XO COMMUNICATIONS
Guidelines and Instructions for the LSR Process
Submission Information
*
All LSRs should be sent to http://apps.xo.com/XPORT/login.jsp.  However, manual LSRs will still be accepted at XOLSR@XO.COM.   Currently, Vonage orders must still be submitted manually.

*
All LSRs must be typewritten:  Handwritten LSRs will be rejected.

*
All emails should include the following in the subject line:
· For new orders:  PON Number and jurisdiction (state) of the order, both of which must be in ALL CAPS (do not include any other verbiage in the subject line)
· For supplements and cancellations:  PON number, VER, jurisdiction (state) of the order, and if order has been FOC’d, the XO order number, all of which must be in ALL CAPS (do not include any other verbiage in the subject line)
Hours of Operation

*  
Normal hours of operation are 7:00AM to 5:00PM MST on working business days, which are Monday thru Friday excluding holidays.
* 
A clean and error-free LSR sent to XO on a holiday will be considered to have been received by XO on the following working business day (“FOC Receipt Date”).   XO will observe the following holidays.  
2010 Holiday Schedule:

· New Year’s Day– Friday, January 1, 2010 

· Martin Luther King Jr. Day – Monday, January 18, 2010 

· Presidents' Day – Monday, February 15, 2010 

· Memorial Day – Monday, May 31, 2010 

· Independence Day – Monday, July 5, 2010 

· Labor Day – Monday, September 6, 2010 

· Thanksgiving Day – Thursday, November 25, 2010 

· Day after Thanksgiving – Friday, November 26, 2010 

· Christmas Day – Friday, December 24, 2010

Response Intervals

*   The expectation is that a FOC or rejection notice will be returned within 24 hours (excluding weekends and holidays) from the time XO receives a clean and error-free LSR, unless (1) the response interval is otherwise defined by inter-company agreements or (2) the LSR requests a port of 50 or more telephone numbers (in which case XO will seek to respond with a FOC or rejection notice within 72 hours of receiving such clean and error-free LSR).
· EXAMPLE:  If XO receives a clean and error-free LSR on Friday before 3:00 PM MST, XO will return a FOC or rejection notice within 1 business day (24 hours), which means the FOC or rejection notice will be sent no later than Monday by close of business.

· LSRs received after 3:00 PM are considered received the next business day. EXAMPLE:  If XO receives a clean and error-free LSR on Friday after 3:00 PM MST, XO will return a FOC or rejection notice within 1 business day (24 hours) of receipt on Monday, which means the FOC or rejection notice will be sent no later than Tuesday by close of business.
*    If the FOC is not received by the New Service Provider within 24 hours, then the New Service Provider should contact XO.
Due Date Intervals

*    The FOC Due Date must be no earlier than five (5) business days after the FOC Receipt Date.

*    Depending upon the number of TNs and complexity of the order, the FOC Due Date will be established on an individual case basis.

· Port out orders consisting of 50 or more numbers will be given a FOC Due Date interval based on an individual case basis.  

*   Supps for any reason will require a new FOC Due Date.

· EXAMPLE:  XO receives an LSR to make a change to an order (a “Supp”).  The Supp should have a FOC due date no earlier than five (5) business days after the FOC receipt date.  If requesting a FOC Due Date of less than the standard FOC Due Date interval, the expedite field must be marked and the expedite request must be approved by XO Management.   
*    Where intervals proscribed in a final order by the state commission vary from those stated herein, XO will abide by the commission proscribed intervals for the applicable state only.  As stated above, to ensure state-specific compliance, the jurisdiction (state) of the order MUST appear in the subject line of the LSR.
LSR Requirements
*    VER – starts at 00 as your first submission and increases numerically with each supplement.  Orders will be rejected for alpha VER.
*    ATN – should be filled out with the main billing 10-digit TN

*    D/T Sent – must match the D/T LSR is received by XO Communications

*    DDD – The FOC Due Date must be set 5 business days out.

*    REQTYPE - required

· CB – facilities will not be reused.  TXNU numbers will not be provided.

