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PURPOSE: To reduce down time by minimizing mechanical failure, reduce operating costs

by H ] improving efficiency, extend the life of the equipment and maintain safety conditions.
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POLICY: The Chief Engineer is to develop and maintain the Preventive Maintenance Program
BUR for all equipment not covered by a maintenance service contract.
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STANDARDS: 1.
2.
3.
PROCEDUREH #::
1

Each piece of equipment is to be serviced in accordance with
manufacturer’s specifications and local operating conditions.
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Preventive maintenance functions are to be entered on the Preventive
Maintenance Weekly Schedule Sheets and spread equally over a 52-
week period, so that maintenance is performed every week and balanced
workload is achieved.
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Preventive Maintenance Weekly Schedule Sheets are to be signed by the
Engineering mechanic, dated and filed as proof of program compliance.
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In order to ensure that each piece of equipment is serviced according to the
manufacturer’s specifications, the Repair Log must be completed prior to
developing the Preventive Maintenance program.
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From the Repair Log, compile a list of all equipment, respective
equipment identification numbers, preventive maintenance functions and
time intervals. This information is to be entered on the spreadsheet.
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It is important that the workload is spread equally over a 52-week period,
so that preventive maintenance is performed every week. By shifting the
function time intervals horizontally, excessive work loads one week and
minimum workloads on other weeks can be avoided. The number of
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spreadsheets required is determined by the property size and the number of
pieces of equipment included within the preventive maintenance schedule.
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When the spreadsheets have been completed and reworked to maximum
efficiency, the Weekly Schedule Sheets can be completed.
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Each piece of equipment to be serviced on week one (1) is taken from the
Spread Sheet and entered on a Weekly Schedule Sheet. Equipment name,
identification number and specific maintenance functions to be performed
are to be entered. Week two (2) through fifty-two (52) are as week one
(1). Multiple Weekly Schedule Sheets are to be inserted in clear plastic
sheet protectors, and the entire program store in a three ring binder. These
sheets are the Master Sheets.

M2 TP I B — J LRI R IR B A AR T RIZR TP A A2
FAAAFRS VRIS S RREAAT B R B 440 TAE . SRS, 52+
28 — RPN SR — ] . 2RI BZTION— T 1) 22k
MR ORAP AR, B NAZ AR IAE = IRE TR . XL TAER
MTAER

Each week, the corresponding annual numerical Weekly Schedule Master
Sheet is to be photocopied. This copy is to be called the Sub-Master. The
name of the employee responsible for completing the work is to be entered
on the Sub-Master. Multiple copies of Sub-Masters may be required,
depending on the number of persons assigned to complete the work.
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As each piece of equipment is completed, the employee enters his or her
initials and the date of completion on the Sub-Master. Any additional
work performed and/or needed is to be noted on the Sub-Master and a
work request ticket written. The completed Sub-Master Weekly Schedule
Sheet is then returned to the Chief Engineer, along with any work request
tickets written.
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The Chief Engineer is to review each returned Sub-Master sheet to ensure
the Preventive Maintenance has been completed and to note any additional
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work performed or work which requires scheduling at a later date. Any
work performed above and beyond preventive maintenance is to be entered
in the Repair Log Record.
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The Sub-Masters are to be filed in a dated binder and retained for one year
in the Engineering office. At the end of this year, the binders are to be put
in permanent storage and kept for legal purposes.
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It is recommended that the preventive maintenance program be
computerized using the above format. If you have purchased a
computerized maintenance management program, it is to be used for this
policy.
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