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1. GENERAL

1.01 This section outlines procedures involved

in the preparation, distribution, and
completion of Line or Station Transfers made
necessary by the addition, removal, or re-
arrangement of outside plant.

1.02 The forms described in this section are

used toprovide information for the forces
concerned to clear pairs in advance of cable
transfers, regroup stations for party-line fiil,
provide facilities for service order assign-
ment, and to transfer lines or stations to
proper terminals in accordance with wiring
limits.

2, FORMS

2.01 Forms described for use with this section

serve a dual purpose in that they may be
used to transfer an entire line from one pair
to another, or they may be used to transfer a
station from one party-line circuit to another
party-line circuit.

Form E-257k, Line or Station Transfer

2,02 Form E-257l; consists of an assembly of

five copies interleaved with one time
carbon, The forms are 8-3/8 in. by 10-7/8 in.
in sige and are used in those cases where sev-
eral lines or stations are to be transferred.
Fig. 1 is a facsimile of the form with a
description of entries.

Form E-257LA, Line or Station Transfer -
Exchange Wire

2.03 Form E-257LA consists of an assembly of

five copies interleaved with one time
carbon., The forms are 8-3/8 in, by 10-7/8 in.
in size and are used in those cases where sev=-
eral lines or stations are to be transferred
which are involved in exchange wire. Fig. 2 is
a facsimile of the form with a description of
entries.

Form E-2575, Line or Station Transfer

2.0y Form E-2575 consists of an assembly of

five copies interleaved with one time
carbon. The forms are 5-1/2 in. by 8-1/2 in,
in size and are used in conjunction with serv-
ice order assignment when it is necessary to
transfer lines or stations to clear pairs.
Fig. 3 is a facsimile of the form.

Note: Forms E-257L and E-2574A may also be
used in conjunction with service order
assignment as required.

3. RECEIPT OF REQUEST FOR TRANSFERS

3.01 Upon receipt of "Request for Transfers"

from the field forces, remove the work
order from the work order file, enter the
required information on the work order progress
record of the work order involved as described
in Section 680-300-011, Outside Plant Re~
arrangements - Work Orders,

3.02 The transfers requested shall be verified
with the work order to determine that
they can be written as requested.

3.03 In the event that new plant is being .

placed in service, the assignment records,
necessary to reflect the outside plant condi-
tions for assignment purposes, shall be
prepared.
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SECTION 680-300-013

4. PREPARATION OF LINE OR STATION TRANSFERS

4.0l In the preparation of line or station
transfers it is essential that sufficient
information be entered on the forms so that all
forces concerned may be able to complete their
portion of the transfer, however, any informa-
tion regarding the line or station which is not
required shall be omitted. Facsimiles of
Forms E-257li, E-257hA and E-2575 showing typi-
cal entries in connection with this section are
as follows:

E-257L Fig. L
E~-257hA Figs. 5A, 5B, and 5C
E-2575 Fig. 6

Examples are not shown for all conditions, how-
ever, the same general principles will apply.

L.02 The information indicated by the space

headings on the forms shall be entered as
required. Those spaces for which no entries
are applicable shall be noted by a check (v’,)
mark.

h.03 Cross-comnecting terminal addresses, when
required, shall be entered in the space
provided in the order in which the cables they
serve appear on the transfer. The "From" or
"To" shall be crossed out as necessary., The
pair count of the cross-connecting terminals
may be entered as an aid to the field forces.

Numbering Line or Station Transfers

L.oh Work Orders: The line or station trans-

fer number shall consist of thelast three
digits of the work order number suffixed with a
zero and the §plice number for which it is pre-
pared, e€.g., a line or station transfer pre-
pared for work order 807-2178, splice number 1,
would be numbered 178,01 thus indicating that
it is prepared in connection with splice 1.
Further identification may be made by the use
of suffix letters when necessary.

1,05 Service Orders: Line or station trans-

fers prepared in connection with service
order assignment may be numbered with the serv-
ice order number, additional transfers may be
identified by the use of a decimal point and
suffix numbers. In some cases it may be desir-
able to maintain a 1list of numbers, or pre-
number the line or station transfer forms,
beginning each year with the number 1, for line
or station transfers prepared in connection
with service order assignment.
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Line Transfers

h.06 The column headings of the Forms E-25T7l,

E-257L4A, and E-2575 are indicative of
the information, regarding each line, which is
required. In the event that a party line is
being transferred, the telephone numbers on a
particular pair may be bracketed to show their
association as shown in Fig. L.

