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Executive Summary

The Transition Coordination Center (TCC) has developed this Networx Guide for the General Services Administration (GSA) Regions that describes various scenarios for transitioning and placing new orders for Long Distance (LD) Voice Services behind GSA Consolidated Systems. The Guide is posted on the public GSA Networx Website at: www.gsa.gov/networx, Networx Transition, Networx Transition Library, GSA Regions Only.

The purpose of this Guide is to provide the information necessary to help facilitate the transition of services on GSA Consolidated Systems from FTS2001 to the Networx contracts.  It also defines roles and responsibilities when ordering new Networx services behind GSA Consolidated Systems.  It is a tool that will assist all relevant parties with preparation, execution, and follow up activities for transition from FTS2001 to the Networx contracts.  Although the detailed transition plan will vary from Region to Region, and even location to location, this Guide will provide a wide range of information on the processes that are necessary, as well as possible strategies, to accomplish a majority of the transition activities for LD service behind GSA Consolidated Systems.  

The information in this Guide applies to the transition of, and new order placement for, LD Voice Service and Circuit Switched Data Service (CSDS), with either Dedicated or Switched Access behind GSA Consolidated Systems, throughout GSA’s 11 Regions. It discusses multiple transition scenarios and methods that may be employed when an Agency transitions its services behind GSA Consolidated Systems.  These scenarios include:

· GSA ordering for the Agency behind systems with Switched Access (with and without Primary Interexchange Carrier (PIC) changes)

· GSA ordering for the Agency behind systems with Dedicated Access (both Automatic Number Identification (ANI) and non-ANI capable)

· Agencies ordering their own LD behind GSA Consolidated Systems (with and without PIC changes)

· Washington Interagency Telecommunications System (WITS) ordering processes (with and without PIC changes)

· Local Number Portability (LNP) (including the porting process and factors affecting the portability of GSA numbers)
· Ordering new service behind GSA Systems
Once an Agency with services behind a GSA Consolidated System makes a Fair Opportunity (FO) decision, the Regional Services Transition Manager will set up a meeting with the Agency Transition Manager to discuss the transition of its services.  If an Agency has both Voice Service and CSDS provided by a GSA Consolidated System, a FO decision should be made for both services. All of the documents the Agency needs to complete are also included in the Guide, such as the template for the Letter of Agency and the template for the appointment of the GSA Billing System Manager as a Designated Agency Representative (DAR).  This appointment must occur before any orders are placed by GSA on behalf of the Agency.

The overall strategy for transition of LD Voice Service and CSDS will be dependent on the type of access associated with each GSA Consolidated System.  The two types of access are Switched and Dedicated.  High level strategies for each are:

· Switched Access – For any system with Switched Access, an Agency can work with the GSA Regional Transition Manager (RTM) and its Networx contractor to establish its own transition plan. Within a system, an Agency may transition its bureaus following a different schedule, if necessary. Once an Agency coordinates its transition schedule with the GSA RTMs and its Networx contractor, it may begin to transition from FTS2001 to Networx.  An Agency does not have to wait for the other Agencies to make their FO decisions before it transitions. The only coordination required is with the GSA Regions and the Networx contractor.   The two exceptions are (1) if the Private Branch Exchange (PBX) cannot pass the ANI to the Local Exchange Carrier (LEC); (2) if the LEC central office can only process the Billing Telephone Number (BTN).
· Dedicated Access – The transition schedule for Consolidated Systems with Dedicated Access will be coordinated on an individual system basis.  In most cases, the transition of these systems will not occur until the majority of Agencies served by a system have made FO decisions.  The RTMs will not be able to properly engineer the trunk groups to the multiple Networx contractors until the division of traffic is known.
· For Centrex sites, an Agency may transition its LD services using its own schedule.  However, the entire cost of the Dedicated Access line would be borne by that Agency until other Agencies are transitioned to the same Networx contractor. 
· For PBX sites, if an Agency desires to transition prior to the other Agencies making FO decisions, it would have to work with the GSA Regions to ensure there is sufficient capacity available in the PBX to support additional trunking.
Users with additional questions may contact the Networx PMO Helpdesk by calling (866) 472-0274; or sending an email to Networx.Support@gsa.gov.

1.0 ROLES AND RESPONSIBILITIES

1.1 Memoranda of Understanding
1.1.1 Agency Ordering Long Distance Service
If an Agency is going to order its own service behind GSA Consolidated Systems, with Switched Access, it must sign a Memorandum of Understanding (MOU) that defines the roles and responsibilities for the Agency, GSA, and the Networx contractor.  If the Agency chooses to order its own service, it will be for the duration of the Networx contract.  A copy of this MOU will be available on the GSA website at http://www.gsa.gov/networx, Networx Transition Library.
1.1.2 GSA Ordering Long Distance Service
This MOU defines the roles and responsibilities if GSA is going to order service on behalf of the Agency; however, it is not mandatory that an Agency sign this document.  A copy of this MOU will be available on the GSA website at http://www.gsa.gov/networx, Networx Transition Library.

1.2 Regional Transition Managers 
GSA RTMs are responsible for planning and coordinating the transition from FTS2001 to Networx in their respective Region.  They also direct the day-to-day activities of the Regional Services Transition Support personnel assigned to their Region.  These activities include:
· Collecting and validating inventory for existing Consolidated System services 
· Assisting with cutover planning, scheduling, and trouble reporting/resolution

· Coordinating and participating in pre-cutover meetings

· Providing access for site engineering surveys that will assess space, power, and equipment requirements

· Determining local/LD requirements

· Updating the Telecommunications Ordering and Pricing System (TOPS)

· Identifying optimization opportunities for Consolidated System customers

· Validating service functionality, interfaces, inventories, and recommending service acceptance

· Partnering with Agencies, contractors, and the TCC to assist in reconciling Agency-specific Consolidated System inventories
1.3 Transition Coordination Center
GSA established the TCC which is staffed by both GSA and contractor personnel.  The TCC assists and supports Agencies and the GSA Regions with the movement of services from the expiring FTS2001 telecommunications contracts to Networx. The TCC’s customers are both internal and external to GSA and include the 11 GSA Regions, Agencies, FTS2001 contractors, and Networx contractors.  The TCC may also respond to requests for information and assistance from GSA management, Technology Service Managers (TSMs) the Interagency Management Council (IMC), the IMC Transition Working Group (TWG), and other entities.
1.3.1 Regional Services Transition Manager

The Regional Services Transition Manager (RSTM) has overall responsibility for the transition of Regional Services from FTS2001 to Networx, beginning with the development and documentation of processes and procedures to support the transition.  The RSTM coordinates the efforts of all parties, including Agencies, Regional Services Transition Support, Regional Liaisons, GSA RTMs, and the Networx contractors.  Other responsibilities include:
· Providing guidance on transition processes for ordering/billing to GSA management, RTMs, Regional Directors (RDs), IMC, TWG, and the TWG Regional Subcommittee

· Overseeing contractors’ compliance with all terms and conditions of the Regional Services Transition Support (RSTS) Task Order and Connections contract

· Initiating a transition kick-off meeting with the Agencies that have executed FO decisions (see Section 3.1) for switched Voice Services behind GSA Consolidated Systems

· Educating the Agencies on the new ordering processes and authorization requirements driven by the Networx contract

· Reporting Regional transition progress to GSA management
1.3.2 Regional Liaison

The Regional Liaison functions as the component of the TCC that provides a direct link between the TCC and the RTMs.  The Regional Liaison maintains open communication channels between the stakeholders responsible for transitioning Regional FTS2001 services to the Networx contracts.  RTMs should contact their Regional Liaison directly when conducting routine business.  In all other cases, such as reporting a problem or requesting assistance from the TCC, the RTMs should contact the Networx Help Desk.  The Help Desk can be reached at 866-472-0274 or networx.support@gsa.gov. The Regional Liaison points of contact are on the Networx Transition Website at http://www.gsa.gov/networx, Networx Transition Library, GSA Regions Only.
1.3.3  Regional Services Transition Support

The RSTS group assists GSA’s 11 RTMs and their customers in the planning, coordination, and execution of transitioning services associated with GSA Consolidated Systems from FTS2001 to Networx.  The scope of this work falls into two general areas:

· General transition project management support

· Transition preparation, execution, and monitoring
Under the direction of the RTM, the RSTS personnel assist Agencies’ transition activities by: 
· Working with the Agency, the TCC, and the Networx contractor to reconcile the Agency’s inventory

· Updating TOPS with any missing or incorrect data identified during the inventory reconciliation as directed by the Agency
· Generating the pre-order ANI file and sending it to morris.fts@gsa.gov
· Monitoring orders with contractors

· Generating the PIC/IntraLATA Primary Interexchange Carrier (LPIC) change requests and updating the Network ID in TOPS

· Assisting the RTMs with the engineering of Consolidated Systems and Dedicated Access trunks to support the transition to Networx

· Ordering Dedicated Access for GSA Consolidated Systems from the Networx contractors

· Facilitating and coordinating pre-planning for cutovers, including coordinating access to facilities

· Planning for and performing cutover liaison activities, and facilitating activities between customers and contractors
· Providing regional support for an Agency when it is the only tenant behind a GSA Consolidated System
· Monitoring, assisting, and participating in site tests, cutovers, and installations, which could require an on-site presence

2.0 TRANSITION STRATEGY

The overall transition strategy is dependent on the type of access associated with each Consolidated System.  The two types of access are Switched and Dedicated.  High level strategies for each are:
· Switched Access – For any system with Switched Access, an Agency can work with the GSA RTM and its Networx contractor to establish its own transition plan. Within a system, an Agency may transition its bureaus following a different schedule, if necessary.  Once an Agency coordinates its transition schedule with the GSA RTMs and its Networx contractor, it may begin to transition from FTS2001 to Networx.  An Agency does not have to wait for the other Agencies to make their FO decisions before it transitions. The only coordination required is with the GSA Regions and the Networx contractor.  The two exceptions are (1) if the PBX cannot pass the ANI to the LEC; (2) if the LEC central office can only process the Billing Telephone Number (BTN).
· Dedicated Access – The transition schedule for Consolidated Systems with Dedicated Access will be coordinated on an individual system basis.  In most cases, the transition of these systems will not occur until the majority of Agencies served by a system have made their FO decisions.  The RTMs will not be able to properly engineer the trunk groups to the multiple Networx contractors until the division of traffic is known.  There are a number of factors to be considered for these systems; (1) the contractors cannot carry FTS2001 and Networx traffic over the same trunk groups; (2) capacity of a PBX; and (3) reconfiguration of the Consolidated System.
· For Centrex sites, an Agency may transition its LD services using its own schedule.  However, the entire cost of the Dedicated Access line would be borne by that Agency, until other Agencies are transitioned to the same Networx contractor. 

· For PBX sites, if an Agency desires to transition prior to the other Agencies making FO decisions, it would have to work with the GSA Regions to ensure there is sufficient capacity available in the PBX to support additional trunking.

