
American Telephone and Telegraph com;,any 
Printed 1n U.S.A. 

BELL SYSTEM PRACTICES 
Teletypevriter·and Man'Ual 
Telegraph Station and PBX 
Installation and Maintenance 

SECTION P30,920 
Issue F,10-31-50 

Long Lines Department 
Dist.Class.(600AC 

TELEGRAPH 

TELETYPEWRITER STATIONS 

IHSTALLATION AND MAINTENANCE OF 

CUSTOMER OWNED EQUIPMENT 

cot.TENTS 

( liOOAC 

PAGE 

l . GENERAL ?. 
2. STATIONS FOR WHICH THE LONG LINES ASSUMES 

RESPONSIBILITY FOR CCMPLETE MAIN~NANCE, 
PLAN 4. 2 

General Provisions 
Time Svi tches 
Accepting for Maintenance 
Disposition of Equipment Removed (See 
Part3 also) 
Shipping and Receiving 
Paper Static Troubles 
Radio Interference 
Records and Reports 

3. HANDLING EQUIPMENT REMOVED FROM STATIONS 
MAINTAINED UNDER PLAN 4. 10 

Equipment to be Reused 1n Long Lines 
Terrl. tory 
Equipment to be Roused in Pacific 
Comtany Territory 
Equipment from Pacific Company Terr~tory 
Genera.l 

4. STATIONS FOR WHICH THE LONG LINES HAS NO 
SPECIFIC r~INTENANCE RESPONSIBILITY 16 

Emergency Assistance et COAM Stations 
on Long Lines Circuits • 
Emergency Assistence at Sta.tions Main­
tained by an Associated Company 
Handling Requests for Assistance at 
Stations on Western Union Circuits 

TTY STATIONS 
INSTALLATION AND 

P30. 920 MAINTENP.NCE OF 
Page 1 CUSTOMER OWNED EQPT 

-



Page.? 

1. GENERAL 

1.00 This issue supersedes Issue E and Addendwn 
Issue A. This section .is reissued to include 

procedures to be folloved 1n handling and repairing 
equipment removed from stations maintained under 
plan 4, to del.ete reference to certain Arrr.y and 
Navy equipment, and to me.ke other 1!11nor changes. 

1.01 This section describes tra arrangements under 
vhich the Long Lines Department ass\llffls 

resoonsibility for installation and maintenance of 
customer ovned equipment connected to Long Lines 
Services, vhere the arrangements for such vork are 
me.de betveen the Long Lines and the customer. 

1.0? Regponsibility for satisfactory perforrr.ance 
of vork covered by this section rests v1th 

the Long Lines Der.artment, although the actual vork 
may be p,;:.rformed by an Associated Company or the 
Western Electric Company. The term "Associated 
Company" used in this F'ractice refers to either an 
Associated or Connecting Company. 

1.03 Work performed includes maintenance, installa-
tion, rearrangement, modification, packing 

shipping and storage. The grade of vork, to the 
extent assumed, shall be in accordance vith Bell 
System standards. 

1.04 In this Practice customer ovned stations at 
vhich vork is performed are divided into the 

following groups: 

(a) Stations for vhich the Long Lines assumes 
resvonsibility for complete maintenance, 

Plan 4 . 

(b) 
• 

Stations for vhich the Long Lines has no 
specific ffiaintenance responsibility . 

The extent of vork to be performed and the procedure 
to be folloved for each group are given belov. 

2, STATIONS FOR WHICH THE LONG LINES ASSU~~S 
RESPONSIBILITY F'OR COMPLETE MAINTENANCE, PLAN 4 

2.01 The agreement under vhich the Long Lines 
assumes me.lntenance responsibility is knovn 



as Plan 4. Under thi.s plan the Long Lines agrees to 
perform maintenance vork as covered 1n detail belov, 
and also agrees to do vork other than maintenance 
vhen desired by the customer. Maintenance vork is 
covered ty a flat recurring charge, vhile vork other 
than maintenance involves a separate charge for 
each case. In the Pacific Company territory that 
Company performs maintenance similar to that shovn 
for the Long Lines Department under Plan 4. 

2.0? All vork vill be covered by Private Line 
Service Orders. Any information requested in 

such orders (details of expense, serial numl::ers of 
machines, etc.) shall be reported. Where mainten­
ance is to be done the Service Order vill state that 
maintenance shall be in accordance vith Plan 4. 
The station or stations covered by the order shall 
be me.intained under the plan until such time as the 
maintenance status may be changed ty a subsequent 
order. 

2.03 Complete maintenance responsibility, except 
as covered herein is undertaken by the Long 

Lines. This includes a guarantee of machine life 
for the duration of the contract. Damage resulting 
from causes beyond the control of the Long Lines 
such as fires and floods, is not, hovever, covered 
by the guarantee. 

