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1.0 OBJECTIVE:

A procedure to carry out pumps corrective maintenance, which repair.

| 2.0 SCOPE:

From verbal or written report, to implementing corrective action, then reporting the action taken.

3.0 DEFINITION OF TERMS:

EMD - Electro-Mechanical Division
JO - Job Order or request for services
'MMD - Material Management Department

MSSD - Maintenance Support Services Department

PR - Purchase Requisition
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4.0 PROCEDURE

Start
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4

PROCESS FLOW

Su_bjact i Pump Eorrgt_:_{i;r_e_ _rl_u'[aintenance (Field Iiepair} ; Effective Daté 1 Jan.01,0 1"

RESPONSIBILITY

Evaluates and
Discusses w/ working
group

EMD Manager

Date:  CLANON

Prepared: Rey T. Iban
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DETAILS / REFERENCES

JO from any of the following origin:
a.) Electro-Mechznical
monitaring groJdp
b.) Production Department
personnel report
¢.) Other Sources

Evaluates extent of frouble and the
scope of repair to be done.
a.) Discusses w/ electrical
group if pump trouble
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involves controls and other |

electrical malfunctions.

b.) Discuss w/ mechanical
group if pump troubles are
mechanical in nature.

¢.) Determines if pump trouble
can be handled by the
working group.

Discuss with EMD Manager the
possibility of having the JO
performed by outside (private)
individuals or company.

Agree /Dis-agree for the Job out of
JO.

If NO, JO to be endorsed for
rroject Administration: Refer to
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4.0 PROCEDURE

PROCESS FLOW RESPONSIBILITY DETAILS/REFERENCES

Prepares Resources Team Leader Prepares the necessary resources

that will be used for the work;
a.) Materials and spare parts
b.) Equipment, if necessary
c.) Additional personnel, if
necessary.

Performs correcti
@ R ectve Team Leader Referto W.l. # in performing |
maintenance work ] R |
corrective maintenance work. |

Ensure that JO is accomplished.

If Yes, records repair data in Team
Leaders logbook

If NO, discusses problems with
EMD Manager.

Team'’s Logbook kept by Team,
Leader.
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1.0 OBJECTIVE:

A procedure performed by the shop to carry-out request or perform services to concerned party.

2.0 SCOPE:

From job request or job order to assessment of work, to preparation of resources, to implementation up to
recording of accomplishment.

3.0 DEFINITION OF TERMS:

EMD - Electro-Mechanical Division
JO - Job Order or Job Request for EMD Services

MSSD - Maintennace Support Services Department
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Electro - Mechanical Shop Services

'r Subject ) (New Project) E{fecﬁue_[)ate Jan.01,01
| 4.0 PROCEDURE
PROCESS FLOW ~ RESPONSIBILITY DETAILS / REFERENCES
Start
|, w8 | Job Order from:
@, Other Department
b. From AGM for Operations
@ Discuss JO MSSD Manager Discuss and inform the working
group the importance of the project.
The working group shall composed
of:
a.) MSSD Manager
10 b.) FMD Manager
c.) Team Leader
@ Prepares project ‘
requirements EMD Manager Project requirements are the
' following;
a.) Plans and Shop Drawings
b.) Specifications of materials and
or equipment
c.) Bill of Materials
| 0 d.) Others such as; manpower, etc.
|
| JO filed at MCWD Manager's file.
¥ -
Project _i )
Requirements| Project Requirements.
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i 4.0 PROCEDURE

PROCESS FLOW RESPONSIBILITY

Secures project
requirements

Performs JO ‘
|

Assesses and nofifies

Concerned Party

@,

EMD Manager

®.

MSSD Manager

L 4

| @ Inspects and Tests EMD Manager
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DETAILS/REFERENCES

3.1 Secures all necessary materials |
and components of the project. !
3.2 Informs EMD Manage when all
requirements are available.

