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1900 E. Price Road, Brownsville, TX 78526 
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Memo

To:
Mr. Arteaga, Administrator, Conrad Ingle, Foreman
From:
Daniel G. Cantu, Supervisor

Date:
September 17, 2004
Re:
HVAC Equipment PM & Inventory Program
Attached are the documents and forms related to the PM program which we will begin to initiate Monday 1/10/05.  

Note that there is to be a PM “A” to be performed every six months and a PM “B” which is to be performed annually.  The “B” PM uses the same checklist as “A” but will include a thorough cleaning of the condenser, coils, and evaporator.  As this is much more time consuming it will be scheduled during extended holidays & summer.   
Overall, the program will involve the following:
· Orienting the AC technicians and helpers to the documents and procedures

· Setting up the PM on TeamWorks in order for system to generate work orders

· Inventorying all HVAC equipment 

· Creating a database of the HVAC equipment in order to generate reports, etc

We will begin by meeting with the AC crews and distributing their assignments, as well as reviewing the items in the PM checklist and inventory form.  Then

· Crews will be asked to select the most “in need” of the campuses to be their starting point for the PM’s and inventory process.

· Until TeamWorks has been set up the Foreman or Lead will create the work order for the PM..
· The Service Record form- Crews will be issued document protectors and the form so that they can be placed in the units as they are performing their initial documented PM and inventory. 
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