2.1 Switched Access
In today’s FTS2001 environment, locations using Switched Access have two PIC choices, Verizon Business (MCI) and Sprint.  Under the Networx contract, there are four PIC options: Verizon Business, Sprint, AT&T, and Qwest. If the user is changing LD providers, the GSA RTM must update the PIC/LPIC code for each ANI with the LEC after receiving a Service Order Completion Notice (SOCN) from the Networx contractor.  No PIC/LPIC change is required if the user is remaining with the same LD carrier.  In either case the RTM must update the Network ID and Agency Hierarchy Code (AHC) in TOPS associated with the ANI.
The RTM should consider the following elements for capacity planning if the PBX is converting from Dedicated to Switched Access:

· Different and/or additional trunk cards 

· Re-configuration of the PBX/Centrex 

· Central Office capacity augmentation

· Feature Group D Trunk Sizing
Feature Group D (FGD) provides access to corporate networks from off-network sources and defines interconnection rules between the LEC and an Inter-Exchange Carrier (IXC).  These rules provide Equal Access, guaranteeing that all carriers are processed equally through defining the level of service and quality of transmission.  The IXC needs to consider the additional traffic that will be carried on the FGD trunks when the system moves from Dedicated to Switched Access.  If a large GSA Consolidated System is transitioning from its FTS2001 contractor to a new Networx contractor, an engineering analysis should be performed on the FGD trunks between the Networx contractor and the LEC.
2.2 Dedicated Access 
In the FTS2001 environment, most of the GSA Consolidated Systems that use Dedicated Access have two trunk groups for outbound LD service, one to Verizon Business and one to Sprint.  Under Networx, GSA Consolidated Systems may require up to seven separate trunk groups, Verizon Business (Universal and Enterprise) , Sprint (Enterprise) , AT&T (Universal and Enterprise), and Qwest (Universal and Enterprise).  The number of trunk groups cannot be determined until the majority of all Customer Agencies served by any given system complete the FO process.  Switch augmentations or re-grooming will be determined by the number of users and associated traffic that will be pointed to the individual Networx contractor trunk groups.  In order to determine the proper sizing of trunk groups for each carrier, the RTM must review the FTS2001 call history for each Agency.  For a non-ANI switch, the RTM must evaluate the traffic reports generated by the PBX if available.
If the location being transitioned has to support additional Networx contractors, the following elements will have to be considered for Dedicated Access capacity planning:

· Different and/or additional trunk cards
· Re-configuration of the PBX/Centrex
· PBX capacity for parallel service

· LEC capacity and entrance facilities

· Adequacy of inside cable plant, space, and power 
If parallel service is implemented, all tests, including call-through tests, can be performed on the new trunk groups prior to the actual cutover date.  If parallel service is not used, testing can still be performed after normal business hours.  The local service provider and the Networx contractor may need to be present for testing, so additional costs may be incurred from the local service provider.
At the time of delivery, the Networx contractors will perform verification testing on the service for each order, consistent with the Networx service verification test plan.  The Agency must insure that all of the features and functions ordered with the service were delivered and are operational within three business days after receiving the SOCN.  If during the acceptance testing period the Government encounters problems and notifies the contractor by opening a trouble ticket, the contractor shall correct the problem, repeat the verification testing, and issue a new SOCN with a new completion date when the problem is resolved.
3.0 Transition Preparation

Before service behind GSA Consolidated Systems can be ordered as part of an Agency’s transition from FTS2001 to the Networx contracts, there are several prerequisite actions that must be completed.  This section describes the actions that GSA, Agencies, and Networx contractors must carry out in preparation for transition of service behind GSA Consolidated Systems.  These actions are generic in nature, as they apply to order processes for LD service behind GSA Consolidated Systems or WITS, regardless of whether or not the ordering is done directly by GSA or the Agencies.

3.1 Fair Opportunity

This section describes the process for handling the FO decision once it has been made by an Agency.  This section does not describe the actual FO decision making process.   For more information on the Agency FO process, see Networx FO and Statement of Work (SOW) Guide located at http://www.gsa.gov/networx.

Figure 3-1:  FO Process Flow
Figure 3-1 illustrates the FO process flow actions for an Agency and GSA.
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Table 3-1:  FO Process Actions

Table 3-1 describes the actions, for the Agencies and GSA to follow, that are associated with the FO Process Flow, illustrated in Figure 3-1 above.
	Action Number
	Action Owner
	Action Description

	1
	Agency
	Agency Makes Fair Opportunity (FO) Decision – An Agency will determine the Networx contractors from which it will order services.  This decision must be made by an Agency prior to transitioning service behind GSA Consolidated Systems.  For more information on the Agency FO process, see Networx FO and SOW Guide located at http://www.gsa.gov/networx.

	2
	GSA
	FO Decision Posted on Transition Information Portal – Once an Agency communicates its FO decision to the GSA Contracting Officer, GSA will post the decision information on the Transition Information Portal (TIP).


3.2 DAR Appointments

This section describes the process an Agency uses to designate the GSA Billing System Manager as a DAR for ordering LD Voice Service behind GSA Consolidated Systems.   This section does not describe DAR appointment guidelines used for any other purpose.  For more information on DAR appointment, see DAR Guidelines document located at:  http://www.gsa.gov/networx.
The Networx DAR Guidelines specify that a Networx contractor accepts orders only from authorized personnel (see DAR Guidelines document located at:  http://www.gsa.gov/networx).  Section 3.5 of the Networx contract also states that “only authorized personnel are allowed to submit orders to the contractor.”  A copy of the DAR Appointment Letter template that can be used by an Agency on its letterhead is available in Appendix B.

GSA issued a letter (Appendix C) to the Agencies that have LD service behind GSA Consolidated Systems and indicated that, “For Consolidated Systems with Dedicated Access, GSA will continue to order LD Voice Service for all Agencies under the Networx contract as [it] did under FTS2001. For Consolidated Systems with Switched Access, [Agencies] have the option of ordering these services directly from the Networx contractor or GSA will continue to order these services under the Networx contract as [it] did under FTS2001….” A copy of the template for use on an Agency’s letterhead is available in Appendix B.  Therefore, if an Agency has service behind a GSA Consolidated System with Dedicated Access, it is mandatory that they name the GSA Billing System Manager as a DAR for Voice Service behind those systems and for those Agency AHCs that are associated with this service.
The authorization granted to the GSA Billing System Manager to order services for the Agency behind GSA systems is noted in TOPS.  No orders will be processed with the Networx contractors for service behind a GSA system unless that authorization has been granted by the Agency’s DAR Administrator and is posted in TOPS. The GSA Billing System Manager should be designated as a DAR for Voice Service and CSDS by those Agencies using both of those services behind GSA Consolidated Systems.
Figure 3-2:  AHC Process Flow (Step 1 Only)

Figure 3-2, step 1 illustrates the DAR appointment process action that must be taken by an Agency.  Although step 4 also indicates that an “Agency registers AHC with Networx contractor,” this portion of step 1 is described in Section 3.3 of this document.
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Table 3-2:  Agency Designates the GSA Billing System Manager as a DAR

Table 3-2 describes the actions that an Agency will take, as part of the AHC Process Flow (Step 1 Only) illustrated in Figure 3-2 above.
	Action Number
	Action Owner
	Action Description

	1
	Agency
	Agency Completes a DAR Appointment Letter – “For GSA to order on [an Agency’s] behalf, [the Agency] will need to complete [a] DAR appointment letter and appoint [the GSA Billing System Manager] as a DAR for Voice Service (and CSDS if required).”
Copies of DAR Appointment Letter – The Agency should send the DAR appointment letter to the Networx contractor and a copy to the GSA Billing System Manager and networx.transition@gsa.gov.


3.3 AHC Definition and Registration

Based on sections C.3.5.1.2.1.2, G.1.1.1.1, and G.1.1.1.2 of the Networx [Universal / Enterprise] contracts an Agency DAR Administrator must register AHCs with the Networx contractor prior to ordering any services.  This includes LD Voice Service behind GSA Consolidated Systems.  As part of the established GSA TOPS process, it is important for GSA to load valid registered Networx AHCs into TOPS. This action is performed by the United States Department of Agriculture (USDA), National Information Technology Center (NITC), Office of the Chief Information Officer (OCIO).  This enables the Regions to select an appropriate AHC to assign to each ANI in TOPS. 
Figure 3-3:  AHC Process Flow
Figure 3-3 illustrates the AHC process flow actions that will be taken by an Agency, the Networx contractor, and GSA.
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Table 3-3:  AHC Process Actions

Table 3-3 describes actions for the Agencies, Networx contractors, and GSA associated with the AHC Process Flow shown above.

	Action Number
	Action Owner
	Action Description

	1
	Agency
	Agency registers AHC with Networx contractor and designates the GSA Billing System Manager as a DAR – The Agency must register AHCs and designate the GSA Billing System Manager as a DAR prior to placing orders.

	2
	Networx contractor
	Networx contractor provides registered AHCs to GSA – In compliance with the Networx contract, Sections C.3.6.1.2.4 and C.3.6.1.3.3.1, the Networx contractor should submit corresponding AHCs to GSA, as part of its Direct-billed Agency List.  To obtain a more complete list of valid AHCs, each Networx contractor has agreed to provide GSA with an official list of the registered Networx AHCs it has received from the Agencies.  The Networx contractor may provide this list through email or through its portal. If the Networx contractor provides this list of registered AHCs through email, it should be sent to gary.koch@gsa.gov, renee.cannon@gsa.gov, and fasbilling.help@gsa.gov on a weekly basis.  All except Qwest provide this information weekly through email.  TOPS personnel access the Qwest portal once per week and download all registered AHCs.

	3
	GSA
	GSA loads valid AHCs into TOPS – As GSA receives lists of registered Networx AHCs from the Networx contractors, it will load them into TOPS.


3.4 Letters of Agency and Transition Plan

This section primarily describes the process for an Agency to submit a Letter of Agency (LOA) to both the Networx contractor and the GSA TCC; the GSA TCC will then provide a copy to the RTM.  An Agency submits the LOA once it makes a decision to have a Networx contractor act on its behalf.  The Agency must also submit the LOA if it wants the TCC to share the Agency’s inventory information from other contractors with their Networx contractor.  The LOA gives authority to the Networx contractor to direct the GSA Regions to place an order in TOPS to indicate a change to the Networx contractor, direct the GSA Regions to execute a PIC and LPIC change to the Networx contractor, as required, and obtain inventory information with respect to the services specifically identified in the LOA, on behalf of the Agency. A sample copy of the LOA is available in Appendix D.  An LOA is not required if the Agency does not want the Networx contractor to act on its behalf or if the Agency is remaining with the same contractor that provided its FTS2001 service.
Figure 3-4:  LOA Process Flow
Figure 3-4 illustrates the LOA process flow actions that Agencies, the Networx contractors, and GSA take as an Agency prepares for transition of its LD Voice Service behind GSA Consolidated Systems.
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Table 3-4:  LOA Process Actions
Table 3-4 describes the actions to be followed by the Agencies, Networx contractors, and GSA that are associated with the LOA Process Flow shown above.
	Action Number
	Action Owner
	Action Description

	1
	Agency
	Agency ready to transition – An Agency is determined to be ready for transition once it has completed and issued its FO, named the DAR Administrator and DARs, and registered its AHCs.

	1a
	Agency
	Will the Networx contractor act on behalf of Agency? – The Agency will make a decision whether or not it will have its selected Networx contractor act on its behalf to coordinate the transition of service behind GSA Consolidated Systems.  

	1b
	Agency
	Agency submits LOA to Networx contractor and GSA TCC – If an Agency decides to have its selected Networx contractor act on its behalf to order service behind GSA Consolidated Systems, the Agency should then submit an LOA to the Networx contractor and GSA TCC at networx.transition@gsa.gov.  The LOA should be on the Agency’s own letterhead and signed by an authorized Agency official.  A sample copy of the Letter of Agency is available in Appendix D, and also at http://www.gsa.gov/networx, under the Networx Transition Library link.  

	1c
	GSA
	GSA TCC provides inventory to Networx contractor – The TCC will provide the Agency’s current TOPS inventory to the Networx contractor.

	2
	GSA
	GSA TCC provides LOA to RTM – As the GSA TCC receives an LOA from either the Networx contractor or the Agency, it will provide a copy to the appropriate RTMs.