2 .04 Maintenance shall be in accordance vi th Eell 
System standards and shall include trouble 

clearing, routine inspection at intervals to be 
determined by the Long Lines, replacement of ~orn 
and broken parts, and overhauling as required. Re­
placement of existing parts vith any similar improv­
ed parts that may be made available is not required, 
Hovever, such re placemen ts may be ma.de vhen they 
vill prove economical from a maintenance standnoint 
and as existing ccnditions. permit. This practice 
may be folloved either on a routine basis or vhen 
it is necessary to replace defective parts. Such 
replacements are not permissible if they change the 
basic operating features of the equipment; for 
example, customer ovned machines cannot be converted 
from pulling magnet to holding magnet operat~on, nor 

TTY STATIONS 
INSTALLATION AND 

P31J. 9?0 MAINTENANCE OF 
Page 3 CUSTOMER OWNED EQPT 

-



Page 4A 
(5-1-55) 

can the Press type perforators be converted to Bell System 
type. Refinish:Lng of tables and covers is not included, but 
repairs of other defects shaJ.l be ma.de. Should local requests 
for refinishing be made, the custcmer should be advised to 
refer the case to the principal. 

2.05 Use of all custaner owned equipment shall be limited to 
ser:ices of the OIJ!ling customer and shal.J. not be used 

on a service of any other customer. 

2.06 Spare units shall be provided temporarily by the 
Long Lines whenever it is necessary to remove customer 

owned units for maintenance reasons. Where a Lons Lines unit 
is substituted for a customer owned unit, the same or another 
of the same customer's units shall be returned as soon as is 
feasible. When typing units, keyboards, perforators or 
transmitter-distributors are not returned to their original 
locations, details of the locations and serial numbers shall 
be reported on Fonn Pl41. 

"2-07 Replacement should be made of any apparatus units that 
become so worn or deteriorated in service that satis­

factory repairs would not be economical. When typin(l units, 
keyboards, perforators or tren.smitter-distributors are 
pennanently replaced, the serial numbers of the new nnd old 
units and the station locations should be reported on 
Fonn Pl41. Units used for replacement need not be of the so.me 
code as the customer's original units, but they shocld be 
equivalent and provide the same service end operating features. 
Perforator-transmitters vith "push-to-close" punch contacts 
should only be replaced with units having this feature. 

2.o8 Apparatus or material (including power ;urds) required 
for work other than 1112.intenance shall. be furnished by 

the custocu,r. The Long Lines vil1 furnish only niscellaneous 
wiring and materials, 

2.09· Maintenance under this plaJ1 does not·include repair of 
time switches, but handling and instal.J.ation of svitches 

shall. be done vhen covered cy Serrice Orders. Illsta.llation 
work shall not include any power viring nor connection of power 
wires to the svitch. Hork of thi3 nature is the responsibility 
of the custaJer. Switches shall be set or reset by the 
Telephone Ccrnpany: 

( a) At time of installation. 

* Indicate~ Change 
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(b) 

(cl 

' 

To care for changes fro:n Standard to Day­
light Saving Time ar.d vjce versa. 
When hours of service are che.r.ged by Sorvice 
Orders. 

Any other changes, such as those requ:l.red for 
holidays, not covered by Service Orders, are the 
responsibility of the custon~r. Where spring driven 
svitche11 are used, occasional regulatjon shall be 
done. Switches requiring excessive regulation er 
developing excessive troubles shall be reported vin 
the line of organization. 

2.10 Before nccept1ng maintennnce responaibility 
for nev machines or machines not last main­

tained under Plan 4, e.n inspection shall be made 
to determine vhether or not the apparatus is in 
sui tablP- condition for maintenance under the plan. 

(a) Where the Long Lines is assuming tDE.inteMnce 
responaibil1 ty for equipment. a:!.ready in­

stalled, the inspection shallvbe made at the 
customer's office. 
(b) Where e'luipl!lent is not already inste.lled such 

inspection may be made at th,~ customer's 
off1.ce before equiproont 1s shipr,ed to its service 
point, or at the point vhich installs, or prepares 
and tests the appar1,,tus for installation. In the 
forrner case the Long Lines after acce:pting the 
equi0ment vill pack and ship.it to its destina­
tion; cost of packing and shipping to be borne by 
the customer. 

Apparatus ~ound not to bP- in suitable condition 
shal::.. be placed in satisfactory ~ondition e:'..ther by 
the customer, or by the .Long Lines at the c1:st,o:ner's 
cxp,nse. Such repair vork shall not be done by the 
1 en~ l.in,;s '•'- th out prior approval of the customer. 
Reports of =satisfactory e(Juipment should be made 
on Form ?141, vhich' should outlin<, in detail the 
items considered unsatisfactory. 