L.07 The class of service and telephone or

circuit number and associated information
shall be entered on the line designated "F"
indicating "From."

4,08 The information, regarding the pair to

which a 1line is being transferred, shall
be entered on the transfer immediately under
the line which is transferring and opposite the
"I" indicating "To."

Station Transfers

L.09 Forms E~257h, E-2574A, and E-2575 are the

plant forms designed to regroup or re-
arrange party-line stations. They may be used
in connection with Form E-2573, Cable Transfer,
or Service Orders for regrouping party-line
stations.

Note: These forms are not used for station
transfers between jack per line party cir-
cuits since service orders, issued by the
Commercial Department, are required to ef-
fect this change.

L,10 All information necessary for the comple-

tion of each station transfer shall be
included on the form. Associated forms, i.e.,
cable transfers or service orders, shall reflect
the circuit arrangement existing following the
completion of the station transfer.

Li,11 Station transfers which require instru-
ment changes or the rewiring of the
instrument circuit shall be avoided if possible.
However, if it is necessary, the station equip-
ment information shall be shown, as required,

for field and record purposes.

Regrouping and Rearranging Lines and Stations

L.12 When notified that new plant is in place

and ready for service, the address of
each station in the cable count affected shall
be checked with the new wiring limits. Line or
Station Transfers shall be prepared, as re-
quired, to route the subscriber service wires
to the proper terminals. Fig., 7 illustrates
the use of Form E-257) to regroup and rearrange
lines and stations,



L.13 Primary consideration shall be given to

party-line fill and, to the extent pos-
sible, the elimination of any wired out of
limits cases. Records of the existing plant
shall not be deleted until the field work is
completed.

Power Supply

.1k The "To" cable pairs of all power supply

feeders shall be studied to ascertain
that the resistance conforms with the pre-
scribed requirements.

4,15 If the addition or reduction of cable
pairs for power supply feeders are neces-

sary, Form E-257L or E-257LA shall be prepared

to reflect the desired change as shown in

Fig. 8. The forms shall then be distributed

to the forces responsible for effecting the

change.

Designed Services

L4.16 The "To" cable pairs of these services,

which are involved in transfers, shall be
included in studies to determine whether or not
a change in facility or equipment requirements
is indicated.

Ls17 1In the event that changes of facilities
and equipment requirements are necessary,

prepare line or station transfer forms reflect-

ing the desired changes and the reason for the
change, Copies of the line or station transfer
forms shall be distributed to the forces
responsible for accomplishing the change.

Posting Cable Pair Records

L.18 The information regarding each line or

station which is transferring shall be
entered on the "To" cable pair to which it is
being transferred. Notations indicating the
transfer number shall be posted in the remarks
space of each pair on which lines or stations
are transferring, the entries shall be placed
on both the "From" and "To" pairs, as required,
to reflect the pending change.

5. INSTRUMENT CHANGES

S5.01 1In the event that it is necessary to

change or rewire instruments, or to add
or remove long line equipment, in connection
with dutside plant rearrangements, the trans-
mission zone, type, and umber of instruments
as well as the long line equipment involved,
shall be entered on the line or station trans-~
fer form., These forms shall clearly indicate
to the forces concerned the nature of the work
which is required and the reason why it is
necessary.
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5.02 The assignment center and the forces
effecting the change shall "arrange to

have the field work completed prior to or in

conjunction with the work order involved.

6. SPECIAL SERVICE LINES

6,01 Because of the importance of special

service lines, it is necessary that they
be indicated on the line or station transfer
form in such a manner that all forces concerned
will afford maximum protection against service
interruption.

6,02 The type of service protection applicable
to the line, i.e., "Special Safeguarding
Measures" or "Special Service Protection,"
shall be entered in the space headed "Associ-
ated Party Station Telephone No." or "Panel
Jack Dial Equiv." space, whichever is available.