3.5 Inventory Reconciliation

This section describes the collaborative process for identifying, reviewing, and reconciling an Agency’s LD voice inventory behind GSA Consolidated Systems.  This collaborative process may involve the efforts of the Agency, the Networx contractor, the GSA TCC and the GSA RTMs from all 11 Regions.  Before placing any orders, it is important to identify a complete and accurate list of ANIs behind GSA’s Consolidated Systems that are assigned to an Agency, valid AHCs, and if the ANI is CSDS.

Requests for moves, adds, changes, and disconnects under FTS2001 after inventory reconciliation will cause transition delays.  The RTM will establish an ordering freeze date once the inventory reconciliation is complete.  Requests for moves and new service should be ordered under the Networx contract.
Figure 3-5:  Inventory Reconciliation Process Flow
Figure 3-5 illustrates the Inventory Reconciliation process flow actions that Agencies, the Networx contractors, and GSA take as an Agency prepares for transition of its LD Voice Service behind GSA Consolidated Systems.
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Table 3-5:  Inventory Reconciliation Process Actions
Table 3-5 describes the actions taken by the Agencies, Networx contractors, and GSA that are associated with the Inventory Reconciliation Process Flow shown above.
	Action Number
	Action Owner
	Action Description

	3
	Agency
	Agency reviews inventory – The Agency has primary responsibility for the completeness and accuracy of its inventory.  According to Section C.4.2.5 Step 5 of the Networx contract, the Agency will compile its own Transition Inventory of the incumbent contractor’s provided services.  Therefore, the Agency should play an active role in comparing its inventory records with those of the FTS2001 contractors, Networx contractors, and the GSA RTM.  If discrepancies are noted between the inventories of these parties, the Agency should take responsibility for determining their validity.  If the Agency determines that missing records should be included in its inventory, it will direct the GSA RTM to add these numbers.  If the Agency determines that records contained within its current inventory do not belong to the Agency, it will dispute these numbers and request that the GSA RTM research the numbers to determine ownership.  The Agency will identify if an ANI is CSDS.  The Agency will also establish and provide to the GSA RTM a valid AHC for each inventory record behind GSA Consolidated Systems.  As indicated in Section C.3.5.1.2.1.2 Step 1.2 of the Networx contracts, the Agency will register each of these AHCs with its selected Networx contractor prior to identifying the AHC associated with each ANI and providing that information to the GSA RTM. 

	3
	Networx contractor
	Networx contractor reviews inventory – The selected Networx contractor should work with the Agency, the GSA TCC, and GSA Regions to identify a complete and accurate inventory of numbers behind GSA Consolidated Systems.  The selected Networx contractor will distinguish those numbers that are CSDS. If the selected Networx contractor is also the incumbent FTS2001 contractor, it should compare the inventory contained in its provisioning systems with inventory provided by the Agency, the GSA TCC, and GSA Regions.  Any discrepancies should be researched, addressed, and corrected as necessary.  For additional information and Networx contractor requirements, see Section C.4.3.3.1 of the Networx contract.

	3
	GSA
	GSA RTM reviews inventory and adds missing numbers to both TOPS and FTS Billing Table – According to Section C.4.2.5 of the Networx contract, “GSA will share with the Agency any available information on the incumbent contractor’s services being provided to the Agency.  GSA will assist the Agency in obtaining information on the incumbent contractor’s services being provided to the Agency from the incumbent contractor.”  The GSA RTM from each Region has direct access to Agency inventory contained in the TOPS database.  The GSA RTM should compare this inventory against the inventory provided by the Agency or the contractor.  Any numbers contained in the Agency’s inventory that are not in the Agency’s TOPS inventory should be researched and added to TOPS if necessary.  Likewise, the GSA RTM will remove any numbers in the Agency’s current TOPS inventory that do not belong to that Agency and moved to the proper Agency’s inventory as defined by research.  The GSA RTM should mark any CSDS ANIs in TOPS with the subcategory of 00052.  The GSA RTM will communicate the results of its comparative analysis to the Agency, the GSA TCC and Networx contractor as necessary.  The GSA TCC will schedule a “kick-off” meeting with the Agency, the GSA Regions and the selected Networx contractor, to review the Agency’s inventory behind GSA Consolidated Systems and corresponding transition plans.


4.0 TRANSITION EXECUTION

Once the preparations described in Section 3 of this Guide are complete, the execution phase of transition begins.

4.1 Order Processes
The steps in the process addressed up to this point are generic in that they will apply regardless which process is followed.  The GSA TCC, in collaboration with the 11 GSA Regions and four (4) Networx contractors that offer switched Voice Service, has developed the ordering processes that will be used to transition LD switched Voice Service associated with GSA Consolidated Systems from FTS2001 to Networx.  Processes for ordering services behind GSA Consolidated Systems have been developed and documented for Switched Access (WITS and Non-WITS, with and without PIC/LPIC changes) and Dedicated Access (Non-WITS).  LD service at systems with Dedicated Access may only be ordered by GSA.  However, Agencies may order their own LD service at systems with Switched Access.
4.1.1 Switched Access
4.1.1.1 GSA Ordering Long Distance
This section describes the process for GSA to follow when ordering LD for the Agencies behind GSA Consolidated Systems with Switched Access.  The excerpts below are taken from the process flowcharts for GSA ordering LD service for the Agencies, both with and without PIC/LPIC changes (Networx Transition Library – GSA Ordering for Agencies behind GSA Consolidated Systems:  http://www.gsa.gov/gsa/cm_attachments/GSA_DOCUMENT/Order%20Process%20behind%20GSA%20Systems_Switched%20Voice_31Jul08_R2-w-rH-s_0Z5RDZ-i34K-pR.pdf)

Pre-order Files Process

Once the inventory reconciliation is complete the RTM prepares a file that includes the Agency’s ANIs, AHCs, contractor/contract, Points of Contact (POCs), and an Agency Service Request Number (ASRN) if requested/required.  The Agency should coordinate with the RTMs if it wishes to review the pre-order files prior to submission to the Networx contractor.  The RTMs send this file by email to morris.fts@gsa.gov and to the Agency, if requested.  In an effort to reduce the number of rejected pre-order files, the TCC is performing the following initial checks prior to forwarding the files to USDA NITC OCIO:

· Checking general formatting (field position, field length)
· Ensuring the Agency has granted DAR authority to the GSA Billing System Manager
· Ensuring correct file layout structure 

· Ensuring there is no punctuation in any fields

· Ensuring the AHC is exactly 28 characters

· Ensuring only the POC email addresses are included – no phone numbers

· Ensuring the Agency AHCs have been registered and are in TOPS

· Ensuring the ANIs are located in the FTS Billing table(s) within TOPS
· Ensuring the ANIs have not already been sent to the contractor(s)
· Ensuring a valid Networx Inventory Code has been assigned to the system
When any of the above are found in error in the files, the TCC contacts the affected RTM and requests they correct the errors found and resubmit the pre-order file for any error record. Only those records with errors are returned to the RTM for updates. The remaining valid records are forwarded to the USDA NITC OCIO for processing.
Performing these checks and correcting any errors found prior to sending the file to USDA reduces delay of the pre-order being sent to the Networx contractor.  Once USDA NITC OCIO receives the file, additional checks are performed again in the mainframe to ensure that all of the above checks have been performed correctly.  USDA NITC OCIO then adds fields (including site code, address, release date, and GSA system AHC) to the file and the pre-order file is sent to the appropriate Networx contractor from TOPS.

Back Office Transition
Sprint – The pre-order file will be sent with the usual data elements from the Regions to TOPS and then to Sprint.  Prior to the scheduled cutover date Sprint will load all the new accounts into their Networx systems.  At the time of cutover, Sprint will run the scripts that transition the FTS2001 customers to Networx.  Once the number is moved to Networx, Sprint will process an automatic FTS2001 disconnect of the ANI.

Verizon Business – The pre-order file will be sent with the usual data elements from the Regions to TOPS and then to Verizon Business.  If the ANIs on the pre-order file are in its provisioning system, they will be moved to an interim FTS2001 account on the 15th day of the month.  The ANIs will be moved from the interim FTS2001 account to a Networx account on the first day of the following month.  Once the number is moved to Networx, Verizon Business will process an automatic FTS2001 disconnect of the ANI.
Figure 4-1:  Pre-order Files Process
Figure 4-1 illustrates the Pre-order Process Flow actions that will be followed by an Agency, the Networx contractor, and GSA.
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Table 4-1:  Pre-order File Process Actions

Table 4-1 describes the actions for the Agencies, Networx contractors, and GSA to follow associated with the Pre-order File Process Flow shown above.

	Action Number
	Action Owner
	Action Description

	3
	GSA, Agency, and Networx contractor
	See Table 3-5

	4
	GSA
	GSA RTM prepares and sends pre-order information to TOPS at morris.fts@gsa.gov – Once the inventory reconciliation is complete the GSA RTM prepares a file that includes the Agency’s ANIs, AHCs, contractor/contract, POCs, and tracking number (ASRN) if desired. The RTMs send this file by email to morris.fts@gsa.gov.

	4a
	GSA
	Was AHC Registered? – Orders are checked by GSA and will be rejected if they do not include registered AHCs.

	5
	GSA 
	TOPS Order Feed to Networx contractor – Additional fields are added to the file, the 4770 AHC is added, the end user AHC is placed in the last field of the file, and the pre-order file is sent to the selected Networx contractor from USDA.


Order Execution and Notification

The Networx contractor then loads the file information into its systems and notifies the identified on the pre-order file by issuing all contractual notifications including the SOCN.  If the Agency is remaining with its incumbent FTS2001 contractor, the RTM will simply update the network ID and AHC in TOPS to reflect the new contract.  If the Agency is transitioning to a new contractor, the RTM must also initiate an order to the LEC to execute the PIC and LPIC changes.
Figure 4-2:  Order Execution and Notification

Figure 4-2 illustrates the actions for the Agencies, Networx contractors, and GSA to follow associated with the Order Execution and Notification Process Flow.
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Table 4-2:  Order Execution and Notification Process Actions
Table 4-2 describes the actions for the Agencies, Networx contractors, and GSA to follow associated with the Order Execution and Notification Process Flow shown above.
	Action Number
	Action Owner
	Action Description

	6
	Networx contractor
	Networx contractor loads ANIs into its Networx System based on inventory – This action is completed prior to the PIC/LPIC change order going to the LEC in order to prevent commercial invoices from being generated.

	7
	Networx contractor
	Networx contractor provides notification to Regions once ANIs are loaded – The RTM should include themselves as one of the POCs in step 4 from Figure 4-1 and Table 4-1. This will enable them to receive copies of the SOCN indicating the ANIs have been loaded into the Networx contractor’s system.

	8
	Agency
	Is the ANI remaining with the same contractor? – No PIC/LPIC change is required if the Agency is remaining with its incumbent contractor for Networx services.

	8a
	GSA
	GSA RTM generates the PIC and LPIC change order in TOPS - If the Agency is moving to a new contractor both the PIC and LPIC should be changed (with the exception of WITS) as the Networx contract includes both Inter and Intra Local Access and Transport Area toll calls.

	8b
	LEC
	LEC executes PIC/LPIC change – PIC and LPIC should be changed except for WITS ANIs where LPIC service is provided by the WITS/WITS 3 contractors.

	8c
	GSA
	GSA RTM updates the Network ID in TOPS and makes AHC selection – This information is required in order to link the ANI to the proper AHC and the proper contract.

	9
	GSA
	TOPS Order Feed re-sent to PICed contractor if AHC has changed.  Non-selected contractors receive feed to 4770 – The order file is re-sent to the PICed contractor if a pre-order file was not sent or if a pre-order was sent with a different AHC.  An order file is sent to all non-PICed contractors with a default 4770 AHC.  All contractors who have the number loaded in their FTS2001 systems will process an FTS2001 disconnect order.