?.,11 E·1l1ipmPnt removed from stations in ccnnection 
vi th disconnections or rea1·rangements should 

be given the ,i1sros1 ti o_n s;,ecif!.od in the service 
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order; which will normally be one of the follo,,ing: 

( a) 

(b) 

( C) 

Shipment for reuse at another etation main­
tained under Plan 4. 
Return to the customer for use at a c•Jstomer 
maintained stat,.on. 
Place in Telephone Company etorage. 

2.12 As is done with equipment owned by the Long 
Lines, necessary repairs should be completed 

before customer ovned apparatus is either installed 
at a new station maintained under the plb.n, returned 
to th.e customer or placed in Telephone Company 
storage. Except i~ cases where machines are placed 
in Telephone Company storage, the arrangement.s set 
up provide that the repairs be made at the servic­
ing center or shop serving the new station location. 
Handling for typical cases should be as outlined in 
Part 3. 

2.13 When service orders specify junking of cus-
tomer ovned equipment, it should be disposed 

of locally, except the.t the Long Lines r.iay salvage 
any useabie parts. In some cases the customer may 
wlsh to reuse some complete units of removed appara­
tus, while junkir.g others. In,. such cases the items 
to be reused should be given the disposition speci­
fied in the service order. 

?..14 Sets or units belonging to customers shall be 
given the same care in storage, handling, 

packing or shipping as is given apparatus owned by 
the Long Lines. To avo!c! ::ame.ge in t.ransi t, stand­
ard pecking met.hods descr·ibed !n ether sections of 
the "P" series shall be used. <Where applicable. 

2.15 Complete sets only sh~ll be stored. Parts 
she.ll not be removed from a stored set if 

the removel cf such part3 would leave the 111achine 
incomplete, nor shall any part of a stored set be 
usc:d !·c,r maintenance pu:·i:oses. 

?..11'. Shipments or customer O'l(]1ed a;iparatus end 
payment of ~ra.nsportation charges should be 

in accordance with service orders. When this 
information is not incl1Jcted in the ord!lr be guided 
by tl:e 1.'olloving: 



(a) Shipments within the Long Lines territory 
should be by the method which offers adequate 

speed and economy. For local shipments the normal 
transportation facilities may be employed, but for 
greater distances transportation should generally 
be by express. Transportation charges should be 
prepaid, except for shipments to the Western 
Electric Company, which should be collect. . 
(b) Shipments between the Long Lines and Pacific 

Comoany territories should be by prepaid ex­
press. 

2.17 The Long Lines (or an Associated Company act-
ing fo~ Long Lines) shall not make any claim 

to a transportation company for customer-owned 
equipment lost or damaged in transit. All such 
claims are to be made by the customer or customer's 
agent. However, Long Lines may make claims against 
transportation companies or carriers for excess or 
duplicate transportation charges which Long Lines 
would normally pay, and which are made on a shipment 
of customer-owned equipment where Long Lines is both 
shipper and receiver. Such a claim when made shall 
be filed by the Long Lines office receiving the 
shipment. 

2.18. In the case of the non-receipt of or damage 
to any customer-owned teletypewriter equipment 

in transit, the following action shall be taken by 
the Long Lines offices involved: 

When Lon Lines is Shi er nl 
a In case of damage, the Long Lines office 

which made the shipment shall furnish for 
the customer's use, through lines of organization, 
any details concerning the shipment which may be 
requested. 
(b) In case of non-receipt of shipment, the Long 

Lines office which made such shipment, shall 
upon advice from the customer of non-arrival of 
goods, initiate action with the carrier to trace 
the shipment. 

When Lon Lines is Recei er nl 
a The Long Lines office involved shall report 

on Form Pl41, all details concerning the loss 
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. 
or damage. Since non receipt of shipments might 
result in failure to meet service dates, apparent 
loss should be reported after a reasonable ship­
ping interval has elapsed. 
(b) In case of a teletypewriter shipment damaged 

in transit, the Long Lines office receiving 
the shipment shall notify.the transportation 
company without delay, requesting that an inspec­
tion of the damaged equipment and of all packing 
material be made by a representative of the trans­
portation company. The carrier representative 
making the inspection shall be requested to 
furnish a signed statement in duplicate of the 
results of the inspection and thl.s statement, to­
gether with a report of the Long Lines inspection, 
shall be forwarded to the Division Commercial Man­
ager via organization channels. 
(c) In the case of a teletypewriter shipment lost 

or delayed in transit, the Long Lines office 
involved, shall when requested, arrange with the 
local office of the transportation company for 
tracing·the shipment. 

hen Lon ines is ot hi e and eceiver 
.a The shipping and receiving offices of the 

Long Lines shall take such action as de­
scribed above in all cases where the loss or 
damage appears to be the responsibility of the 
carrier. 
(b) Where damage to the shipment appears to be 

the responsibility of the Long Lines because 
of improper packing, no inspection by the trans­
portation company shall be requested. The damaged 
equipment shall be repaired by the Long Lines 
without delay in a manner agreed upon by the ship­
ping and receiving offices. Arrangements shall be 
made for replacing equipment in case necessary re­
pairs cannot be made in time to meet a service 
date. 