· BB – facilities will be reused.  TXNU numbers will be provided.  If reusing facilities the D order has to be sent back to XO before the port date.  If XO has not received the D order by the port date the NPAC subscriptions will be cancelled and a reject notice will be sent.
*    ACT – required.  

· V = Conversion of new service to LNP
· P = Partial conversion of service to LNP



*    SUP – required on all supplemental LSRs, otherwise prohibited

· 1 = cancel

· 2 = change due date only

· 3 = other – requires remarks
*    CC – required

*    AGAUTH – required

*    AUTHNM – required

*    End User Information – name and address must match XO Communications records 

*    REF NUM/LNUM, PORTED#, NPQTY required on Number Portability Section 
*    DQTY, RENUM, DISC# required on Disconnect Information

*    CONTACT SECTION – INIT, TEL #, E-MAIL and FAX NO. has to be filled out  (Please be certain that the E-Mail address provided reflects the correct address for XO to use when issuing all FOCs or rejects)
*    LNP validation of simple ports will be based on no more than the following four fields (1) ATN -- 10-digit telephone number; (2) customer account number; (3) 5-digit zip code; and (4) pass code (if applicable).
Additional Rules

*    All TN’s must be addressed on the LSR.  If a number is being disconnected it must be included on the disconnect page and not addressed in comments/remarks. If the TNs are staying with XO Communications, this needs to be stated in the comments/remarks as “remaining TNs to stay with XO”.
*   All services must be addressed on the LSR, including any internet/data services and what the disposition of those services will be going forward – i.e. porting, disconnecting or services to remain with XO Communications.
*    Orders may have the due date changed three times.  After that the order will be cancelled and a new LSR must be submitted.


*    In order to facilitate a faster response to port requests, Carriers will be given a 5 business day interval to port.  Specifically, if the Carrier receives a FOC for 01/26/09, they will have until 02/02/09 to port.  A supp is not required unless the Carrier is requesting a RDD later than the closing of the 02/02/09 window.  If the port does not happen by the end of the 5 day window, the order will be cancelled and a new order will have to be issued.  A failure to port notification will be sent at that time.
*    Once you have FOC, please be sure your NPAC subscriptions are entered 18 business hours ( 2 full business days, weekends not included) prior to the port date to ensure you can activate.  XO does not automatically concur every porting subscription.  
Status and escalation process
*    After the LSR is e-mailed to XO Communications.  

      Note:  An auto response is sent and a tracking number is assigned to all orders that are emailed to XO.  When calling to inquire about your order please have this tracking number as it will greatly assist in a faster response to your request.  If you are using our automated XPORT gateway, you will not receive a tracking number.  Please have your CCNA and PON handy when you call.
1st Level
All status inquiries must be called into 866-967-6787 or emailed to xoportouts@xo.com.  
· Inquiries for status must not take place until XO’s 1 business day (24 hour) response interval has expired.
· Request for status inside XO’s 1 business day response interval will be directed to call back after the interval has expired if an FOC or Reject is not received.

· As described on page 2 of this document; where intervals for response are dictated by state commission, XO will abide by the proscribed intervals for the applicable state only.

2nd Level
Cara Rhea, Team Lead, Port Outs


972-578-6365

3rd Level
Sal Molina, Manager, Port Outs


972-578-6574
4th Level
Bill Seagraves, Sr. Manager, Port Outs

630-371-3194
GLOSSARY

ATN = Account Telephone Number

D/T = Date/Time Sent

DDD = Desired Due Date

REQTYPE = CB (Number Portability Only) or BB (Number Portability With Loop Reuse) 

ACT = V (Full Port) or P (Partial Port)

SUP = Supplement

CC = Company Code

AGAUTH = Y or N 

AUTHNM = Authorized Name

REF NUM =Sequential Number Assigned To Each Porting TN

LNUM= Sequential Number Assigned To Each Porting TN

PORTED#=TN Requested to Port

NPQTY=Total Number of TNs Requested To Port

DQTY=Total Number of TNs Requested To Disconnect

LSR = Local Service Request

FOC = Firm Order Confirmation

PON =  Purchase Order Number

VER = Version Number

MST
= Mountain Standard Time

TN = Telephone Number
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