4.1.1.2 Agency Ordering Long Distance
The steps that follow are specific for Agencies ordering their own LD behind GSA Consolidated Systems with Switched Access where a PIC/LPIC change is required (Networx Transition Library – Agency Ordering:  http://www.gsa.gov/gsa/cm_attachments/GSA_DOCUMENT/Agencies%20Ordering%20Long%20Distance%202_R2-w-rH-s_0Z5RDZ-i34K-pR.pdf)

If an Agency chooses to order its own LD service directly from the Networx contractor for service behind a GSA Consolidated System with Switched Access, the Agency will still have to complete the FO process and register its AHCs with the Networx contractor.  Prior to the Agency generating orders, the proper authority within each Agency must sign the MOU as defined in Section 1.1.1.  The Agency will not have to name the GSA Billing System Manager as a DAR, unless it has service behind a GSA system with Dedicated Access.  The Agency will have to register its own DARs with the Networx contractor.  If the Agency is moving to a contractor other than its incumbent FTS2001 provider, it will have to sign an LOA (Appendix D), which will allow GSA to share inventory data with its new contractor.  Using the LOA, the Agency can grant the Networx contractor authority to act on its behalf with the GSA RTMs.  The Agency will then be responsible for reconciling the inventory with its Networx contractor and the GSA RTMs.  With the inventory reconciliation complete including identification of any CSDS, the Agency DAR will submit orders to the Networx provider.  Since GSA is the customer of record with the LECs, only GSA can issue the PIC/LPIC change request. The Agency, or the Networx contractor acting on its behalf, submits the desired PIC/LPIC change execution date to the RTMs.  The Agency should note on the order that the GSA RTM will be a recipient of the SOCN so they can ensure that the execution of the PIC/LPIC change does not occur before the ANI is loaded into the Networx contractor’s system.
Figure 4-3:  AHC Registration and Order Issuance
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Table 4-3:  AHC Registration and Order Issuance
Table 4-3 describes the actions for an Agency to follow associated with the AHC Registration and Order Process when an Agency orders its own LD service behind GSA Consolidated Systems with Switched Access.
	Action Number
	Action Owner
	Action Description

	
	Agency
	Agency DAR Administrator registers AHC with Networx contractor – AHC Registration must take place before orders can be processed. 

	1
	Agency
	Agency DAR submits LD order to Networx contractor with a “Customer Want Date” – The Agency DAR submits the order to the Networx contractor and includes the GSA RTM as a recipient of the SOCN.

	2
	Agency
	Agency Transition Manager coordinates LD order information with GSA RTM – If the GSA RTM is not designated to receive the SOCN the Agency or Networx contractor must coordinate the cutover date with the GSA RTM.


4.1.1.2.1 Agency Ordered Services with and without PIC/LPIC Changes
The two methods of timing the PIC/LPIC change are to have the RTM copied on the SOCN or to notify the RTM when the SOCN was issued. Once the RTM has been notified that the ANI is loaded in the Networx contractor’s system, the RTM will process the PIC/LPIC change request to the LEC and concurrently update TOPS to reflect an “N” for the Network ID indicating that the ANIs will no longer be sent to the Networx contractor by way of a TOPS feed. The TOPS feed will then send the disconnect order to the FTS2001 contractor.  Since GSA is the Customer of Record with the LEC/Competitive LEC (CLEC) for these ANIs and PIC/LPIC freezes are in place, only GSA can issue orders to execute a PIC/LPIC change.
Figure 4-4:  PIC/LPIC Change Coordination
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Table 4-4:  PIC/LPIC Change Coordination
Table 4-4 describes the action for the Networx contractor, the LEC and GSA to follow in order to complete the order process when an Agency orders their own LD service behind GSA Consolidated Systems with Switched Access.
	Action Number
	Action Owner
	Action Description

	3
	Agency/Networx contractor
	Networx contractor or Agency Transition Manager notifies GSA RTM that ANI has been loaded into Networx contractor system – Either the Networx contractor or the Agency  must notify the GSA RTM that the ANI has been loaded into the contractor’s system. This can be accomplished by copying the RTM on the SOCN. This should be closely coordinated to prevent commercial billing.

	4
	GSA
	GSA RTM updates Network ID in TOPS – The RTM must update the Network ID in TOPS with an “N” to reflect no TOPS feed to the Networx contractor or the FTS2001 contractor.

	5
	GSA
	GSA RTM issues order to LEC to change PIC and LPIC – As the Customer of Record, the RTM issues the PIC/LPIC change order to the LEC/CLEC.

	6
	LEC
	LEC provides completion notification to both GSA RTM and LD carrier – Once the LEC/CLEC completes the PIC/LPIC change they will notify GSA and the Networx contractor.

	7
	GSA
	GSA notifies Agency that the change for PIC and LPIC is executed – The Agency and the GSA Regional personnel should agree upon the method of communication.

	8
	GSA
	TOPS Feed processes disconnect order to FTS2001 contractors – The TOPS system will process the disconnect order for FTS2001 service.


The steps that follow are specific for Agencies ordering their own LD behind GSA Consolidated Systems with Switched Access where a PIC/LPIC change is not required.  This process is identical to the process above, except no PIC/LPIC change is required.  Note: It is important that GSA still take action to update TOPS to indicate that no TOPS feed should be sent to the Networx contractor for ANIs ordered by the Agency.
Figure 4-5:  Agency Orders LD from Networx Contractor/No PIC/LPIC Change
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Table 4-5:  Agency Orders LD from Networx Contractor/No PIC/LPIC Change
Table 4-5 describes the action for the Agency and GSA to follow in order to complete the order process when an Agency orders their own LD service behind GSA Consolidated Systems with Switched Access and no PIC/LPIC change is required.
	Action Number
	Action Owner
	Action Description

	
	Agency
	Agency DAR Administrator registers AHC with Networx contractor – Networx Agency AHCs must be loaded into Networx contractor’s systems before orders can be processed.

	1
	Agency
	Agency DAR submits LD order to Networx contractor –  Order submission to Networx contractor.

	2
	Agency
	Agency Transition Manager notifies GSA RTM that LD order has been placed and completed – Notifies GSA of order completion.

	3
	GSA RTM
	GSA RTM updates Network ID in TOPS – Updates Network ID in TOPS with an “N” to reflect no TOPS feed to Networx contractor.

	4
	GSA RTM
	TOPS Feed processes disconnect order to other FTS2001 contractors – Processes TOPS disconnect for FTS2001 service.


4.1.2 Dedicated Access

As stated in Section 2, most of the GSA Consolidated Systems with Dedicated Access will not be able to transition until Agencies representing a majority of the traffic associated with these systems have made their FO decisions. Only GSA can issue orders to the Networx contractors for service behind GSA Consolidated Systems with Dedicated Access. This section describes the process for GSA to follow when ordering LD for the Agencies behind GSA Consolidated Systems (ANI and non-ANI Capable) with Dedicated Access.
Verizon Business – There are two transition methods, new access and reuse of existing access. Verizon Business can employ either method when transitioning FTS2001 service to Networx behind a GSA Consolidated System with Dedicated Access.
Items to consider when planning the transition to Verizon Business Networx for GSA systems with Dedicated Access include:

· Verizon Business cannot carry both FTS2001 and Networx traffic on the same trunk group. 
· If a Consolidated System has additional trunk capacity available, new parallel Dedicated Access trunks could be ordered by Verizon Business to facilitate transition. Verizon Business cannot charge the Non Recurring Charge for these new trunks as they are the incumbent FTS2001 provider. It is entirely up to the GSA RTMs to decide if they want Verizon Business to bring in parallel trunks or execute a back office transition. 
· If the FTS2001 access is reused and Verizon Business executes a “back office” transition, all Agencies currently on Verizon Business FTS2001 who have selected a Networx contractor other than Verizon Business would have to be transitioned to their new contractor first. 
· The back office transition will take approximately 45 days to complete. Verizon Business has to move the account to a temporary account on the 15th day of the current month and the actual transition will occur on the first day of the next month. If an Agency currently on Sprint FTS2001 selects Verizon Business it would have to transition after the back office transition took place.
Sprint – Sprint will also use a “back office” approach to transition its FTS2001 customers.

Items to consider when planning the transition to Sprint Networx for GSA systems with Dedicated Access include:

· Sprint cannot carry both FTS2001 and Networx traffic on the same trunk group.

· Prior to the scheduled cutover date Sprint will load all the new accounts into their Networx systems. At the time of cutover, Sprint will run the scripts that transition the FTS2001 customers to Networx.

· All Agencies currently on Sprint FTS2001 that have selected new Networx contractors must transition before Sprint can execute a back office transition.

· Sprint will have to transition after all other Networx contractors have transitioned their Agencies.

4.1.2.1 ANI-Capable System
The excerpts below are taken from the process flowcharts for GSA ordering LD service for the Agencies, (Networx Transition Library – GSA Ordering for Agencies behind GSA Consolidated Systems:  http://www.gsa.gov/gsa/cm_attachments/GSA_DOCUMENT/Order%20Process%20behind%20GSA%20Systems_Switched%20Voice_31Jul08_R2-w-rH-s_0Z5RDZ-i34K-pR.pdf)
There are two parts to the order process for GSA Consolidated Systems that send the originating telephone number to the Networx contractor. Ordering the Dedicated Access is the first and establishing the AHCs and ANIs associated with each system is the second. The second part of the order process varies by contractor. One thing is common to all - the Networx contractors will load all ANIs into their systems and link them to the unique 4770 AHC that is associated with each system ID. It is important that a distinction is made whether the ANI is CSDS or voice only.  The contractors will establish accounts linking the Agency AHCs to the appropriate System. The percent of use associated with each AHC will determine the allocation of the Monthly Recurring Charges (MRCs) for the Dedicated Access.
Although each contractor has some nuances for establishing the Agency specific AHCs in their system, the process will essentially be as follows: The Networx contractors will establish a “parent account” for the Dedicated Access for each system. They will then establish “child accounts” for each different Agency AHC that is behind each system. These “child accounts” link to the “parent account” for the access costs to allocate back to the Agencies.
TOPS will send a feed to both Sprint and Qwest to link ANIs and AHCs to parent accounts.  This feed contains all the ANIs, the Agency specific AHCs and the system ID. TOPS will send a monthly billing file to AT&T and Verizon Business that they will use to link the ANIs to the AHCs.
Sprint and Verizon Business are the FTS2001 incumbents for service behind GSA Consolidated Systems with Dedicated Access.  Neither Sprint nor Verizon Business can carry both FTS2001 and Networx traffic on the same trunk group.  Due to system sizing limitations many of the PBXs with Dedicated Access cannot accommodate additional trunking.  These two factors determined the need for an alternate transition strategy.  Sprint will establish new Networx accounts within their systems for the Agencies that have selected them through the FO process. At the agreed upon transition time Sprint will move all ANIs from the existing FTS2001 accounts to the new Networx accounts.  Sprint does not plan to install any new Dedicated Access to the GSA Consolidated Systems unless they gain traffic volume as a result of FO decisions.  Sprint will load all ANIs behind Dedicated Access systems into its systems, but will default any ANIs for which they do not receive an associated Agency AHC to the 4770 AHC.  Verizon Business will also accomplish transitions at these systems with a back office transition. Unless Verizon Business gains additional business warranting more access lines, they will not install new trunking at these sites. It will be a paper-only transition. There will be no physical disconnect or installation of access lines.
Figure 4-6:  Ordering behind GSA Dedicated Access with ANI
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Table 4-6:  Ordering behind GSA Dedicated Access with ANI
	Action Number
	Action Owner
	Action Description

	1
	GSA
	GSA Area Telecommunications Manager (ATM) or RTM determines that the majority of the traffic generating shared tenants have an FO – The GSA ATM reviews any available FTS2001 traffic data for a site in order to make the decision of when to transition a system with Dedicated Access.