•2.19 Handling of Paper Static Troubles, The Tele-
phone Company will not normally furnish static 

eliminators of tt,e type described in Section P31.154 
(Ionotron). The principal will, at his option, pro­
vide this equipment upon notification from the tele­
phone company's commercial representative that the 
static trouble exists. Maintenance forces encounter­
ing static troubles should refer them to the Serving 

-



• 

Toll Test Center for handling. The STTC should refer 
the case directly to the commercial office represen­
tative (usually New York) who handles the contract in­
volved and requests that an eliminator be furnished. 
All cases involving the Press should be handled with 
the Division Commercial Manager-Press, 250 Park Avenue 
Room 915, New York 17, N.Y., Telephone number 
Exeter 3-5340. Shipping addresses involved should be 
furnished at that time. Installation of the eliminator 
will be authorized by Private Line Service Order which 
will include the name of the customer's representative 
from whom the static eliminator will be shipped. 

*2.20 Complaints of radio interference shall be 
handlec in one of the following ways: 

(a) Complaints by Customer Personnel. The com-
plainant shall be advised that the Telephone 

Company has been requested by the principal to 
suggest that radio interference oomplaints be 
referred by the customer to the headquarters•office 
of the principal. The matter shall be investigated 
to the extent of making certain that the inter­
ference is caused by the teletypewriter equipment, 
and the complainant advised of the results. Main­
tenance forces should -refer all details to the 
Serving Toll Test c·enter. The STTC shall in turn 
forward to the Division Commercial Manager through 
normal channels for any further attention that may 
be required. 
(b) Complaints by Other than Customer Personnel. 

The complainant shall be advised that the 
teletypewriter equipment in question is not the 
property of the Telephone Company, but that the 
Telephone Company will be glad to refer the com­
plaint to the owner. Some responsible person 1n the 
customer's office in which the interfering equipment 
ls located shall then be advised of the complaint. 
He shall be further advised that the Telephone 
Company has been requested by the principal to 
suggest that radio interference complaints be re­
ferred by the custorner to the headquarter•s office 
of the principal. The matter shall be investigated 
to the extent of making certain that the interference 
is caused by the teletypewriter equipment, and the 
person in the station advised of the results. Main-

• Indicates change 
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tenance forces should refer all details to the 
Serving Toll Test center. The STTC shall in turn 
fo~ward to the Division Commercial Manager through 
normal channels for any further attention that may 
be required. 

2.21 Records of customer owned equipment shall be 
maintained on Form P773 and shall be similar to 

those for Long Lines owned equipment. This record 
shall indicate ownership and include the serial num­
bers of typing units, keyboards, perforators and 
transmitter-distributors. Serial numbers of other 
units need not be recorded. Service Orders covering 
installations will show ~erial numbers of these units. 
The numbers shall be verified and reported on Pl41. 
Transfers of ~quipment shall be similarly handled. 
Numbers of units other than those gi••en above shall 
not be reported. 
2.22 All stations in the Long Lines territory shall 

be included in the Maintenance Results Measure­
ment Plan in accordance with existing instructions. 

3. HANDLING EQUIPMENT REMOVED FROM STATIONS MAIN­
TAil'fED UNDER PLAN 4 

A. Where Both Old and New Loca tio'!:!,. are in Long 
Lines Territory 

3.01 Equipment to be Installed at a New Station 
Maintained under Plan 4. The District for the 

discontinued station shall arrange for disconnecting, 
packing and shipping to the servicing center or 
Western Electric Shop specified in the service order. 
Shipments shall be made within four working days of 
either the disconnection date or receipt of shipping 
instructions. 
3.02 Material Transfer Reports should be prepared for 

shipments to all servicing centers and for ship­
ments to Western Electric Shops outside of the origi­
nating Division. Return Material Notices should be 
prepared for shipments to Western Electric Shops with­
in the Division. Material Transfer Reports covering 
customer owned apparatus shall have a number assi~ned 
in the usual way, but shall be marked "Memorandum, 
and show which customer owns the equipment, the number 
of the service order under which shipment is made, as 
well as the other applicable information normally in­
cluded in these reports. The District mal<ing the 
shipment shall arrange. to have all uni ts in the ship­
ment tagged and each package marked with the MTR or 
RMN number. 

-



3 . 0 3 The vh1 te copj• of the memorandum MTR should be 
forvarded to the Division or District Plant 

superintendent into vhose territory the apparatus is 
shipped. It should be mailed to the Division Plant 
Superintendent vhen the consignee is located in a 
division headque.l'ters city and to the Distr!ct Plant 
Superintendent in all other cases. The recei vin.,;i; 
Division or District vill arre.nge to 1•eturn the 
signed vhl te copy ei t!le:r to the shipper or to the 
address indi.cated on the report. The yellcv copy 
should preferably be incl~ded in the shipmAnt, but 
may be mailed to the consignee vhero the former 
course vould delay 3hipment. 

