
BELL SYSTEM PRACTICES
SW. Bell Tel. Co.

SECTION 742-020-901sw

Issue C, August, 1980

MAJOR TOOLS

PROCUREMENT CONTROL AND INVENTORY

1. GENERAL

1.01 This Section describes activities and

reports concerning major tools.

1.02 This Section is reissued to:

(a) Include information contained in

Addendum 742-020-901SW, Issue A,

July, 1978, that is now cancelled.

(b) Update titles and account codes

after reorganization.

(c) Require that Crew Numbers be placed

on all major tools.

(d) Emphasize that FA Form, SW-6265 A/F

is used to order major tools and

test sets through Western Electric.

(e) Emphasize that all major tools

“lost” and “found” are reported on

FA Form S-6312.

1.03 References to “Tools” in this Section

shall be those major tools, portable

test sets and other work equipment reported

under field reporting codes 40C and 60C as

listed in the Accounting Handbook Telephone

Plant, Section V27.703.1.

2. REQUISITIONS

2.01 FA Form SW-6265 AIF, Supplies Requisi-

tion, shall be prepared as outlined in

BSP 743-050-902SW. The FA Form SW-6265 A/F

is used to order major tools and test sets

through the Western Electric Company. Major

tools, minor tools and other supplies must be

ordered on separate FA Form SW-6265 A/F. If

major tools are ordered, the notation “Major

Tool” must be entered on Line 01. Also,

indicate whether the tools are “replacing”

or “additional”. The tool description must

be in agreement with the Telecommunication

Products Catalog, Southwestern Engineering

Letter, etc.

NOTE: Direct purchases of approved telecom-

munication products or services under

an approved American Telephone and

Telegraph Company or Southwestern Bell

Telephone Company contract shall be

governed by Section 79O-1OO-93OSW. FA

Form SW-5078 is used to order these

items. This includes Major Tools, Test

Sets and such other products or serv-

ices as covered by provisions of Joint

Practice 24.

2.02 The Field Service-Copy (COPY #6) of

each FA Form SW-6265 AIF shall be filed

with Report FZ 17, Tool and Equipment CPR

Record (Exhibit 1). Report FZ 17 shall be

used by the field as the annual crew tool

record. The remaining copies of FA Form

SW-6265 AIF shall be forwarded for district

and division level approvals. Approved FA

Form SW-6265 AIF shall then be forwarded to

the Materials Management Office or forwarded

as prescribed by the General Manager-Resi-

dence Services, General Manager-Business

Customer Services, General Manager-Network

Distribution Services or General Manager-

Switched Services for further processing.

2.03 Upon receipt of the tools; post the

descriptive name, the quantity re-

ceived, the actual date received, and the

requisition number to FZ 17. Sign, date and

promptly forward to the Comptrollers Depart-

ment, the Packing Slip (COpY #2) in accord-

ance with the instructions on the reverse

side.

NOTICE
Page 1

Not for use or disclosure outside the

Bell Svstemexcept underwritten agreement.



SECTION 742-020-901SW

2.04 Crew numbers will be placed on all

major tools (except the 188 Test Set)

to provide proper identification and respon-

sibility. The method of identifying major

tools by crew numbers shall be determined

P locally depending upon the type of tool and

facilities available for marking the tool.

Some suggestions are ink or paint stencils,

metal or plastic tags, stick on labels, elec-

tric engraving tool, etc.

CAUTION: The attachment of an identifica-

tion tag to the flashguard of a

188A Test Set using rivets, nulli-

fies the 30,000 volt protection of

the 188A Test Set handle. Under no

circumstances should any modifica-

tion, especially any penetration

of the Test Set housing, be made.

This includes adhesive identifica-

tion plates and etching or scratch-

ing identification marks into any

surface of the 188A Test Set. A

serial number is provided on every

188A Test Set handle.

al numbers are alike.

number should be used

tification purposes.

No two seri-

The serial

for tool iden-

2.05 Major tools shall not be purchased

locally except in an emergency. Tools

purchased in this manner must have division

level approval and the General Trade Purchase

Order procedure shall be followed.

2.06 Major tools shall not be ordered

during the annual inventory month

unless an urgent requirement exists. This

will assure that uncompleted paper trans-

actions will be at a minimum.

3. TR4NSFERS

3.01 All tool transfers (including tempo-

rary loans long”erthan 30 days) be-

tween crews, Districts, Divisions and States

shall be reported on FA Form SN-65, Material

Transfer Report. BSP 741-001-905SW contains
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instructions for preparing FA Form SN-65.