	2


	GSA


	ATM determines the number of trunks to order for Dedicated Access – The ATM, working with the Networx contractors, determines the number of trunks to order, based on the FO decisions and the associated traffic.
GSA RTM and ATM review Dedicated Access inventory and order information – Review current configuration of trunks in the system.
RTM/ATM Coordinates with the Networx and FTS2001 contractor(s) – The RTM will establish points of contact in both the Networx contractor’s organization as well as the FTS2001 contractor’s organization. The coordination between contractors is necessary to ensure the dial plan changes in both networks are completed.

Regional Centrex/PBX groomed if required for software and hardware – The ATM determines if any changes to support the new trunk group configurations are necessary.
Prepare physical facilities for Networx Transition (wiring, equipment room) – The ATM arranges for any required modifications to the physical facilities such as additional backboard space, power, and inside wiring.
RTM Coordinates transition dates with the Agency – The RTMs notify the Agencies behind a Consolidated System of the time that transition will occur and how to confirm the routing of their telephone number to the proper Networx contractor’s network. The Agency will advise the RTM of any blackout dates where transitions cannot occur based on its mission.

	3
	GSA
	GSA RTM prepares and sends order to Networx contractor – The RTM will order dedicated access from the Networx contractors with the System-specific AHC.

	4


	Agency,

Networx contractor &

GSA
	Agency reviews inventory – The Agency should work with the RTM to reconcile its inventory for each system and identify any ANI that is CSDS.

Networx contractor reviews inventory and provides TPSP if requested – The RTM will request a Transition Project Specific Plan (TPSP) from the Networx contractor for each site where that contractor will be providing Dedicated Access. The RTM will have to coordinate these plans between contractors.
GSA RTM reviews inventory and adds missing numbers to both TOPS and FTS Billing Table or to the appropriate AB Code – After the reconciliation is completed the RTM updates TOPS as required.

	5
	Networx contractor
	Networx contractor loads ANI into its Networx System based on inventory (4770) – TOPS sends a matrix file to the Networx contractors establishing all AHCs that will be billed at a site.  Separate files are sent to distinguish CSDS from voice ANIs. All ANIs sent with these orders will be initially established in the contractor systems with the 4770 AHC as the default.

	6
	Networx contractor
	Networx contractor provides notification to Regions once ANIs are loaded – Alerts the RTM to update TOPS with Network ID and AHC elements.

	7
	Agency
	Is the Dedicated Access remaining with the same contractor? – Determines back office versus physical transition.

	7a
	Networx contractor & LEC
	Dedicated Access is installed – The capacity of the PBX will determine how additional trunking to a specific contractor can be accommodated. If an incumbent wins additional business, trunking to the old contractor may have to be disconnected to free up trunk cards in the PBX.

	7b
	GSA
	GSA RTM updates the Network ID in TOPS and makes AHC selection – TOPS will send a feed to the Networx contractors that will link the ANIs to the appropriate Agency AHC.

	8
	GSA
	GSA provides cutover notification to the Agency – The Agency and the GSA Regional personnel should agree upon the method of communication.

	9
	Agency
	Validate connectivity to the correct Networx contractor – See Section 4.2.

	10
	Agency
	Accept service – Conduct testing as defined in Section 4.2.

	11
	GSA
	TOPS Order or Bill File Feed sent with Agency AHCs – TOPS sends either a daily order file (Sprint and Qwest) or a monthly billing file to the Networx contractor (AT&T and Verizon Business).

	12
	GSA
	RTM sends disconnect order for the FTS2001 contractor trunks – Action must be taken even when a back office transition is executed.


4.1.2.2 Non-ANI System

As stated in Section 2, most of the GSA Consolidated Systems with Dedicated Access will not be able to transition until Agencies representing a majority of the traffic associated with these systems have made their FO decisions. Only GSA can issue orders to the Networx contractors for service behind GSA Consolidated Systems with Dedicated Access. This section describes the process for GSA to follow when ordering LD for the Agencies behind GSA Consolidated Systems with Dedicated Access that do not pass the originating telephone number to the Networx contractor. The MRC for the Dedicated Access and the usage will be allocated based on the per cent of total telephone numbers an Agency has behind a non-ANI capable system. GSA provides this fixed allocation to the Networx contractors on a monthly basis.
Figure 4-7:  Ordering behind GSA Dedicated Access with Non-ANI
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Table 4-7:  Ordering behind GSA Dedicated Access non-ANI
	Action Number
	Action Owner
	Action Description

	1
	GSA
	GSA Area Telecom Manager (ATM) determines that the majority of the traffic generating shared tenants have an FO – The GSA RTM reviews any available FTS2001 traffic data for a site in order to decide when to transition a system with Dedicated Access.

	2


	GSA


	ATM determines the number of trunks to order for Dedicated Access – The ATM determines the number of trunks to order for each of the Networx contractors, based on the FO decisions and the associated traffic.
GSA RTM and ATM review Dedicated Access inventory and order information – Review current configuration of trunks in the system.
RTM Coordinates with the Networx and FTS2001 contractor(s) – The RTM will establish points of contact in both the Networx contractor’s organization as well as the FTS2001 contractor’s organization. The coordination between contractors is necessary to ensure the dial plan changes in both networks are completed.
Regional Centrex/PBX groomed if required for software and hardware – The ATM determines if any changes to support the new trunk group configurations are necessary.

Prepare physical facilities for Networx Transition (wiring, equipment room) – The ATM will coordinate any changes/additions to the equipment room or cabling necessary to support the trunk groups which are required to support the transition to Networx.
RTM Coordinates transition dates with the Agency – The RTMs notify the Agencies behind a Consolidated System of the time that transition will occur and how to confirm the routing of their telephone number to the proper Networx contractor’s network. The Agency will advise the RTM of any blackout dates where transitions cannot occur based on its mission.

	3
	GSA
	GSA RTM prepares and sends order to Networx contractor – The RTM will order dedicated access from the Networx contractors with the System-specific AHC.

	4
	Agency,

Networx contractor &

GSA
	Agency reviews inventory – The Agency should work with the RTM to reconcile its inventory at each system.

Networx contractor reviews inventory and provides TPSP if requested – 

The RTM will request a TPSP from the Networx contractor for each site where that contractor will be providing Dedicated Access. The RTM will have to coordinate these plans between contractors.
GSA RTM reviews inventory and adds missing numbers to both TOPS and FTS Billing Table – After the reconciliation is completed the RTM updates TOPS as required.

	5
	Agency
	Is the Dedicated Access remaining with the same contractor? – Determines back office versus physical transition.

	5a
	Networx contractor & LEC
	Dedicated Access is installed – The capacity of the PBX will determine how additional trunking to a specific contractor can be accommodated. If an incumbent wins additional business, trunking to the old contractor may have to be disconnected to free up trunk cards in the PBX.

	5b
	GSA
	GSA RTM updates the Network ID in TOPS and makes AHC selection – TOPS will send a feed to the contractor that will include the percent allocation for each Agency served by that system.

	6
	GSA
	GSA provides cutover notification to the Agency – The Agency and the GSA Regional personnel should agree upon the method of communication.

	7
	Agency
	Validate connectivity to the correct Networx contractor – See Section 4.2.

	8
	Agency
	Accept service – Conduct testing as defined in Section 4.2.

	9
	GSA
	TOPS Order or Bill File Feed sent with Agency AHCs – Each Networx contractor receives a monthly bill file for fixed allocation which includes the system ID, the AHCs and the fixed percent of allocation for each AHC.

	10
	GSA
	RTM sends disconnect order for the FTS2001 contractor trunks – Action must be taken even when a back office transition is executed. 


4.1.3 WITS Ordering

This section describes the processes to follow when ordering LD for the Agencies behind GSA WITS Consolidated Systems with Switched Access.  There are no WITS systems with Dedicated Access. One important difference to note when ordering LD behind WITS Consolidated Systems is that the Agency, not GSA, may issue the order through Service@Once to execute the PIC change if the Agency is transitioning to a different contractor.
4.1.3.1 With PIC Change
The Agency can opt to order the PIC change in Service At Once. This order should not be placed until the SOCN is received from the Networx contractor. Alternatively the Agency may send in an order to the WITS Help Desk by any of the following methods: 1-800-381-3444, Civilian Customers Option 2, Fax:  202-392-0405 or Email: Wits.2001.csc@verizon.com.
Figure 4-8:  WITS Ordering with PIC Change (GSA or Agency)
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Table 4-8:  WITS Ordering with PIC Change
	Action Number
	Action Owner
	Action Description

	1
	Agency, Networx contractor & LEC
	National Capital Region (NCR)/Agency/Networx contractor/Local Exchange Carrier (LEC) begin coordination efforts – The transition planning requires collaboration of the Networx contractor, the Agency and the WITS staff.  The WITS personnel will work with the Agency and the Networx contractor to reconcile the inventory for which orders will be placed.

	2
	Agency
	Agency Ordering? – Is the Agency going to order their LD directly from the Networx contractor or will GSA?

	2a
	GSA
	NCR RTM prepares and sends order information to TOPS at morris.fts@gsa.gov – If GSA orders the LD service the WITS staff will prepare a file to be sent to TOPS that includes the ANI, the associated AHC for each ANI, the contractor and contract, and points of contacts who will receive order notifications from the Networx contractor.

	2b
	GSA
	TOPS Order Feed to selected Networx contractor – Additional fields are added to the file, including the 4770 AHC and the pre-order file is sent to the Networx contractor from TOPS. 

	3
	Agency
	Agency Places Order with Networx contractor – If the Agency opts to order its own LD service, it must submit the order to the Networx contractor with all contractor and contract required order elements.

	4
	Networx contractor
	Networx contractor loads ANI into its system – Contractor will load ANI with either 4770 AHC or Agency-specific AHC depending on the Networx contractor.

	5
	Networx contractor
	GSA NCR/Agency receives notification that ANI has been loaded into the Networx contractor’s system – The Agency should be noted on the LD order as a recipient of the order notifications regardless of who places the LD order.

	6
	Agency
	Agency Places PIC change order with LEC (Script File for Service@Once) – The Agency can opt to order the PIC change in Service@Once. This order should not be placed until the SOCN is received from the Networx contractor. Alternatively, the Agency may send in an order to the WITS Help Desk by any of the following methods: 1-800-381-3444, Civilian Customers Option 2, Fax:  202-392-0405 or Email: Wits.2001.csc@verizon.com.

	7
	LEC
	LEC executes PIC change on due date and sends confirmation to NCR/Agency – Verizon Business or Level 3 (WITS/WITS 3 contractors) will provide notification when the PIC change takes place.

	8
	GSA
	NCR RTM enters order information into Flat File for TOPS loading.  Order completed in Service@Once –  This flat file contains the following additional elements not included in the pre-order file; Billing Account Code, Location Group, Carrier Access Code, Action Code, Effective Date of PIC, PRI Value, BTN, Network ID, Seed Vendor (Y or N), Same Vendor (Y or N).

	9
	GSA
	WITS Customer Table Network ID field updated by NCR – The Network ID field in TOPS is updated by the WITS staff.

	10
	LEC
	Flat file forwarded to NCR from LEC one business day following PIC change – This file validates that the PIC change has occurred.

	11
	GSA
	Flat file forwarded to Willow Wood on the day notification is received – File identified in Step 8 is sent to TOPS.

	12
	GSA
	TOPS Order Feed re-sent to PICed contractor if AHC has changed.  Non-selected contractors receive feed with 4770 AHC – TOPS will resend the order file to Sprint and Qwest to update the ANI with the Agency-specific AHC. A monthly billing file sent to AT&T and Verizon Business updates the ANI with Agency-specific AHCs.  All contractors will receive the order so that all ANIs are loaded into their order systems.  