3 .011 Arrangements fo::- repair!ng assembling, testins, 
pa.eking, and zhi'Oping the equipment to the nev 

service location 't-y the servicing center or Western 
Electric ~hop involved shsll be made in the usual 
vay. Repair exvense only should be charged to the 
District from Vhich the equipment vas received. 

3.05 Bauipment to be ShipI,ed to a Custo:ner Main-
tained Point. The equipment should be return­

ed to tho servicing cen tor or Western Electric Shop 
servin3 the customer maintained point, and handling 
by the originating District shall be as outlined in 
Paragre?hS 3.01 to 3.03 inclusive. The District in 
vhich the customer's ztation is located should 
arrange for repair and delivery of the equipment to 
the customer.· Repairs only shell be charged to the 
District from 11hich the equipment vas recei vec!. 

3.06 Equipment to be Plac~d in Telephone Co~va~y 
Storage. The equipment should be marked as 

previously described, and returned vithin four days 
to tho servicing center or Western Electric Shop 
serving the di~continued locntion. The District 
cor.cerned should arrange for prompt repairs and 
subsequent storage of the apparatus. Repa1.rs should 
alvays be completed before the apparatus is placed 
in storage, since subsequent handling requires that 
this be done. 
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(B) Where New Location is In Territory of the 
Pacific Compe.ny 

3.07 Apparatus Destined Either for Installetion and 
Maintenance by the Pacific Company or for use 

at a Customer Mal.ntained Station. The District 
handling the discontinued station shall arrange for 
disconnecting, packing and shipping to the Western 
Electric Shop specified in the service order. Ship­
ments should be made vi thin four working days of 
either the specified disconnection date, or receipt 
of shipping instructions. 

3.08 Material Transfer Reports, Form U231, should 
be prepared and have a number assigned 1n the 

usuel way, but should be marked "memorandum." In 
addition to information normo.lly shown in these 
reports the name of the customer owning the equip­
ment, the P.L.S. Order under which shipment is made, 
and th~ serial numbers of typing units,·keyboards, 
oe~forator-transmitters and transmitter-distributors 
should be included. The white copy of the MTR 
should be forwarded to the Western Electric Shop 
to which the equipment is consigned, as well as the 
yellow copy in cases where it cannot l:e included in 
the shipment. The District making the shipment 
should arrange to huve all units in the shipl1¥lnt 
tagged, and each package marked with the MTR number. 

3.09 Necessary repairs vill be made at the Western 
Electric Shop in the Pacific Company's 

territcry to vhich the equipment is consigned. A 
requisition covering this vork should be prepared 
in e.ccordauce vi th usual practices by the Central 
Offi:e, District or Division from vhose territory 
the =chine is being shipped. This requisition 
should bo placed vith 'the Western Electric House 
vhich serves the territory from vh~.ch shipment !s 
m~de, and the cost of tl1e vork will subsequ9ntly be 
billed by thi~ house. The requisition should in­
clude the folloving informs. tion: 

(a) 

(b) 

(c) 

~ature of services covered by requisition 
(1.e., repairs) 
Address of the Western Electric Shop perform­
ir.g the work. 
Name of the customer ovning the apparatus. 



(d) A listing of tho major units, including the 
serial numbers of typing units, keyboards, 

perforator-transmitters and transmitter-dis­
tributors. 
(e) Specify that refinishing of tables and 

covers shall not be done. 
Reference to the above MTR number. 
Reference to the P.L.s. Orcer under which 
ship~ent is made. 

3 .10 A reqi.:.isi tion cover~ng shipment of the 
apparatus to the new station location, as well 

as any work incident to the ne1, service, will be 
pla~ed by tho Pacific Company. 

3. ll Apparatus From Telephone Company Storage. 
The District in which the apparatus is stored 

shall. arrange for packing and shipping to the 
address specified in the service order. Shipments 
should be made within four working days of receipt 
of the servtce order, and should be rnarkec ar.d 
covered by Material Transfer Reports, Form U23l, as 
described 1n Paragraph 3.08. The white and yellow 
copie~ should be forwarded to t.'1.e consignee. Re­
quisitions covering re~airs at the point of destina­
tion are not necessary because repairs vill have 
been effected ~n accordance with Paragraph 3.0h. 