An extra copy of FA Form SN-65 shall be filed

with the FZ 17. The tool transfer shall be

posted by both crews involved in the trans-

action.

3.02 Transfers of tools

minimum during the

month.

4. REQUIREMENTS

shall be kept to a

annual inventory

4.01 FA Form S-6312, Salvage Adjustment and

General Equipment Retirement Report

shall be prepared as outlined in BSP

741-001-903SW. It is important that FA Form

S-6312 be prepared and forwardedto the

Comptrollers Department without delay for

tools that are: lost, stolen, destroyed,

disposed of as worthless, returned to the

Western Electric Company (except returns

for immediate repair and return) or the re-

versals of previously reported retirements.

NOTE: Tools unrepairable or junked by a re-

4.02

pair location on RS/R Form SD 44.326

require FA Form S-6312 to be prepared

by the originator. This will ensure

accurate disposition of the Tool and

Equipment CPR Record - Report FZ 17.

A copy of the FA Form S-6312 shall be

filed with the FZ 17. Post the “report

number” and date on the FZ 17 opposite the

tool being retired.

4.03 Retirements of tools should be kept to

a minimum during the annual inventory

month.

5. TOOL & EQUIPMENT CPR lUICORD-REPORTFZ 17

5.01 The Tool and Equipment CPR Record -

FZ 17 is the annual tool inventory

record. This report is prepared annually by

the Comptrollers following the annual tool

inventory and forwarded to Residence Serv-
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ices, Business Customer Services and Network

Distribution Services. A copy of Report

FZ 17 shall be used as the field’s annual

crew tool record. To this record shall be

posted all purchases, transfers, retirements,

losts and founds during the following inven-

tory year. (See Exhibit 1)

6. MONTHLY TOOL & EQUIPMENT CPR RECORD -

RXPORT FZ 16

6.01 Each month the Comptrollers will fur-

nish, by Crew Number, a Monthly Tool

and Equipment CPR Record (Report FZ 16) which

lists the additions, transfers and retire-

ments of tools for the proceeding month.

(See Exhibit 2). If a crew has no tool ac-

tivity for the month, no report will be

furnished. (See Exhibit 3)

6.02 The report will be provided by the 25th

day of each month in duplicate to the

Materials Management Office. The report will

be forwarded to the field after review.

6.03 The FZ 16 shall be checked against

the FZ 17 to see if all activities for

the month under report are listed. If the

list does not contain all of the activities

for the period, make a correcting notation

in the “Remarks” column. (See Exhibit 2).

Show the number and the date of the requisi-..

tion, transfer or retirement report involved.

If an activity is listed which does not apply

to that Crew make a notation to this effect

in the “Remarks” column.

6.04 Return one signed copy of the list, with

the discrepancies noted, to the

Materials Management Office who will forward

the list to the Comptrollers Department. File

the other copy with the FZ 17. The Comptrol-

lers Department will investigate the discrep-

ancies. Omitted transactions will normally

appear on the next month’s FZ 16. If addi-

tional information is required by the Comp-

trollers Department, they will contact the

Materials Management Office.

6.05 If the monthly list agrees with the

FZ 17, no further action is required.

File one copy with the FZ 17 and forward the

other copy to the district level supervisor

with the agreement of items so “noted”.

7. CHECK OF RECORDS

7.01 Periodic checks should be made by the

field supervisor to determine the

accuracy of the FZ 17. Any difference should

be investigated and adjusted immediately.

7.02 The Materials Management Office should

make periodic checks of tool records to

assure that they are being maintained prop-

erly and that records and tools are in

balance.

7.03 When a supervisor is assigned to a new

location or a new work crew, a physical

inventory of all major tools and test sets

on hand must be performed and compared to

the Tool and Equipment CPR Records Report

FZ 17, and Monthly Tool and Equipment CPR

Records Report FZ 16 for that Crew Number.

Any differences between the “field count”

and the “end balance” will require FA Form

S-6312 to be prepared immediately to recon-

cile tool records. A brief explanation of

tools “lost” or “found” should be noted on

Report FZ 17. (See Paragraph 10.02 and

Exhibit 1)
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8. BILLING EMPLOYEES FOR TOOLS LOST OR

STOLEN

8.01 Employees may be billed for lost or

stolen tools when, in the judgment of

the employee’s supervisor, it appears that

the employee is guilty of unwarranted care-

lessness or negligence. The approval of a

division level supervisor must be secured in

each case.

