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Multi-Media Services Work Order Process

Brief Description

This document describes the processes required (externally and internally) when preparing or processing a Multi-Media Service Work Order.

Process Phases – External (The Customer’s Responsibility)

I. Acquiring the Document and Entering Information

Described below, there are two ways to get a Multi-Media Services Work Order (Form # AC1730-13):

A. Begin with a blank Multi-Media Services Work Order form.

Step 1 You can get this form electronically from the http://inet.amc.faa.gov/ under the MMAC Forms section.  The Multi-Media Services Request form is #AC-1730-13.



Step 2 You can also get a hardcopy of this form from the Multi-Media area located at MMAC, ARB rm. 105 or by contacting our office directly at (405) 954-4518.



B. How to complete the document (#AC1730-13).

Step 1 Certain blanks of the document must be completed in their entirety.  Complete the top two rows of information that includes: Originating Office- requires that you fill in the name of the organization requesting the work.  Routing Symbol – fill in the routing symbol of the organization requesting the work.  Date of Request – the actual date that you are completing this form.  Person to contact – Complete this blank with the name of the person who will be the contact person for this project.  Extension – This blank requires the point of contact’s telephone number, including the area code if out-of-state.  And lastly, Date Required – the date you would like the project completed.  

Please note that quick-turnaround projects are subject to a 25% rush charge or to a minimum of $25.00



Step 2 Notice that there are (3) main categories on the Work Order:  Television, Photo Services and Graphic Design.  Depending upon the kind of service you are requesting denotes which boxed category should contain information.  If your project involves more than one category, a separate work order will be required for each service function.  When filling in the category information, be specific.  Whether you are requesting a duplication of a tape (write in the exact title, length and year of the program); if you are requesting a photographer to shoot a particular event (be sure to include the exact shooting location, time, room no., and types of shots needed, etc); if you are requesting graphic design work (make sure you include specific instructions that can be followed by our illustrators.)
In some instances an extra informational sheet may need to be attached to this form.  Please type the document or make sure that the handwriting is legible.

Please be aware of copyrighted materials.  It is the customer’s responsibility to provide appropriate documentation for any formal materials requiring copyright permission. 



Step 3 At the bottom, right-hand corner of the document – this is where the requesting official for the project provides their signature, including their title, routing symbol and phone extension.  Note:  AMI Directorate employees must have their immediate Team Coordinator or Division Manager sign the form.  Also, a copy of the signed form needs to be sent to the AMI-100 budget contract office.



Step 4 If the work requested requires an appropriation code, this should be indicated in the area marked Justification For Emergency. For work that requires an appropriation code, please see your Team Coordinator or Division Manager. 



Step 5  Unless the project involves constant oversight, customers will be notified via phone when the project is ready for pick-up.  Completed work can be picked-up in room 105, ARB.  Upon picking up your project, there are three logbooks in the lobby of rm. 105.  Please provide your signature and date of pick up (into the appropriate book) upon picking up your order.  If you have any questions regarding this process, a team member will be happy to assist you.

Process Phases – Internal (AMI-700A’s Employee Responsibility)
II. Entering Data into Log Book

Step 1  Once a work order is received from a customer, the project must be logged into the corresponding log book (tv, graphics or photo).  The log book requests the following information:  Work order # (these are listed sequentially); Date of Request; Date Required; Customer’s Routing Symbol; Requesting Official’s name; Priority status; Quantity; Brief Project Description.  There are also 2 sections for the customer to complete upon pick-up:  signature of person picking up project and the date.


     Please note:  Some projects that are extra-large in scope or complexity may require a team “risk assessment       procedure” prior to the project being truly accepted or entered into the system.

Step 2  After entering data into log book, place work order in a plastic zip-lock bag and put in the Multi-Media “Incoming” box.  The Office Administrator or Budget Analyst will make sure these work orders are entered electronically into BillQuick.  Once these work orders are entered into BillQuick, the work order will be returned to the specified area (graphics, photo or tv) for work to begin.

     Please note:  Be aware that the original electronic entry into BillQuick is limited in character length.  So be      sure that the workorder briefly and accurately reflects the wording required for the BillQuick entry.
      
Step 3 In the event of a rush project, the work order can be hand carried to the Office Administrator or the Budget Analyst for immediate BillQuick entry.  A xerox copy of the work order can be made for personal use while the original work order can be given to the Office Administrator or Budget Analyst for expedient electronic entry.



III. Entering Time into BillQuick

Step 1 Once you have been assigned a project with a work order to complete, be sure that you make daily time entries (and any necessary expenses) into the BillQuick system.  This procedure accounts for the amount of time each team member invests in a project.



Step 2 It is understood that some projects take hours while some may take days or months to complete.  It is the employee’s responsibility to account for their time into the project using the BillQuick software.



IV.  Completion of a Project / Work Order

Step 1  Once you have completed a project you may notify the customer that the work is complete and can be picked up in room 105, ARB.  [see Customer’s Responsibility, Step 5 above.]



   Step 2  Take the finished project to room 105, ARB and give it to the Office Administrator. (If you have not already      phoned the customer, she will do so.)  



   Step 3  Notate that the work is complete with your initials (either on the work order itself or on an attached     post-it-note.  Put the completed work order (in the plastic bag) in the “Incoming” box.  Put the completed 

   physical work on the north shelf (under where the log books are displayed), or to the side in case the work    completed is too large.  The Budget Analyst or Office Administrator will then close out the work order.  It is    helpful to put a xeroxed copy of the work order attached to the completed work so that it can be easily located     on the shelf.  
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