4.1 Directs or accompany the team |
leaders, electrical & medical
personnel accomplish or performs
the job.

4.2 Inform MSSD Manager upon
completeness of JO.

Assesses work and verbally informs
concerned department on the
scheduled of inspection and tesfing.

6.1 Inspects and tests completed
= jqb of the following:
a.) MSSD Manager
b.) Concerned
Depariment
¢.) Team Leader
d.) Electro-Mechanical

nd Maintenance
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1.0 OBJECTIVE:

To establish a procedure by the shop to carryout request for a new project.

2.0 SCOPE:

From job request or job order to assessment of work, to preparation of resources, to implement up to
recording of accomplishment.

3.0 DEFINITION OF TERMS:

EMD - Electro-Mechanical Division
JO - Job Order or Job Request for EMD Services

MSSD - Maintenance Support Services Department
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Metrapolitan Cebu Water District
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4.0 PROCEDURE

PROCESS FLOW

RESPONSIBILITY
JO

EMD Manager

|dentifies and
discusses JO

M

A |

(e

Prepares work

reguirements EMD Manager
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DETAILS /| REFERENCES

Job Order FRM-014 from preventive |
or corrective maintenance team
which is cansidered major works.

1.1 Identifies problem and discusses
job order with the Team Leader.

1.2 Review historical record of the
pump. Gather additional
information from operators and
establish repair action.

Job Order filed at EMD Managers
file.

In coordination with the Team
Leader, prepares job requirements
such as;

a.) Plans and Shop Drawings

b.) Material andfor Equipment

Specifications
c.) Bill of Materials
d.) Others such as; Budget
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4.0 PROCEDURE
PROCESS FLOW RESPONSIBILITY DETAILS/REFERENCES
EMD Job Request submitted to MSSD
Manager.
( : ) Reviews and
Endorses MSSD Manager

Reviews Job and job requirements.
When approved endorses such to
AGM for Operations Approval.

If Yes, endorses Job Requirement to
AGM for Operation.

If NO, discusses job with EMD
Manager.

requirement

@ Reviews Job AGM for Operation

Requirements

Reviews job and job requirements.

Approves job.
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4.0 PROCEDURE

PROCESS FLOW RESPONSIBILITY

Reviews and approves
Job Requirement

General Manager

®_

0

Job

DETAILS/REFERENCES

If Yes, endorses job requirements to
GM for budget approval.

If No, discusses job request with
M350 Manager.

Review job and approves job.

If \{;;;gné budget approval and

returns job requirement to MSSD
Manager.

If NO, discusses job requirements

Requirement with AGM for Operations.
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4.0 PROCEDURE
PROCESS FLOW RESPONSIBILITY DETAILS/REFERENCES

Informs EMD

,

Job
Requirement

MS3D Manager

®_

Upon receipt of approved Job
Requirement.

Informs EMD Manager about the
approval such to EMD Manager.

EMD Manager Upon receipt of approved job
®7 R; d "'E_St for "Ifb requirement prepares the necessary
RIS documents as follows:
T a.) Purchase Request of
Materials (PR)
b.) Personnel Request (PRF)
x Tob Approved job request filed at EMD
> Qe Manager's file.
vl
x, PR Approved PR submitted to MMD.
-
M PRF ;
' _7/ Approved PRF submitted to HRD.
I - TR e |
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4.0 PROCEDURE
PROCESS FLOW RESPONSIBILITY DETAILS/REFERENCES
Monitors Job EMD Manager Monitors status of requested job
Requirement requirement. Orders Team Leader
when all job requirements are

l complete.

@ Perform Job Team Leader Performs job in accordance with
plans and specifications.
Informs EMD-Manager after the job

‘ is completed.
Y .
EMD Manager Upon receipt of report form Team
Leader, & prepares project
— P Report !
o completion report to MSSD
Manager.

Accomplished report of competed

~ job submitted by EMD Manager to
Accomplished MSSD Manager.
Report

.
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Approved: Emie T. Deleco
Date:




