TC-04  TC DAY CHECKLIST


TC-04 TC Day Checklist

This document provides the daily checklist and schedule for TC activities.  Any feedback or notes for these activities should be put in the day log. 

8:30  
  - Start Of Day

· Close the previous day’s Day-Log and start a new one.

· Move previous log into the Day Log Archive section.

· On the new log list the date, TC name, and start time.

· Copy any open issues or action items from the previous log to the new log—this does NOT include open IRs.

· Enter any scratch IRs (FRM-03) into the Ops Support web page.

· Do so as described in PIR-01 Incident Reporting Procedure.  Remove the scratch IR after you insert the printed IR into the binder.


10:00hour - Service Monitoring

· PIR-03 Service Monitoring Procedure

· Consult project team on any issues, actions, or IRs that require their assistance.

· If the service has been restored or has degraded since the previous day, update the Operational Support Center web page

· Use PIR-06 OSC Web-page Procedure as a guideline.

11:00hour - Service Monitoring

· PIR-05 Service Monitoring Procedure (Quick)

12:00hour - Service Monitoring

· PIR-05 Service Monitoring Procedure (Quick)

13:00hour - Service Monitoring

· PIR-05 Service Monitoring Procedure (Quick)

14:00hour - Service Monitoring

· PIR-05 Service Monitoring Procedure (Quick)

15:00hour - Service Monitoring

· PIR-05 Service Monitoring Procedure (Quick)

16:00hour - Service Monitoring

· PIR-05 Service Monitoring Procedure (Quick)

17:30     - End of Day

· PIR-05 Service Monitoring Procedure (Quick)

· PIR-06 OSC Web-page Procedure
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