


CLEC Documentation Request Process

CLEC originated documentation request

If a CLEC wants Qwest to document an existing process or request clarifying language on an existing process, the CLEC will e-mail an External Documentation Request Form (available “DNLD Doc Name” ) to the Qwest documentation analyst at exdocreq@qwest.com. (see Note 2)

Within two (2) business days of receiving the request:

*
The Qwest documentation analyst will review the request for completeness, and requests additional information if necessary from both the CLEC and/or the Service Manager.

*
The Qwest documentation analyst then enters the request into the external documentation tracking tool .

*
The Qwest documentation analyst will send an acknowledgment of receipt to the request originator and update the status of the request in the tool.

Within ten (10) business days after acknowledgment:

*
The Qwest documentation analyst identifies and contacts the appropriate Product Manager and/or Process Subject Matter Expert (SME) for evaluation of the request.

*
The Product Manager and/or Process analyst will confirm scope of the request. (see table 1 for description).

Table 1

In Scope
Out of Scope




Undocumented existing processes
Changes to an existing process

Gaps or missing information in existing processes
New or modified process

Clarification of existing processes
System impacting changes 

Level 1 and 2 type changes only
Level 3 and 4 type changes




Within fourteen (14) business days after acknowledgment:

*
The Qwest documentation analyst provides a response to the CLEC indicating whether the request is within or outside of scope, “accepted or denied”.

*
The Qwest documentation analyst then begins the process of working the requested change on a first-in/first-out (FIFO) basis. ( See Note 1)

Ongoing tasks:

*
The completion of the change is calculated based on resource availability of the SME team involved in the change.

*
Only one issue per form will be accepted. Multiple issues, unless directly related will be rejected back to the CLEC. 

*
The priority of these changes will not override the priority of those changes being worked through the normal CMP process.

*
The actual notification of changes resulting from a CLEC Documentation Request will follow the standard CMP guidelines for noticing our customers as either level 1 or level 2 type changes with appropriate timeframes for comments and publishing.

Maintenance and Archiving of CLEC Documentation Requests:

*
Documentation changes are assigned based on existing PCAT ownership.

*
All active and closed requests are tracked via the documentation tracking tool. 

Information regarding the status of a request should be directed to your appropriate Service Manager. 

*
Requests are moved from active to closed within 10 business days following the effective/published date of the change.

*
All changes made to a document via this process are traceable via the history log for each PCAT. 

*
The same process used to archive our CMP changes will be used archive these documentation requests. 

*


Note 1: All timeframes and final completion are subject to SME team availability. Timeframes for completion will be negotiated on a request by request basis. 

Note 2: It remains the expectation of Qwest that each CLEC continue to work with their Service Manager on issues of operational concern. The issuance of a CLEC request form should only occur after the Service Manager has had an opportunity to help the CLEC. The actual issuance of the form should be a decision between the CLEC and the Service Manager. 
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