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Emergency Phone List for Construction Personnel
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Process Steps

Available Step
Aides

Key Activities

Points of Interest

Regional Program Services Clerk
(RPSC) receives notice of new staff,
transferring staff, temporary staff, or
consultant inspector work station
assignments

Regional Program Services Clerk (RPSC) will get this "notice”
information from several different documents including the
Resident Engineer (RE) Assignment Letter from the Regional
Construction Engineer (RCE), Consultant Inspector Notice to
Proceed document, the RCE verbally telling the RPSC that a
temporary employee will be starting work or that field staff are
being reassigned, or from the RE submittal of an Emergency
Contact-511 Sheet. .

There may be additional ways that the
RPSC is given Emergency Phone List
data for Construction Personnel

Regional Program Services Clerk
(RPSC) enters new work assignment
information into the spreadsheet
located on the G:drive

EPLCA

Regional Program Services Clerk (RPSC) enters new work
assignment information into the spreadsheet located on the
G:drive. The spreadsheet can be found on the G:drive at the
following address G:\Administration\Addresses and Contact
Numbers

Deliverables

Available Step
Aides

Key Activities

Points of Inferest

Email is sent to the Construction
Executive Assistant telling them that
the updates for the region have been
completed in the spreadsheet

The RPSC will email the Construction Executive Assistant (CEA)
telling them that the updates for the region have been completed
in the spreadsheet. The CEA is responsible for section wide
distribution of the Emergency Phone List for Construction
Personnel
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Navigate to the Emergency Phone List: G:drive - Administration - Addresses and Contact Numbers
Open the Emergency Phone List for Construction Personnel file
Tab to the appropriate region within the sheet
Enter temporary, consultant, and field staff assigned to various projects within the region

Once all fields are entered as shown in the appropriate columns save the document and overwrite all changes
Send an email to the Construction Executive Assistant when the respective region has been updated
Construction Executive Assistant sends out as an attachment to distribution list

- Information should be updated bi-weekly for and by each region
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EPLC1 — How to Enter Data into the Emergency Phone List




