special service lines at a time which is
mutually agreeable to the subscriber and the
forces involved.
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5.08 After permission to work on special serv-

ice lines has been obtained, advise the
field forces and proceed with the transfer as
described in the following paragraphs for the
type of work involved.

5.09 The forces responsible for completing the
transfer will usually be responsible for
placing and removing binding post insulators in
connection with special service lines, Occa-
sionally, however, depending upon the type of
transfer, location of multiple terminals, etc.,
it will not be practical for the forces com-
pleting the transfer to place or remove binding
post insulators. In these cases it may be de-
sirable to arrange for this work to be com-
pleted by the installation or maintenance
forces in conjunction with the transfer work.

5.10 Upon completion of the work on special

service lines, including final tests,
notify the parties, from whom permission to
work on each line was obtained, that the work
has been completed and the circuit is again
ready for service.

6. CABLE TRANSFERS

6.01 Generally, the field forces will transfer

the first five working p4iTs of the cable
transfer, after which they will request the
test center to test those pairs.

Caution: Special service lines shall be
treated individually in all cases.

6.02 Ascertain that the back taps have been
opened on the pairs involved in the

"From" cable count, Test each pair to deter-
mine that the correct circuit condition exists.
It is usually desirable to call a subscriber on
each pair during these tests. Ordinarily the
field forces will not proceed with the transfer
of additional pairs until tests on the first
five pairs have been completed.

6.03 If no trouble was detected on the trans-

fer of the first five working pairs, the
field forces may immediately proceed with the
transfer,

6.0L4 After the next ten working pairs have

been transferred the field forces will
again call the test center, giving the pair
numbers transferred. If no trouble is apparent
at this point, the field forces may proceed
with the transfer without waiting for the com-
pletion of tests,

6.05 The field forces will call the test cen-

ter periodically during the transfer and
inform the test center of the pairs that have
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been transferred. The frequency of these calls
will depend upon the nature of the transfer and
the number of troubles resulting from transfer
work.
6.06 Upon receipt of notification from the
field forces that a group of pairs have
been transferred, the test center forces will
make necessary tests to determine that no trou-
ble exists as a result of the transfer.

6.07 When the field forces again call to give

the pair numbers of the next group of
pairs transferred, they shall be advised of the
results of the tests on the previous pairs.
This procedure shall be repeated for successive
groups of pairs until the cable transfer is
completed.

Note: In some cases it may be desirable

to establish a talking circuit between the

test desk and the location of the transfer

in order to avoid delay in this exchange of
information.

6.08 Cable defects, discovered while testing
cable transfers, shall first be referred
to the field forces at the cable transfer loca-
tion to determine whether the trouble resulted
from the transfer work. If there is no evi-
dence of trouble in the transfer work, the
trouble shall be handled in the normal manner.

6.09 Reversals in cable pairs may be corrected
temporarily through the use of reversing
shoes placed at the central office frames.

6.10 Upon completion of the transfer work and

the associated tests, notify the central
office frames and the forces who prepared the
transfer forms that the field work has been
completed. The completed cable transfer forms
shall be forwarded for correction of test cen-
ter records.

7. DEFECTIVE PAIRS

7.01 The forces who prepare cable transfer
forms will also prepare two copies of
Form E-§j108, Report of Defective Cable Pairs,
(Fig. 5). These forms will be attached to the
test center copy of the cable transfer forms
and will include the following information:

(a) In the columns headed by the caption

"From" will be listed each defective
pair, with the defect and the cable case
number or cable trouble ticket number, if
available, as shown on the cable pair record
of the pairs which are being transferred.
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(b) In the columns headed by the caption "To"
will be listed the pairs to which defec-
tive pairs are being transferred. In addi-
tion, each defective pair, with the defect
and the cable case number or cable trouble
ticket number, if available, as shown on the
cable pair record to which the transfer is
being made, will be entered on the form.

Note: If no defective pairs are reflected
on the cable pair records of either count,
the word "None" will be entered under the

caption "From."

7.02 In the event that additional defective
pairs are detected during the cable
transfer, the pair numbers, type of defect, and
cable case number or cable trouble ticket num-
ber, if any, shall be entered on the Forms

E-1J108 by the test center forces.

7.03 During cable transfer work, all defective

pairs in both the "From" and "To" counts
shall be tested by the test center and field
forces to verify, locate, and clear the defect,
if practicable. On completion of the transfer,
the status of the defective pairs shall be en-
tered in the column headed "Test After
Transfer."

7.0 The cable transfer shall not be con-
sidered completed until a complete record
of the defective pairs involved has been es-
tablished, Immediately following the comple-
tion of the cable transfer, forward one copy of
Form E-}108, Report of Defective Cable Pairs,
to the assigmment center for correction of the
assigmment records. The remaining copy of
Form E-}108 shall be used for correction of
test center records.

8. LINE OR STATION TRANSFERS

8.01 Generally, in connection with line or
station transfers, the field forces wiil
transfer one line or station at a time.

8.02 Upon the completion of the transfer work
on each line, station, or group of sta-
tions in the case of party lines, it is desir-
able that the test center forces test each line
to determine that the correct circuit condition
exists. Troubles detected on tests shall be
dispatched to the field forces for correction.

8.03 TUpon completion of each sheet, the test

center shall notify the departments in-
volved of the completion and the date of noti-
fication shall be entered in the space pro-
vided. The completed line or station transfer
forms shall be forwarded. for correction of test
center records.



9. CORRECTIONS

9.01 Ordinarily, the forces who prepared the
transfer forms will notify the test cen-
ter of corrections due to subsequent assign-
ments in connection with service orders, defec-
tive pairs, etc. The necessary changes shall
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be made on the test center copy of the forms
and the field forces shall be notified of the
changes.

9.02 1In those cases where it is not the prac-

tice for the forces who initiate the cor-
rections to notify the central office frames,
the test center forces will be responsible for
this notification so that frame copies may be
corrected.
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