Note: It is desirable to use a red pencil
to encircle the pairs involved in the
transfer on which Special service lines are
working. This shall be done on all copies
in order to further emphasize the need for
special precautions.

6.03 The telephone number entered in the space

"For Test Call " will ordinarily be
the number the field forces will call to obtain
clearance to transfer a special service line,
additional information, if necessary, shall be
noted on the transfer.

Special Safeguarding Measures

6.0 When special safepuarding measures are

required on a certain line, the employee
preparing the transfer shall determine that the
Plant Engineer has arranged for the necessary
treatment of the pair to which the line will
transfer, deviations shall be referred to the
Plant Engineer for correction.

Special Service Protection

6.05 Where special service protection is

required on a certain line the employee
preparing the transfer shall proceed as out-
lined in Section 680-520-010, Special Service
Protection, Binding Post Insulators and Dis-
tributing Frame Guard Devices.

7+ ELIMINATION OF CROSS-CONNEGT TERMINALS

T.01L The cross connections, between the feeder
and distribution cable pairs, in the
cross-connect terminal to be eliminated, shall
be rearranged so that the first and succeeding
pairs of the distribution cable will correspond
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to the first and succeeding pairs of the feeder
cable to which they will be spliced as direct
pairs to the central office.

7,02 If sufficient vacant cable pairs are

available in the feeder cable, the re-
arrangement of cross connections may be pre-
pared as follows:

(a) List all working pairs in the distribu-

tion cable, with the feeder cable pair te
which they are presently cross-connected, in
the "From" portion of Form E-257l, Line or.
Station Transfer, in cable pair sequence of
the distribution cable. FEnter the same
information, with the exception of the feeder
cable pair numbers, on the "To" portion of
the form.

(b) Rearrange the feeder cable pairs so that
they will correspond to the distribution

cable pairs to which they will be spliced

when the cross-connect terminal is eliminated.

7.03 In the event that sufficient vacant pairs
are not available toprepare the rearrange-
ments as outlined in Paragraph 7.02, it will be
necessary to prepare the forms by listing the
first distribution cable pair for which the
corresponding feeder cable pair is available.

7.0 The sequence of listing subsequent dis-

tribution cable pairs will be determined
by the feeder cable pairs which are made vacant
by the preceding entries. Fig. 9 illustrates
the use of Form E-257l prepared to rearrange
cross connections.

7.05 The cable pair records shall be clearly

marked to indicate that the transfers are
pending or in progress. Temporary entries,
reflecting the pending changes, shall be made
in the cable records, however, the original
entries shall not be deleted until the trans-
fers are completed.

7.06 TImmediately following the preparation of
Form E-257l, prepare test lists, showing

the pairs as they will appear after completion

of the transfer, as outlined in Section

680-300-012. The field forces will work

from the test lists in the actual removal

of the cross-connect terminal.

8. DISTRIBUTION

8.01 If the line or station transfers involve
the placing of back taps at the central
office frames, the central office copy shall
be forwarded to the central office. The
remaining copies shall be held by the forces
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who prepared the line or station transfer
forms until notification is received that back
taps have been placed, or they may be dis-
tributed immediately, as desired.

8,02 The distribution of the remaining copies
of the transfer forms will normally be
as follows:

(a) Assignment Center - retained by the
assignment center.

(b) Test Center - to the test center respon-
sible for testing.

(¢) Field - to the forces responsible for
completion of the transfers.

(d) Traffic - to the traffic assignment

office (only those transfers involving
station transfers shall be forwarded to the
Traffic Department).

Note: If extra copies are required, they
need only show the information necessary
to the forces for whom they are intended.

8.03 In the event that back taps are not
required, the forms will be distributed
immediately following preparation.

9. CORRECTIONS

9.01 The assignment copy of the line or sta-

tion transfer forms is the master copy
and all corrections to the forms due to defec-
tive pairs, service order assignment, ete.,
shall be authorized by the assignment center
or the forces who prepared the forms, as the
case may be, These forces will then be respon
sible for notifying other holders of the cable
transfer forms of the correction.

10, SERVICE ORDER ASSIGNMEITS

10,01 Form E-2575, Line or Station Transfer,
is provided primarily for use in service
order assignment when it is necessary to
clear facilities for a service order, however,
Forms E-257l and E-257hA may also be used.