(C) Where F'ormer Locat•on was ~n Pacific Company's 
Territory 

3.12 Apnarstus Removed from a Pacific Company Main-
tained Sta·tion and Destined Either for In­

stallation and Maintenance by the Long Lines or for 
use tct a Customer Maintained Station in Lon;;,; Lines 
Territory. The Pacific Company will arr!!Ilge fo~ 
disconnectior.. and shipment to ttle Western Electric 
House or servicing center specified in the service 
order. • 

3.13 The shipment will be covered by a memorandum 
Material Transfer Report, Form SNF5, which 

will include the name of the customer owning the 
apparatus, the location of the fo!'tller station, the 
serial n•.unbers of typing uni ts, keyboards nerfora­
tor-transmi t ters and trAnsrni t ter-di s tributors, the 
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n'Ulnber of the P.L.S, Order under whicn shipment is 
made and the Pacific Coopany's order for private 
line service. Onecopy will accompany the shipment 
and one copy will be mailed to the consignee. 

'3 .14 Unpackl.ng, inspecting, repairing and testing 
to verify repairs ,.-111 be dor.e by the Western 

Electric House O!' the servicing center receiving the 
equipment, and the expense of these items will be 
borne by the Pacific Company, Where the work is 
do~e at a Western Electric House the repair vork will 
be req1.,i si tioned by the Pacific Co:npany thro\;gh the 
western Electric House sel'ving the point from which 
the ~achine wes removed. In such cases requisiticns 
covering the above repair items should not be pla.cod 
by the Lon 0 Lines, but any work incident tc the new 
service should be requisitioned in the usual va.y. 

3,15 Where the vork is done at a Long Lines ser-
vic!ng center the time shall be charged to 

a "Keep Cost" job n\!l!lber. A refe-:>ence sha:i.l be made 
on the work report (Form Pl~09) to the job nur.J:::er, 
the PLSO nun,ber and the former service location of 
!;he equipment. The material ·,lied in the repairs 
&hall el:so be sopar1ttely reported on the von< report. 
Where the :•epairs ere made at an J.ssoc::.ated Compa.n:r 
tele typei,ri ter shop a?•rangements shall be made to 
bill such charges under a "Keep Cost" job nur~ber 
as:,igrH>d to cover the work. ln both of these 
instences billing by the Long Linoe vill be to the 
Ass1st&nt Comptroller of t;he Pacific.Compeny ar.d the 
PLSO numbers and former servico locations ~ill be 
included. 

3 .16 Appare.tu_s_fr~t1 Facl.fic Compeny $';orage. 
/.r!'{l.ngements for ,:acking end sh1pp1n 0 the 

eqi;.ipment to the address specified in the service 
Cl'der .-111 be made by the Pacific Company. Shi:;:,­
JOOr.ts vill cc covorflcl by JV.aterial Trensfflr Reports, 
Form SN-'55, as previously deec1•ibed. E;iu1prnent \/ill 
have been rer,a1red before shipment into the Long 
Lines terrl tor•y, and on re,;:eipt handling should be 
tl:e same ae for <lUStomer ovned equipment \lhich has 
been stored by the Long Lines. 

-



(D) General 

3 .17 Req·~J.si tions for repairs to appnra.tus trans-
fe:,-,red bet,,een the Pacific Co1:1pany and the 

Long Lines sho1Jld be expedited by the Telephone 
Companies and the Western Electric Company to in­
sure recei;:,t of the re·quisi ti ons at the distant 
end prior to e.rri val of t.he equipmc•n t. 

3.18 Orders coverjng disconnections may state that 
disposition "111 follov. As this ini"ormation 

is normt\lly furnished "ithin three days, the appara­
tus should be remov,;d from the station and prepared 
!'or shipment within four 11orking days of the spec­
ifl.ed di~connection date, and on receipt of dis­
position the handling shall be as described above. 
In certain instances orders "111 specify that 
equipment be held packed and unrepaired at the 
:icerv1c1ng center or shop nearest the former service 
point. ,/hen final disposition is received in these 
cases handling should be in accordance "1th the 
applicable oaragr& ,,hs above. 

3.19 A consignee vho is to receive apparatus pre-
viously rna:ntained under Plan 4 vill al,,ays 

kno" in advance whether or not repairs "ill be re­
quired since the service orders covering shi;,ruent 
state the source of the apparatus, and copies of 
these orders are distributed to botb the shipping 
and receiving points. In general, only apparatus 
which has been in Telephone Company storage or 
"hich 1s b<,i:ig furnished by the customer or his 
suoolier •111 be Jn :--eoaired condition. To avoid 
dui,i1ce.tion of effo:--t, • ~'nnece2sary delays and 
sub~equent reshi;::IJent, nev or repa!red apparatus 
should, vhere possible, be ~hipped to the· telephone 
offJce- nearest the nev service point if the· latter 
point 1s not in the ir:uned1ate shop or eervicing 
center area. 

