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primary function of the hospital is not significantly 

affected. Work Order request must be assessed and 

scheduled within 1 to 5 days.     

 

Special Project (S1) These are work requests that may require significant time, 

labor and materials.  These special requests will be 

entertained on a case-by-case basis and only executed in-

house if they result in savings to the organization.  Work 

Order request must be assessed and scheduled within 14 to 

30 days.  

 

 

6. The FM Supervisors will issue the work order request appropriately based on the 

categories defined above for corrective action.  

 

7. All completed Maintenance Work Order requests will be reviewed and evaluated for 

completeness and correctness of repairs by the appropriate FM Supervisors.  They will 

also ensure that all the repairs are recorded into the shop’s maintenance software 

program.  A copy of the completed Maintenance Work Order request must be provided to 

the requesting departments upon request.   

    

 8. FM Supervisors will inform the requesting department/unit supervisor on the status of 

their pending work order request within 5 working days following receipt of the work 

order request or on the tenth (10
th
) day of each month. 

 

9. Before or on the tenth (10
th
) day of each month, the FM Supervisor will incorporate the 

following into his Supervisor’s monthly report: 

 

 number of work orders generated based on the priority code listing; 

 number of completed work orders for the month;  

 number of pending work orders during the month; and  

 reason for pending status.  

 

RESCISSION: 
 

 Policy No. 6480-10, Work Order System, of the Administrative Manual made effective January 

2009. 

 

ATTACHMENT: 

 

I. Maintenance Work Order 
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ATTACHMENT I 

 


