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Purpose:

H

Manage and control tools
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Policy:
BUR

All engineering associates should obey all procedure and policy strictly. Store keeper should check tools
list and take accounts about tools and materials.
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Procedure:

g

1. Store keeper should manage all tools and take inventory.
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2. Store keeper should manage archives and take record about types, NO. and quantity.
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3. Keep old tools while replace the broken tools. Compensate the lost tool in one week, and the cost
should be deducted in salary of associate.
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4. All tools should be given back before check-out procedure and only can leave after store keeper
and Director of Engineering’s approval.
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5. Duty engineers should maintain all public tools regularly and purchase in proper time.
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6. Clean the tools after using and keep all tools clean and complete. Then give tools to store
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