4.1.3.2 Without PIC Change

Figure 4-9:  WITS Ordering without PIC Change
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Table 4-9:  WITS Ordering without PIC Change
	Action Number
	Action Owner
	Action Description

	1
	Agency, Networx contractor & LEC
	NCR/Agency/Networx contractor/Local Exchange Carrier (LEC) begin coordination efforts – The transition planning requires collaboration of the Networx contractor, the Agency and the WITS staff.

	2
	Agency
	Agency Ordering? – Is the Agency going to order their LD directly from the Networx contractor or will GSA?

	2a
	GSA
	NCR RTM prepares and sends order information to TOPS at morris.fts@gsa.gov – If GSA orders the LD service the WITS staff will prepare a file to be sent to TOPS that includes the ANI, the associated AHC for each ANI, the contractor, the contract and points of contacts who will receive order notifications from the Networx contractor.

	2b
	GSA
	TOPS Order Feed to selected Networx contractor – Additional fields are added to the file, including the 4770 AHC and the pre-order file is sent to the Networx contractors from TOPS. 

	3
	Agency
	Agency places order with Networx contractor – If the Agency opts to order their own LD service they must submit the order to the Networx contractor with all required elements.

	4
	Networx contractor
	Order received by Networx contractor – Contractor will load ANI with either 4770 AHC or Agency-specific AHC depending on who generates the order.

	5
	Networx contractor
	Networx contractor provides notification to NCR RTM (SOCN) that order has been processed – The Agency POC and the RTM should be noted on the LD order as a recipient of the order notifications regardless of who places the LD order.

	6
	GSA
	WITS Customer Table Network ID field updated – The Network ID field in TOPS is updated by the WITS staff.

	7
	GSA
	RTM enters order information into Flat File for TOPS loading - This flat file contains additional elements not included in the pre-order file; Billing Account Code, Location Group, Carrier Access Code, Action Code, effective date of PIC/LPIC, PRI Value, BTN, Network ID, Seed Vendor (Y or N), same vendor (Y or N).

	8
	GSA
	Flat File forwarded to TOPS at morris.fts@gsa.gov – Send the file identified in Step 7 TOPS.

	9
	GSA
	TOPS Order Feed re-sent to PICed contractor if AHC has changed.  Non-selected contractors receive feed with 4770 AHC – The order file is re-sent to the PICed contractor if a pre order file was not sent or if a pre order was sent with a different AHC.  An order file is sent to all non-PICed contractors with a default 4770 AHC.  All contractors who have the number loaded in their FTS2001 systems will process an FTS2001 disconnect order. 


4.2 Acceptance Testing
This section describes tests the Agency should carry out to validate that the service, either Voice Service or CSDS, has been installed correctly and that all necessary routing changes have been made on the FTS2001 and Networx contractors’ networks have been completed.  
4.2.1 Acceptance Testing for Switched Access
Switched Access Testing of PIC/LPIC
· Call-through tests

· Off-net to On-net
· Off-net to Off-net
· Use of Government Emergency Telephone System [710-NCS-GETS (710-627-4387)] 
· International (if required) 
· Off-net information call
· Network verification number to ensure successful execution of the PIC/LPIC. See 700 Number below for further details.

· If restrictions, such as International calling or Numbering Plan Area blocks, are placed on any ANIs or switched trunks, calls should be placed to these blocked areas. 
FEATURE TESTS

The Agency should ensure the delivery of all the features and functions ordered with the service and that they are operational within the three business days after receiving the SOCN.  If during the acceptance testing period the Government encounters problems and notifies the contractor by opening a trouble ticket, the contractor shall correct the problem, repeat the verification testing, and issue a new SOCN with a new completion date when the problem is resolved. The Networx contractors are to perform verification testing on the service for each order at the initial service delivery to an Agency per the Networx service verification test plan.  Tests should be performed on the following features:
a. Operator Services

b. Suppression of Calling Number Delivery
4.2.2 Acceptance Testing for Dedicated Access

Call-through tests
a. On-net to On-net

b. On-net to Off-net

c. Use of GETS [710-NCS-GETS (710-627-4387)] features.

d. International (if required)

e. Calls through gateways:

f. Calls from locations on the FTS2001 networks to the cutover site

g. Calls from the cutover site to locations on the FTS2001 networks

h. Calls from the cutover site to locations on the FTS2001 networks that have special dial plans

i. Off-net information calls

FEATURE TESTS

The Agency should ensure the delivery of all the features and functions ordered with the service and that they are operational within the three business day after receiving the SOCN. If during the acceptance testing period the Government encounters problems and notifies the contractor by opening a trouble ticket, the contractor shall correct the problem, repeat the verification testing, and issue a new SOCN with a new completion date when the problem is resolved.  The Networx contractors are to perform verification testing on the service for each order at the initial service delivery to an Agency per the Networx service verification test plan.  Tests should be performed on the following features:
a. Operator Services

b. Suppression of Calling Number Delivery
4.2.3 Contractor Test Numbers

Once the PIC/LPIC change is executed, test calls should be made from the affected ANIs to the following numbers, which are Networx contractor dependent:

AT&T:

700-555-4141 number only validates the PIC result to AT&T, not the Networx contract

To validate the ANI is assigned to a Software Defined Network:

1) For ANIs in Pennsylvania, use the 770 number (this is a GA area code)

 770-988-9664 

2) For ANIs in Georgia, use the 412 number (this is a PA area code) 

 412-369-3106

Qwest:

700-555-6389 (NETX) - Qwest Networx Contract 700# for customers to verify their number has been moved to Qwest on the Networx Contract.
Sprint:

700-742-2001 - FTS2001 & Networx 700 Switched PIC Test Number

700-387-2001 - FTS2001 & Networx 700 Dedicated PIC Test Number

700-555-4141 - Non FTS2001/Networx 700 PIC Test

Verizon Business:

700-638-9679- (700NETWORX) - to test the PIC on their ANI for Networx

Figure 4-10:  Order Completion and Service Acceptance Process Actions
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Table 4-10:  Order Completion and Service Acceptance Process Actions
Table 4-10 describes the actions for the Agencies and GSA to follow associated with the Order Completion and Acceptance Process Flow shown above.
	Action Number
	Action Owner
	Action Description

	10
	Agency
	Testing for correct PIC or contract – The Agency will place test calls.

	11
	Agency
	Accept Service – No formal acceptance is required. If the service is not rejected within three business days after receiving the SOCN, the service is considered accepted.


5.0 New Service
5.1 GSA Ordering New Service
This section describes the process that GSA follows when ordering new LD for Agencies behind GSA Consolidated Systems with Switched Access.  The excerpts below are from the process flowcharts for GSA ordering new service for the Agencies.
The first step in this process is for the Agency to request a new local line from the GSA ATM. The ATM initiates the order in TOPS; sometimes the ANI is already part of an existing number block and only has to be activated.  

Figure 5-1:  GSA New Service Ordering
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Table 5-1:  GSA New Service Ordering
	Action Number
	Action Owner
	Action Description

	1
	Agency
	Agency requests service – The Agency requests new local service from the GSA ATM and advises the ATM of their Networx contractor of choice.

	2
	GSA
	GSA ATM initiates order in TOPS – ATM initiates the order in TOPS for the new service. All CSDS ANIs are marked with subcategory 00052 in TOPS.  An Agency can define rules in TOPS that will prompt the ATM to assign a specific AHC to the Agency’s ANIs behind that system. The AHC can be defined at four levels:

a. ABCODE
b. SYSTEMID+ABCODE

c. SYSTEMID+CUSTOMERID+ABCODE

d. SYSTEMID+CUSTOMERID+LOCATION+ABCODE.

	3
	Networx contractor & LEC
	Is the ANI known? – Is the telephone number an existing inactive number or is a new telephone number required?


5.1.1 GSA New Service Ordering – ANI Known

When the ANI is part of an existing number block and the Agency requires use of the service immediately, the Agency must inform the ATM whether it is initially willing to receive the local service without LD. If yes, the ATM will release the order to the LEC with a Null PIC and send the order to the Networx contractor.  If no, the ATM will send the order to both the Networx contractor and the LEC.  Once the ATM completes the order in TOPS an order update is sent to the Networx contractor with the Agency AHC.
Figure 5-2:  GSA New Service Ordering - ANI Known
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Table 5-2:  GSA New Service Ordering - ANI Known
	Action Number
	Action Owner
	Action Description

	4
	Agency
	Can the ATM set a Null PIC/Long Distance Class of Service (COS) Restriction? – Does the Agency wish the ATM to order the service and restrict the telephone number from making LD calls or is the Agency willing to accept commercial billing until the Networx contractor gets the number loaded into their Networx system?

	5a
	GSA
	GSA ATM releases order to LEC with Null PIC – This will preclude the agency from making LD calls.

	5b


	GSA


	GSA ATM releases order to LEC with PIC/LPIC – The GSA ATM releases PIC/LPIC change order to LEC.

	6a
	LEC and GSA
	LEC completes the order – The LEC sends a notice back to the ATM that the order is complete.
GSA ATM completes the order in TOPS – This will generate a feed to the Networx contractor.

	7
	GSA
	GSA sends order to Networx contractors – Order submitted concurrent with action in 5a.

	8
	Networx contractor
	SOCN sent for ANI – This will inform the ATM that the ANI has been loaded in the Networx contractor’s system.

	9
	GSA
	GSA ATM initiates Second Local order in TOPS to LEC for change from Null PIC/COS to Networx PIC – The Agency will be subject to additional charges.


5.1.2 GSA New Service Ordering – ANI Unknown

If the ANI is not known and the Agency requires the use of the service immediately, the Agency must inform the ATM whether it is willing to have the local service without LD. If yes, the ATM will release the order to the LEC for a new ANI with a Null PIC. When the ATM gets the new ANI, the order is completed in TOPS and the ATM will send the order to the Networx contractor. Once the SOCN is received, the ATM will initiate a second local service order, identifying the Networx contractor.

If no, the ATM will release the order to the LEC for a new ANI with the Networx contractor identified. When the LEC informs the ATM of the new ANI, the ATM will complete the order in TOPS and send the order to the Networx contractor.
Figure 5-3:  GSA New Service Ordering - ANI Unknown
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Table 5-3:  GSA New Service Ordering - ANI Unknown
	Action Number
	Action Owner
	Action Description

	4
	Agency
	Can the ATM set a Null PIC/Long Distance Class of service (COS) Restriction? – Does the Agency wish the ATM to order the service and restrict the telephone number from making LD calls or is the Agency willing to accept commercial billing until the Networx contractor gets the number loaded into their Networx system?

	5c
	GSA
	GSA ATM releases order to LEC for new ANI with Null PIC – This will preclude the agency from making LD calls.

	5d
	GSA
	GSA ATM releases order to LEC for new ANI with PIC/LPIC – This will allow the agency to make LD calls.  However, billing will default to casual/commercial billing until the LD contractor loads the ANI into their provisioning system for Networx. 

	6b
	LEC & GSA
	LEC provides new ANI back to GSA ATM and completes the order – The LEC notifies the ATM that the service order for the new telephone number has completed.
GSA ATM completes the order in TOPS – This will generate a feed to the Networx contractor.

	7
	GSA
	GSA sends order to Networx contractors – A daily feed is sent to the Networx contractors.

	8
	Networx contractor
	SOCN sent for ANI – This will inform the ATM that the ANI has been loaded in the Networx contractor’s system.

	9
	GSA
	GSA ATM initiates Second Local order in TOPS to LEC for change from Null PIC/COS to Networx PIC – The Agency will be subject to additional charges.