3. 20 Each case or ; ackage cons!gr..ed to a Wes tern 
Electric Shop shall be marked in large letters 

"C.O.M.", in order t..'lat packagee rne.y be ree.dily 
id0nt1fied on e.rr1val at the Bre..nch House. 
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4. STATION:;.FOR WHICH THE LONG LINES HAS NO SPECIFIC 
MAINTZNAHCE RESPONSIBILITY 

(A) Stetions on Long Lines Circuits Normally Main­
ta1ll_ed by the Customer I Or An Agent Other Than 

an Associatod Company. 

4.01 The Long Lines is not in a position to furnish 
emergency mainteno.nce assistance on customer 

ovned and maintained (COAl~) teletypevriter equ1?ment 
as a general practice, and vill arrange to furnish 
assistance at such stations only under the condi­
tions outlined belov. 

•4.02 In no case shall emergency assistance be 
furniuhed vithout prior approval of the'D1s­

tr1ct Plant Superintendent in vhose territory the 
request originates, or a representative authorized 
oy hl~, except that in the case of press customers 
approval may also be given by the Division Com­
mercial Manager (Press) of the Long Lines Commercial 
Department. In the territory of the Pacific Company 
requests may be approved at corresponding organiza­
tion levels. Private Line service Orders furnish 
e.pproval for temporary maintenance described in 
Paragraph 4.03 (c). 
4.03 For press customers assistance shall only be 

given: 

(a) Where eoergency conditions prevail, such as 
fire, flood, earthquake, tornado, etc. 

(b) Where unusual or urgent situatiomar1se vhich 
the press customer could not anticipate, or 

cannot cope vith vithin a reasonable period of 
time, and which vould cause the loss of nevs of 
major public interest. 
(c) When covered by Private Line Service Orders. 

Arrangements may be made for the Lon!t Line:i 
to handle trouble reports only v!~en tht.i customer's 
regular maintenance per·sonnol is on vacatl on. EA ch 
of these cases llill bo authorized !n advnnce by a 
s~rv.1 coe Or·der vh:tch vill 1nclt:de the stations er.d 
cities involvoc!. In these lnste..,ce:i the rec;u1re­
r.-.ents of 0 aragraph 4.DIS do not apply. 

4 Jl~ Assiste.nce shall ·oe f•irn1s~,ed only in cor.nec­
t!on ·•1th equ1p:uen<; that is r.imilnr to th8 

tJT}es ct:rrently maintained for :Sell Sys tern cus tomerr,, 
and !'01· .,..h1ch trained l:ll'!r.tenunco ;:ersonnel 



and authorized !nstructions are available. 

4.05 No parts or materials shall be furnished, but 
may be loaned vhen this vill expedite restora­

tion of service. Arrangements for the return of 
such loans shall be made locally. Spare sets, spare 
parts or materials shall not be stocked at any point 
in order to furnish assistance at customer ovned 
and maintained stations. 

•4.06 Customers' representatives authorized to 
request assistance, the types of vork vhich 

may be done, as vell as the procedure to be folloved 
for the various cu~tomers are: 

(a) Civil Aeronautics AdlDinistration. Each case 
must be authorized by a Regional Office in 

the territory in vhich the station is located, 
Mainten/Ulce assistance only shall be furnished. 
Requests should be made through the testroom in 
the city in vhich the C.A.A. Regional. Office is 
located. The person making the request vill give 
the name of the stat1on,its location, the circuit 
on vhich it operates, possible vork that vill be 
required, and his name and title. Regional offj_ces 
and the territory included in each region are 
shovn in ~action El2.758 Appendix 3. 
(b) Associated Press, International Nevs Service, 

Press Association Inc., United Press Associa­
tions. Bureau Offices are authorized to request 
maintenance assistance only. Requests received 
from stations other than bureaus should be re­
ferred to the nearest Bureau Office for approval.. 

•4.07 It is contemplated that emergency maintenance 
assistance on military ovned and maintained 

teletypewriter equipment is a function of the 
Associated Companies to be furnished under the 
General Contract for Colll!1lunication Facilities and 
Services betveen the Associated Companies and the 
Departments of the Army, Na"'.Y and Air Force. 

*If a request is received by Long Lines for emergency 
maintenance, ·1ocal personnel of a military department 
should be advised to place orders for such ma1ntenance 
directly vith the Associated Company concerned. If, 
d~e to unusual circumstances, it is necessary for 
* Indicates revision. 
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Long Lines forces to perform maintenance, Long Lines 
expenses vill be billed through normal chllllllels to 
the Associated Company. Billing for the vork per­
formed vill be rendered directly by the Aeeociated 
Company to the appropriate contracting officer under 
the provisions of the General Contract between the 
Associated Companies and the .military departments. 
In any case vhere the Associated Company is not 
familiar With this procedure, refer the matter to 
your Long Lines CoDmtercial office. 

