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	Policy and Procedure Manual

	Engineering Services –History and Tracking                           C003
                                         



	SUBJECT/TITLE:
	History and Tracking

	
	

	PURPOSE:
	To maintain comprehensive history and tracking program for all equipment.


To maintain a comprehensive History and Tracking Program which includes a written testing and maintenance program for all equipment included in the program.  It is the responsibility of Unit Supervisors to keep the History and Tracking Program accurate.

Documentation of the History and Tracking Program is located in the Work Control Center.
PROCEDURES:

1)
At the beginning of each week, the Manager of the Engineering Services Work Control Center, or his designee, issues the maintenance work orders for the History and Tracking program.

2)
Testing and Maintenance is performed in accordance with the instructions included in the work order.  The assigned staff member shall document the maintenance, including any pertinent observation, on the work order.  When maintenance and documentation is completed, the work order is returned to the Work Control Center.

3)
If testing and maintenance cannot be performed (e.g., parts not available), the reason is documented on the work order and returned to the Work Control Center.  The work order is placed under “outstanding jobs," which will later be compiled as part of the monthly report.

4)
If equipment must be removed from the user area for more than one day, the engineer shall prepare a corrective maintenance work order.

5)
If maintenance is to be performed by an external vendor, the Unit Supervisors will contact the vendor and instruct the vendor to pick up the equipment, perform the maintenance as detailed in the work order, document the maintenance and any associated work done on the work order, and return the equipment within 30 days.

6)
When the review is completed, refer to Policy Number C-008
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