5.1.3 TOPS Review and Release Process (New Service)
The TOPS Review and Release Process was created to allow federal Agencies to monitor telecommunications order activity and cost.  Once an ATM enters an order into the TOPS local services ordering system, the information is made available to the Agency for review.  Only authorized persons are permitted to review and approve order information.  Before the order can be released a designated Agency reviewing official is required to review and approve the order.  During the review process, the designated official reviews the services ordered, associated cost of the services ordered, and validates the AHC assigned.  Once approved, the order is transmitted back to the GSA ordering official to release it to the LEC for implementation.  Detailed steps for reviewing an order are available in the TOPS Customer User Guide, Section G. “Reviewing an Order.”
Table 5-4:  TOPS Review and Release Process
	Action Number
	Action Owner
	Action Description

	1
	Agency
	Agency reviews order in TOPS – Within TOPS an Agency’s designated official accesses the “Review an Order” screen, reviews and validates the new order information including services ordered, associated cost of services, and AHC.  The “Review an Order” screen in TOPS will list all orders for which the user has authority that are ready for review.

	1.1
	Agency
	Agency notifies ATM of corrections that need to be made – If the Agency does not approve the order information, the order information is currently retained in the “Review an Order” screen, and is not transmitted back to the ATM.  Functionality will soon be available that will enable the Agency reviewer to reject the order and select a reason code for the rejection, including an option for "other" where it will be able to key in the actual reason.  The Agency reviewer will be able to change the AHC for install lines for Networx customers.

	2
	Agency
	Agency approves the order for release to the LEC – Once the Agency’s designated official reviews and validates the new order information, the reviewing official approves the order.  At that point, the order information is no longer available for review.

	3
	GSA
	GSA releases the order to the LEC – Once the Agency approves the order, the ATM to releases it to the LEC.


5.2 Agency Requesting New Service Behind GSA Consolidated Systems 
This section describes the process to follow when an Agency orders new LD behind GSA Consolidated Systems, with Switched Access.  The excerpts below are from the process flowcharts for an Agency ordering new service.

The first step in this process is for the Agency to request a new local line from the GSA ATM. The ATM initiates the order in TOPS; sometimes the ANI is already part of an existing number block and only has to be activated.  

Figure 5-4:  Agency Requesting New Local Line
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Table 5-5:  Agency Requesting New Local Line
	Action Number
	Action Owner
	Action Description

	1
	Agency
	Agency requests new service – The Agency requests new local service from the GSA ATM and advises the ATM of their Networx contractor of choice.

	2
	GSA
	GSA ATM initiates order in TOPS – ATM initiates the order in TOPS for the new service.  All CSDS ANIs are marked with subcategory 00052 in TOPS.  An Agency can define rules in TOPS that will prompt the ATM to assign a specific AHC to that Agency’s ANIs behind that system. The AHC can be defined at the ABCODE, the SYSTEMID+ABCODE, the SYSTEMID+CUSTOMERID+ABCODE or the SYSTEMID+CUSTOMERID+LOCATION+ABCODE.

	3
	Networx contractor & LEC
	Is the ANI known? – Is the telephone number an existing inactive number or is a new telephone number required?


5.2.1 Agency Requesting New Service – ANI Known

When the ANI is part of an existing number block and the Agency requires use of the service immediately, the Agency must inform the ATM whether it is willing to receive the local service initially without LD. If yes, the ATM will release the order to the LEC with a Null PIC and the Agency will send the order to the Networx contractor and note that both the Agency and the GSA ATM should receive copies of all notifications related to the order.  If no, the ATM will send the order to the LEC with the PIC/LPIC concurrent with the Agency issuing an order to the Networx contractor.  

When the local service order has been issued with a Null PIC and the SOCN is received, the GSA ATM will initiate a second local order to change the Null PIC to the Networx contractor of its choice. This should eliminate any commercial invoices; however, the Agency will incur additional service order charges from both the LEC and the GSA Region.
In the case where the initial service order PICed the ANI to the Networx contractor the ATM will set the network ID in TOPS to “N” once the service is installed by the LEC. This will ensure that the ANI will not be sent in a TOPS feed to the Networx contractors.

Figure 5-5:  Agency Requesting New Service – ANI Known
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Table 5-6:  Agency Requesting New Service - ANI Known
	Action Number
	Action Owner
	Action Description

	4
	Agency
	Can the ATM set a Null PIC/Long Distance Class of service (COS) Restriction? – Does the Agency wish the ATM to order the service and restrict the telephone number from making LD calls or is the Agency willing to accept commercial billing until the Networx contractor gets the number loaded into its Networx system?

	5a
	GSA
	GSA ATM provides ANI to Agency and releases order to LEC with Null PIC– This will block the number from making LD calls. 

	5b


	GSA


	GSA ATM provides ANI to Agency and releases order to LEC with PIC/LPIC – In this instance the Agency wants the ANI to make LD calls as soon as the LEC activates the ANI.

	6a
	LEC and GSA
	LEC completes the order – The LEC sends a notice back to the ATM that the order is complete.
GSA ATM updates Network ID to “N” in TOPS – This will ensure the ANI is not sent to the Networx contractors in a TOPS feed.

	7
	Agency
	Agency sends order to Networx contractor with Agency-specific AHC – The TOPS Network ID will be set to “N” so the Agency must submit an order to the Networx contractor.

	8a
	Networx contractor
	SOCN for ANI sent to Agency and GSA ATM – When the ATM receives the SOCN they will issue an order to the LEC to change from a Null PIC to the Networx contractor.

	8b
	Networx contractor
	SOCN for ANI sent to Agency – The LEC order is sent to the Networx contractor as the PIC choice. No further action of the ATM is required. No commercial billing should occur after the Agency receives the SOCN.

	9
	GSA
	GSA ATM initiates Second Local order in TOPS to LEC for change from Null PIC/COS to Networx PIC – The Agency will be subject to additional service order charges from the LEC and GSA.


5.2.2 Agency Requesting New Service – ANI Unknown
Figure 5-6:  Agency Requesting New Service – ANI Unknown
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Table 5-7:  Agency Requesting New Service – ANI Unknown

	Action Number
	Action Owner
	Action Description

	4
	Agency
	Can the ATM set a Null PIC/Long Distance Class of service (COS) Restriction? – Does the Agency wish the ATM to order the service and restrict the telephone number from making LD calls or is the Agency willing to accept commercial billing until the Networx contractor gets the number loaded into their Networx system?

	5c
	GSA
	GSA ATM releases order to LEC for new ANI with Null PIC – This will block the number from making LD calls.

	5d

	GSA


	GSA ATM releases order to LEC for new ANI with PIC/LPIC – In this instance the Agency wants the ANI to make LD calls as soon as the LEC activates the ANI.

	6b
	LEC and GSA
	LEC provides new ANI back to GSA ATM and completes the order – As soon as the LEC completes the local service order the new telephone number will be provided to the GSA ATM.
GSA ATM completes the order in TOPS, sets Network ID to “N,” and provides new ANI to Agency – Setting the Network ID to “N” will ensure the ANI is not sent to the Networx contractors in a TOPS feed.

	7
	Agency
	Agency sends order to Networx contractor with Agency-specific AHC – The TOPS Network ID will be set to “N” so the Agency must submit an order to the Networx contractor.

	8a
	Networx contractor
	SOCN for ANI sent to Agency and GSA ATM – When the ATM receives the SOCN they will issue an order to the LEC to change from a Null PIC to the Networx contractor. 

	8b
	Networx contractor
	SOCN for ANI sent to Agency – The LEC order was sent with the Networx contractor as the PIC choice. No further action of the ATM is required. No commercial billing should occur after the Agency receives the SOCN.

	9
	GSA
	GSA ATM initiates Second Local order in TOPS to LEC for change from Null PIC/COS to Networx PIC – The Agency will be subject to additional charges.


6.0 Local NUMBER PORTABILITY

LNP is the transfer of a telephone number from one contractor to another.  Before a land line telephone number can be ported from the old service provider (in most cases the LEC or CLEC) to the new one, the Networx contractor must determine which authorizations are necessary to release a number from the old provider and the current Customer of Record.  The Customer of record is the entity that originally ordered the service from the LEC. The old service must continue until the Networx contractor completes the transfer.  A premature disconnection will remove the customer’s telephone number, making portability impossible and will require the issuance of a new telephone number.  The Networx contractor must carry out the portability process with the current provider.  There are no industry standards in effect to regulate how each Networx contractor should handle the transfer of a land line telephone number from one service provider to another.  Each provider has its own method of handling LNP.

6.1 GSA Policy for Number Portability

The availability of new services to the Agencies on the Networx contract generated a need for GSA to establish a policy for the porting of telephone numbers from LECs to the Networx contractors. Appendix E discusses this policy further.
6.2 Factors Affecting Portability of a GSA Telephone Number
The Federal Communications Commission (FCC) has declared that the use of LNP is only for moving numbers in the same rate centers; however, there is an exception in the event of a disaster.  Porting to a Voice over Internet Protocol (VoIP) provider may also circumvent this restriction, providing that the VoIP has a gateway in the Rate Center from which the numbers are being ported. Prior to moving numbers, the Agency must verify that the new Networx contractor or VoIP can provide the configurations and features required and have service in the appropriate Rate Center.
When changing the physical location or address, the Rate Center of service may change, in which case, the current provider may refuse to port the numbers.  The Rate Center determines the toll rates and is based on rate map coordinates within an exchange area, and designated geographic locations that are assigned by the LEC/CLEC contractor.  Exchange areas are based on geography and regulation, rather than equipment, can have one or more central offices switches servicing the defined area.

In order to port a number, it must be designated as being portable.  There are two ways to verify portability. Either the Networx contractor or the Agency can verify if the code (first 6 digits of a ten digit telephone number) is portable by checking the NeuStar public web site www.neustar.com.  If the code is not designated as portable on the web site, the new Networx contractor can place a request to make the number portable using the "Bonafide Request" process. This process adds the number codes to the portable database, but it can take up to nine (9) months.  It may only require a minor software change; in other instances it may require a Central Office (CO) switch upgrade or full replacement. In rare cases, intervention from a state Public Utility Commission and/or the FCC is necessary.  An Agency should consider the complications and time to make a number portable if it wishes to port its numbers.  The Agency should discuss portability options with the new Networx contractor prior to making plans for the transition.

Complications may also arise when planning moves outside of the Top 100 Metropolitan Statistical Areas (MSA).  MSAs are geographical areas that contain cities with a population of 50,000 or more, and generally also include the surrounding counties.  If the LNP number(s) that needs to be ported is in a CO switch outside of the Top 100 MSAs, the likelihood that a switch or code is not LNP capable increases dramatically.  This does not mean that the LNP process cannot be used to move the numbers, but it may increase the length of time it will take and the “Bonafide Request” process may be required.

6.3 The Porting Process

Porting may be necessary when an Agency makes a decision to transition its local service provided by GSA and the LEC/CLEC to a service provided by the Networx contractor (for example, Combined Services or VoIP).  Since GSA is the Customer of Record with the current local service provider, the GSA Regional personnel must first issue a LOA, referencing the BTN of the particular account, stating that they grant the authority to the Networx provider to port the numbers.

Once the LOA is generated, the responsibility for the porting of the numbers belongs to the Networx contractor.  GSA is not involved in the process again until the Agency notifies the GSA Region that its new service has been installed.  At this point GSA will issue the disconnect orders to both the local service and FTS2001 providers.

Figure 6-1:  Local Number Portability Process Flow
Figure 6-1 illustrates actions for the Agency, Networx contractor, LEC/CLEC and GSA to successfully port numbers from behind GSA systems to the Networx contractors.
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Table 6-1:  Local Number Portability
Table 6-1 describes the actions to be followed by the Agencies, Networx contractors, and GSA that are associated with the LNP Process Flow, illustrated in Figure 6-1.