•4.08 Reports, Form Pl048. Each case of assistance 
furnished to customers shall be reported on 

Form Pl048. Reports shall be prepared 1n quadrupli­
cate and tllree copies forvarded not later than five 
days after completion of the vork to the Division 
Plant Superintendent. In preparing the report, all 
information called for on the form shall be fur­
nished by the Dietrict with the exception of cost 
details in those cases where work is performed by 
Long Lines forces. When vork is done for the Long 
Lines Department by an Aseociated Company, the Dis­
trict shall obtain the cost information from the 
Associated Company. If the cost is on an estimated 
basis, thie shall be so indicated on the form. Upon 
receipt of Forms Pl048 from the District, the 
Division shall review for completeness of form and 
reasonableness of Associated Company charges. In 
those cases where the work vas performed by Long 
Lines' forces, the Division shall develop the cost 
data. Where, due to the time element involved, 
actual clearance rates are not available, the rates 
for the previous month should be used for this 
purpose. When estimated costs are shovn, this 
should be so indicated, and actual costs vhen they 
become available need not be reported. The Division 
Plant Superintendent should note hie concurrence on 
two copies of all forms and forvard them within ten 
days of the date vork was c.ompleted to: 

For C.A.A. Owned Equipment 
Division Commercial Manager 
A. T. & T. Co. 
1809 "G" St. NW 
~ashington 6, D.C. 



Por Press Owned Equipment 
* Division Commercial Manager ( Press) 

A. T. &-T. Co. 
25J Park Avenue, Room 915 
New York 17, N. Y. 

Reports covering assistance furnished in the terri­
tory of the Pacific Telephone and Telegraph Company 
shall be fo~~arded by Division 8. 

(a) Reports covering temoorary maintenance describe 
in paragraph 4.03 (c) shall be consecutively 

numbered, starting with number one, and shall include 
the P.L.S.O. number. The District or Districts in 
whose territory the stations are located shall for­
ward a numbered Form Pl048 at the close of the main­
tenance period, marked "Final Report", and this shall 
show the cities covered. If no assistance was fur­
nished the final report shall bear a notation to that 
effect. 

4.09 Complaints of radio interference shall be in-
vestigated to the point.of making certain that 

Telephone Company owned circuits or equipment are not 
causing the interference, and then handled in one or 
the following ways: 

(a) Compiaints by Customer Personnel. Where the 
comp ainant is a customer other than the prin­

cipal, such as a client of a press association, he 
should be advised that the Telephone Company has been 
requested by the principal to suggest that radio in­
terference complaints be referred by the customer to 
the headquarters office of the principal. If the 
complainant is an employee of the principal he should 
be requested to handle the matter through the lines 
of his organization, since the Telephone Company is 
not responsitle. 

(b) Complaints by Other Than Customer Personnel. 
The complainant should be advised that the 

equipment in question is not the prooerty of the 
Telephone Company, but that the Telephone Company 
will be glad to refer the complaint to the owner. 
Some responsibl~ person in the customer's office in 
which the interfering equipment is located. 
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should then be advised of the complaint. Where 
the customer is a client of the circuit principal 
he should be further advised that the Telephone 
Company has been requested by the principal to 
suggest that the custome.r refer radio interfer­
ence complaints to the headquarters office of the 
principal. If the customer is an employee of the 
principal he should be requested to handle the 
matter through the line of his organization, 
since the Telephone Compeny is not responsible. 

( B) Stations Normally Maintained by an Associated 
Company Under Direct Contact vith the Customer 

4.10 At those stations vhere the customer has ar-
rar:ged vith an Associated Company to per­

form the regular maintenance vork, the Long Lines 
De;iartment vill render assistance if requested by 
the Associated Company. In this case, the Long 
Lines acts as an agent of the Associated Company, 
vhich shall be billed for all expense incurred. 

•Reports to the Division Ccmmercial Managers on Form 
Pl048 shall not he wrdc. 

(C) Privately Ovned and Maintained Stations 
Connected to Circuits of Western Un1onTele­

graph Company 

4.11 If Long Lines forces receive a request for 
maintenence assistance at a privately ovned 

and ~aintained station used on facilittes of the 
Western Union Telegraph Compe.ny, the person making 
the request shall be refer:•ed to the A~socinted 
Company. The Long Lines does not authorize or 
perform maintenance vork of this na t.ure. Hovever, 
there is nQ objection to performing tte vork at 
the request of an Associated Ccmpany in areas vhere 
the Long Lines has teletypevriter station a:a1nte­
nance forces, but the billing for such vork should 
be against the Assocl~ted Company. 

Should e request originate at such a time that it 
is impossible for the station ~eople to reach the 

-



Associated Company and the need for as$istance 
appear·s to be urgent, Long I,ines personnel should 
meke every e1'fort to reach an Associated Company 
reprf!sentative and obtain ·approval fol' the required 
vork. Associated Company approval, hovever, should 
never be anticipate9 and no vork should be done 
until such approv,a is obtained. 
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