8.02 Tools should be billed on the basis of

75% of the average price maintained by

the Comptrollers Disbursement Office.

8.03 The Comptrollers Disbursement Office

must be informed, by letter, by the

division level supervisor when to bill

employees for tools.

9. PREPARATION FOR ANNUAL INVENTORY

9.01 In April, the field supervisor should

physically check the tools against the

FZ 17. If discrepancies exist, investigate

and adjust the differences with a brief

explanation on the adjustment papers; i.e.,

FA Form S-6312 or FA Form.

NOTE:

9.02

(a)

FA Form S-6312 (See BSP 741-001-903SW)

shall be prepared currently on all

“lost” and “found” major tools to

ensure an accurate disposition of the

items. This will prevent an inventory

“shortage” or “overage” on the annual

inventory and will result in less time

spent on investigation and explana-

tion.

The Supervisor shall:

Review the FZ 17 to ensure that all

transactions have been reported and

that postings are correct and current;

(b) See that all outstanding shipping

receipts, material transfer reports,

local purchase order receipts, salvage

adjustments, plant retirement reports, and

the triplicate copies of FA Form SW-6381,

Returned Material Notice, are signed and

forwarded promptly. Some cases may

require that a Form S-6199, Duplicate Ship-

ping Receipt, be prepared if shipments are

received but no shipping receipts, etc., are

received;

(c) In order to avoid uncompleted paper

work during the annual inventory month

all tool transactions should be held to a

minimum.

9.03 The Materials Management Office should

instruct the field to forward to the

Comptrollers all outstanding FA Forms SN-65;

FA Forms s-6312; the triplicate copy of

FA Forms sW-6381; and all shipping receipts

affecting transactions made on or before

the date of inventory.

9.04

(a)

ments

The Materials Management Office may:

Instruct the Western Electric Company

to discontinue, for a period, ship-

of toole to the field until after the

inventory count;

(b) Instruct the field not to make returns

of tools to the Western Electric Com-

pany during a period before the inventory

count;

(c) Instruct the field to minimize retire-

ments.

(d) In coordination with the Assistant

Manager Invoice Operations, also in-

struct the Western Electric Company to com-

plete their billing to the Southwestern

Page 4



Company for tools shipped

date of the inventory and

Returned Material Notices

on or before the

complete all

for tools received

by the Western Electric Company up to and

including the date of the inventory.

9.05 The Service Center Materials Manage-

ment Office should review with the

Assistant Manager-Invoice Operations un-

settled tool claims against the Western

Electric Company and close as many as pos-

sible. The Assistant Manager-Invoice

Operations will prepare a sunnnaryof un-

settled claims as of May 31, by divisions

for use by the Comptrollers Department.

10. ANNUAL INVENTORY

10.01 Tool and Equipment CPR Records

(Report FZ 17) will be used for report-

ing inventory quantities. This Report will

be issued by the Comptrollers Department

showing, a description of the tools, the

quantities inventoried last year, the past

eleven months activities and the ending

balance as of April 30, by each Crew Number.

(See Exhibit 1). TWO copies of the report

for each Crew will be furnished by the Comp-

trollers Department to the Materials Manage-

ment Office by May 24. Both copies of this

report will be forwarded to the supervisor

of the Crew(s) covered by the report(s)

prior to May 31.

10.02 The field inventory consists of a

physical count of the tools on hand by

the local supervisor of each crew. Report

FZ 17 is completed, as per Exhibit 1, by

showing:

(a) The actual inventory.

(b) Any difference between the “field

count” and the “end balance”,

(c) And an explanation for the difference.

SECTION 742-020-901sw

10.03 Should there be any difference between

the “end balance” and the “field

count”, show in the “Remarks” column per-

tinent information covering the difference.

For example:

(a) For differences due to activity trans-

actions not completed in time to be

shown on the report by the Comptrollers

Department and for tools received, returned

or transferred during May; show the appropri-

ate FA Form SN-65, FA Form SW-6381, FA Form

S-6312 or FA Form SW-6265 A/F (See Exhibit 1).

(b) For tools which cannot be located, show

“Lost”.

(c) For tools found at the time of field

count, show “Found” in the explanation

column. In the description column show the

name and code of the tool found.

NOTE: Tools reported as “Lost” or “Found”,

on the Inventory Report require a FA

Form S-6312. Reports listing “Lost”

or “Found” tools must be approved by a

division level supervisor.