10,02 The assignment record work, in connectio

with line or station transfers written
for service orders, shall be completed at the
time the transfer is prepared and the service
order assigned.

10.03 When line or station transfer forms are

prepared, in connection with service
order assignment, they may be attached to the
service order for distribution to the forces
concerned.



11. COMPLETION OF LINE OR STATION TRANSFERS

11.01 Immediately following completion of line
or station transfers, not associated
with service orders, the forces responsible for

testing will notify the assignment center of
the OK number, date, and the name of the
employee reporting the completion. The infor-
mation shall be entered in the proper spaces
of the assignment center copy of the line or
station transfer forms.

11.02 Any corrections which have been made on
the line or station transfer forms shall

be compared with the entries onthe cable records

and discrepancies, if any, shall be corrected.

11,03 The cable pair record shall be checked
for accuracy of entries and any reference

to the line or station transfer, which was made

on the pairs of the "To" count, shall be erased.

11.04 The entries on the pairs of the "From"

count which have been transferred,
including any reference to the transfer, shall
be erased.

iSS 1, SECTION 680-300-013

11.05 Other assignment records affected by the

line or station transfers shall be cor-
rected to reflect their condition upon comple-
tion of the transfers.

Filing Line or Station Transfers

11.06 Examine each line or station transfer to
determine that all records involved have
been corrected.

11.07 File the completed line or station trans-
fer forms numerically by transfer number
for the desired retention period.

12, ORDERING INFORMATION

12.01 The Forms E-257), E-257LA, and E-2575,
Line or Station Transfers, are packaged
in boxes containing 100 assemblies.

12,02 When convenient, the forms should be
ordered in multiples of the package
unit,

(Quantity) Forms E- .
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Fig., 5C = Typical Entries on Form E=-257LA When Used to Transfer
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£10-00£-089 NOILD3S ‘L SSI



ASSIGN CENTER

—
PRINTED IN US.A.

LINE OR STATION TRANSFER i
IS e oo T Wl 20 SIRE € -2/ BBe 7- /0558 W so558
Class TELEPHONE vy _ASSGCIATED PANCL JACK BUNCH BLOCK CABLE CABLE CABLE or
) Lt%cc circOT wo. i L TerEenone e, IF™] o equwv PICK - UP INF. No PAIR NO. PAIR No. PAIR
o = me 33567 | /| (me3-78522] 27 5] 22| 72 zz/2.| 37 | £
R el bz szp (1] 78127 ( 187 | | #5 |7
SUSSCRIBER'S ADDRESS
aomeowm. £ 2 OepSPECT ow. w L 5T PROSPECT 62 __________.
g e W ™ } PROSPECT
1 z \mw3-7852)2| | vone 27 8BS 22| 92 2272| 37 | /0
Rl = [ 12 u3-p42 /] 57 12/ S |85 Y 197 /3
e SAME RS H/ o m S 67 PfosPecT e
MISC. INF, LOC. S
J  brzrezés ! 22|78 22/2|29 | 2
@ 173 STA. SET ;
a4 Y78 )y [ 37 lr2
SUBSCRISER'S ADDRESS
camom  SomL #5 F/ st w L S/ PROSPECT | e
osowe &M T <
F
:? Tz | STA. SET
ctagass é:omo. DIST . SUBSCRIBER'S ADDRESS
gnomee e —— e
@ PROTECTION DEVICES REQUIRED PARTY LINE DATA NOTE: FORWARD RECORD OF | o
SSM SPECIAL SAFEGUARDING MEASURES REQD. b= r:gs/&g: '::télsgmi:o K. NO. ATE REPORT
PX PLAGE CROSS CONNEGTION o ACCOUNTING DEPARTMENT IN | SOPTLETION, DATE comet.
RX FEMOVE CROSS CONNECTION ACCORDANCE WITH LOCAL —;EEB-RDS T0
DX DO NOT REMOVE CROSS CONNECTION N INSTRUCTIONS POSTED BY DATE

€T o2ed

Fig. 6 - Illustrates Line or Station Transfers Prepared

in Connection with a Service Order.
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Fig. 7 - Illustrates Use of Form E=257) to Regroup and
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