	Action Number
	Action Owner
	Action Description

	1
	Agency
	Agency opts to port numbers to Networx service – The Agency makes a decision to port its telephone numbers from the LEC/CLEC to its Networx contractor. Identifies list of telephone numbers to be ported.

	2
	Agency
	Agency requests GSA to issue Letter of Agency (LOA) to the Networx contractor to begin the porting process – The format for the LOA should be provided by the impacted Networx contractor to the GSA ATM for their signature.

	3
	Networx contractor
	Networx contractor verifies numbers to be ported – Contractor should confirm with both GSA and the Agency which numbers are to be ported.

	4
	Networx contractor & LEC
	Numbers in Number Portability Administration Center (NPAC) LNP database? – The Networx contractor or the Agency validates that the ANIs to be ported are in the NPAC LNP database.  If the numbers are in the NPAC LNP database, proceed to step 6. 

	5a
	Networx contractor
	New contractor requests number portability from old contractor – The Networx contractor defines this portion of the porting process. 

	5b
	Networx contractor & LEC
	Is the number portable? – The FTS2001 contractor determines if the number is portable.  If the number is portable, proceed to Step 5c.  If not, the process is ended and the number cannot be ported.

	5c
	Networx contractor
	Old contractor enters area code and exchange (NPA NXX) into NPAC database – If the numbers were not in the database the LEC/CLEC must enter them into the database.

	6
	Networx contractor
	New contractor contacts old contractor to begin porting process – Once the numbers are in the database of the Networx contractor, the actual porting process may begin.

	7
	Networx contractor
	Networx contractor coordinates with the LEC and Agency – All parties must coordinate their activities to ensure a successful porting process.

	8
	Networx contractor
	Networx contractor accomplishes the porting of telephone numbers, installs new services, and sends SOCN – Ideally the RTM should be a recipient of the SOCN so they will know when to issue the disconnect order to the FTS2001 contractor as well as the LEC/CLEC.

	9
	Agency
	Agency accepts service – The Agency has three business days from the date of the SOCN to accept the service. If the service is not rejected within that time frame, the Networx contractor will assume acceptance and billing will commence.

	10
	Agency
	Agency requests GSA disconnect existing Local and Long Distance services – Once the Agency receives the SOCN they should issue a disconnect order to the GSA RTM who will issue corresponding disconnect orders to both the local and LD service providers associated with the impacted ANIs.

	11
	GSA
	Regional Office removes ANI from TOPS and sends disconnect order to the existing Local and Long Distance providers - The timing of this activity is crucial in that it should not occur before the SOCN is received from the Networx contractor. 


APPENDIX A – Acronyms
	AHC
	Agency Hierarchy Codes
	
	SOCN
	Service Order Completion Notice

	ANI
	Automatic Number Identification
	
	SOW
	Statement of Work

	ASRN
	Agency Service Request Number
	
	TCC
	Transition Coordination Center

	ATM
	Area Telecommunications Manager
	
	TIP
	Transition Information Portal

	BTN
	Billing Telephone Number
	
	TOPS
	Telecommunications Ordering and Pricing System

	CLEC
	Competitive Local Exchange Carrier
	
	TPSP
	Transition Project Specific Plan

	CO
	Central Office
	
	TSM
	Technology Service Manager

	CSDS
	Circuit Switched Data Service
	
	TWG
	Transition Working Group

	DAR
	Designated Agency Representative
	
	USDA
	United States Department of Agriculture

	FCC
	Federal Communications Commission
	
	
	

	FGD
	Feature Group D
	
	
	

	FO
	Fair Opportunity
	
	
	

	GSA
	General Services Administration
	
	
	

	IMC
	Interagency Management Council
	
	
	

	IXC
	Inter-Exchange Carrier
	
	
	

	LD
	Long Distance
	
	
	

	LEC
	Local Exchange Carrier
	
	
	

	LNP
	Local Number Portability
	
	
	

	LOA
	Letter of Agency
	
	
	

	LPIC
	IntraLATA Primary Interexchange Carrier
	
	
	

	MOU
	Memorandum of Understanding
	
	
	

	MRC
	Monthly Recurring Charge
	
	
	

	MSA
	Metropolitan Statistical Areas
	
	
	

	NCR
	National Capital Region
	
	
	

	NITC
	National Information Technology Center
	
	
	

	NPAC
	Number Portability Administration Center
	
	
	

	OCIO
	Office of the Chief Information Officer
	
	
	

	PIC
	Primary Interexchange Carrier
	
	
	

	POC
	Points of Contact
	
	
	

	RD
	Regional Directors
	
	
	

	RSTM
	Regional Services Transition Manager
	
	
	

	RSTS
	Regional Services Transition Support
	
	
	

	RTM
	Regional Transition Managers
	
	
	


APPENDIX B – Template for Appointment Letter for DAR
Ms./Mr. [fill in name]

Manager, Government Contracts

[Contractor’s name

And address]

RE:  Networx Universal or Networx Enterprise Designated Agency Representative (DAR) Notification

Dear Ms./Mr. [fill in name]:

The purpose of this letter is to notify [fill in contractor’s name] of the new appointment of Renee Cannon of GSA as a DAR for our Agency. This delegation of authority shall not exceed the bounds of the authority stated in the contract.

 [DAR Administrator’s name] is the only official with [Agency name] signature authority to assign DARs as agents to place orders with your business office under the [fill in network services contract name] contract.  This supersedes all previous signature authority notification.

This letter fulfills [Agency name] requirements in accordance with the GSA Networx [Universal or Enterprise] contract, Sections C.3 and G (See Sections C.3.5.1.2.1.2, G.1.1.1.1, and G.1.1.1.2 of the Networx contract for examples).  Please be reminded that [contractor’s name]is not to accept telecommunications service orders, changes to service orders, or any other service requests by [Agency name] personnel except as authorized by the DAR Administrator named herein.  Should you have any questions, please contact [POC].

Sincerely,

Agency Appointing Authority 

cc:  Renee.Cannon@gsa.gov

       networx.transition@gsa.gov

APPENDIX C – Letter to Agencies


[image: image25.emf]December 4, 2008   [Click  here  and type recipient’s address]   Dear  [ Ms. / Mr. ]  [fill in  name] :   For consolidated systems with dedicated access, GSA will continue to order long distance voice service  for all Agencies under the Networx contract as they did under FTS2001. For consolidated systems with  switched access, you have the option of ord ering these services directly from the Networx contractor or  GSA will continue to order these services under the Networx contract as they did under FTS2001.   Based on sections C.3.5.1.2.1.2, G.1.1.1.1, and G.1.1.1.2 of the Networx [Universal / Enterprise]  c ontract  the DAR Administrator  must register  Agency Hierarchy Codes (AHCs)  with  the Net worx  contractor   prior to ordering any services.   The accomp anying spreadsheet contains the  list  of  current  AHC s  associated with your FTS2001  voice  services  that are behin d GSA consolidated systems.   You  may elect to use these same  AHCs  under Networx, or create new  AHCs  specifically for Networx.   Whichever the case, you must register them with your Networx contractor.     As a courtesy p lease copy  Renee Cannon on all AHCs that y ou register with the Networx contractor for voice service behind a  GSA consolidated system as the AHCs also have to be loaded into the GSA ordering system (TOPS).   For GSA to order on your behalf ,   you will need to  complete the accompanying DAR a ppo intment l etter  and  appoint Renee Cannon of G SA as a  DAR for voice service .   In this case, you may want to create  AHCs   specifically  for the  services  behind  GSA consolidated facilities in order to keep Renee’s activitie s  separate from your Agency DAR s.  Please send  a  of  copy of the  DAR appointment letter to the Networx  contractor and copy Renee.Cannon@gsa.gov   If you have any questions regarding this issue you may contact  Renee Cannon  at 703 - 306 - 6514.   Sincerely,     Richard Williams   GSA Networx Transitio n Manager  

General Services Administration   Transition Coordination Center (TCC)   10304 Eaton Place   Fairfax, VA 22030  


APPENDIX D – Letter of Agency (LOA) (Agency Letterhead)
LETTER OF AGENCY; Transition to Networx

(Agency Name Printed or Typewritten)

(Agency) has, on the date indicated below, entered into an agreement with (Networx contractor) whereby (Networx contractor) is authorized to act as agent on behalf of (Agency) in all dealings with the GSA Regions with respect to transitioning Voice Services provided by GSA Consolidated Systems from FTS2001 to Networx. This authority shall include the following actions:

_____ (initial) Direct the GSA Regions to place an order in TOPS to indicate a change to (Networx contractor).

_____ (initial) As required, direct the GSA Regions to execute a PIC and LPIC change to (Networx contractor).

(Networx contractor) is authorized to obtain inventory information for the identified Agency with respect to the above identified telecommunications services.

This Letter of Agency and Authorization shall remain in effect from (Date) until (Date).

The undersigned acknowledges that he/she has read and understands the foregoing, and has full authority to execute this Letter of Agency and Authorization on behalf of (Agency).

Agency Authorization





_______________________________________


          Signature





          

_______________________________________


          Printed/Typed Name





Agency/Bureau Transition Manager

_______________________________________


          Title






_______________________________________
          



          



Contact Telephone Number

_______________________________________


           Date






APPENDIX E – GSA Policy for Number Portability
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August 28, 2008

MEMORANDUM FOR GSA-FAS REGIONAL NETWORK SERVICES OFFICES

FROM:  Karl Krumbhol
Director, NefWork Setvices Progeam

SUBJECT: Release of telephone numbers assorlate with FAS Regional
Telecommunications Services

These Guideiines provide information to the federal agencies regarding the
release and porting of FAS Notwork Services agency folaphone numbers when
the local service is provided by the ragianal tslecommunications servizes
program. FAS wil release the oca telephone numbers that fs custormer
agencios usa. However, due to the varying technioal and servios configurations
around the nation, the poriing capabilty may vary.

‘These Guidelines may be sharsd with customer agencies. Speciic servica
quastians should be dirscted to the Regionai Telscommunications Director.
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10304 Eaton Place

Fairfax, VA 22030


December 4, 2008

MACROBUTTON NoMacro [Click here and type recipient’s address]

Dear [Ms. / Mr.] [fill in name]:

For consolidated systems with dedicated access, GSA will continue to order long distance voice service for all Agencies under the Networx contract as they did under FTS2001. For consolidated systems with switched access, you have the option of ordering these services directly from the Networx contractor or GSA will continue to order these services under the Networx contract as they did under FTS2001.


Based on sections C.3.5.1.2.1.2, G.1.1.1.1, and G.1.1.1.2 of the Networx [Universal / Enterprise] contract the DAR Administrator must register Agency Hierarchy Codes (AHCs) with the Networx contractor prior to ordering any services.  The accompanying spreadsheet contains the list of current AHCs associated with your FTS2001 voice services that are behind GSA consolidated systems. You may elect to use these same AHCs under Networx, or create new AHCs specifically for Networx. Whichever the case, you must register them with your Networx contractor.  As a courtesy please copy Renee Cannon on all AHCs that you register with the Networx contractor for voice service behind a GSA consolidated system as the AHCs also have to be loaded into the GSA ordering system (TOPS).

For GSA to order on your behalf, you will need to complete the accompanying DAR appointment letter and appoint Renee Cannon of GSA as a DAR for voice service.  In this case, you may want to create AHCs specifically for the services behind GSA consolidated facilities in order to keep Renee’s activities separate from your Agency DARs. Please send a of copy of the DAR appointment letter to the Networx contractor and copy Renee.Cannon@gsa.gov

If you have any questions regarding this issue you may contact Renee Cannon at 703-306-6514.

Sincerely,
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Richard Williams


GSA Networx Transition Manager