10.04 The inventorying employee should sign

both copies of the inventory form after

the field count has been posted and other

essential entries have been

copy of the report shall be

al Crew Tool Record for the

the original copy should be

district level supervisor.

made. The carbon

kept as the Annu-

ensuing year and

forwarded to the

10.05 The district level supervisor should

carefully check “Lost” and “Found”

items for proper explanation. After the ver-

ification is made, the original copy of the

report is forwarded to the Materials Manage-

ment Office.
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10.06

(a)

(b)

The Materials Management Office shall: 11.03 After the inventory statements have

been approved, one copy of each

Review all Forms FZ 17 for explanation Division and State or Administrative Entity

of differences; statements will be forwarded to the Assistant

Vice President-Corporate Accounting. Addi-

Have the appropriate level supervisor tional copies of the Division or State state-

approve the reports having inventory ments may be prepared and distributed local-

differences shown as “Lost” or “Found”; ly as required.

(c) Forward the approved inventory forms

to the Comptrollers Department by

June 20th;

(d) Coordinate with the Comptrollers

Department on any problems relative

to reconciliation of the reports.

11. ADJUSTMENT OF INVENTORY DIFFERENCES

11.01 The final statement of inventory dif-

ferences will be prepared by the

Comptrollers ordinarily not later than nine-

ty days following the inventory date. The

division statements (Form SW-2501) will be

signed by the Division Manager-Clerical

Services and approved by the Materials Man-

agement Office and forwarded to the Division

Manager-Comptrollers. (See Exhibit 4)

11.02 A summary statement for the State or

Administrative Entity will be prepared

and the original, with copies of the ap-

proved division statements will be forwarded

for the approval of the General Manager-

Comptrollers, General Manager-Residence

Services, General Manager-Business Customer

Services, General Manager-Network Distribu-

tion Services, General Manager-Switched

Services and the Vice President.
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EXHIBIT 1

REPORT FZ 17

TOOL & EQUIPMENT CPR RECORDS

(ANNUAL)
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EXHIBIT 2

REPORT FZ 16
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EXHIBIT 3

REPORT FZ 16

MONTHLY TOOL & EQUIPMENT RECORDS
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EXHIBIT 4

FORM SW-2501

STATEMENT OF INVENTORY DIFFERJINCE

@ Southwestern Bell FORM SW2501
- OAP (FA), PART F 24.2,35

STATEMENT OF INVENTORY DIFFERENCE
(3-79)

Account (Code)

Area

Divmon

Date of I nventofy

Mull Amount
7

Balmca,n -wntas OfinMtWtil*.

Accc

!. O*M ●dlustm.ntsfakan mtOaccount @twd ateOf !nvantorj

A. ltmsr~tvw and,nvwtonti, bmingnot rocmwd.

B. Itmnsracovwradorfoundprmrtomvwtoty.

C. ltti8trm$iwr@ frwothw wcounls. d!vislons. oramU~to!nvwtov. I II

F. Othwd.blts(.@wl). I II

G. TOtaldabtU (At0Flnctuslv91.

L CradltadWtmentsta kmImt OaccOunt lttwdsta aiinv.ntoty

A ltmsrtiurW tosupplt*r, crWOt not recw.d.

B. ltmmsusti. wldorrmtrti pnorto,nvonto~.

C ltmstraMfomti 1ooth8r l~Ountl, dlvts#Ons, war*UDrtw t0lnvmt0~.

O ltflsln tran98t MtwmlmataOns 0ndata&bnvmt0~.

E Unldlustw cla$ms(nat). 8t@mSn0t !nv917t0rt0d. I II
F, Evon~us rUordlng (acwunts. qulnt#tiU wltems), onc8ng. Mc.0nmctg. rocards.

G. Errowus rwfltw(Ec0unt8. qumtltlOs wttems) onrwofls byplanthmgr. forcm.

H. 0tlwcr8dtm(ex@un). I II
1 Total cwlt8(A !0Htnclust.*). I II

b Adluamo buanc. ,namxmt (1 .2 G-31).

i, Inv.ntory val”*(t40ta 1), 1

Oat*
ISsued Correct
(Note 3) (Title) (Dam)

Awv:~d Approved
iTi*l.i , . . . .

Approved Approved
(lit!,) ( Oat*) (Title) [oat*)

Aporoved Approved
(Two) (D ●wl [Titlel (Duel

Approvsd Approved

(~w (0110) (litI.) (Oato

Approved Aisorovsd
,7,,,-, , n.,., (7,,,., , n.,.,
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