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PURPOSE

Equipment records are a vital component in the development of and the continued operation of the districts preventive maintenance program. Developing and maintaining accurate records informs maintenance personnel of the equipment within their facilities, what areas they serve and the required preventive maintenance tasks necessary to maintain them in a reliable and quality manner.  In addition it informs them of the importance of the attached individual components that may need maintenance and developing strategies for replacement parts and preventive maintenance tasks. 

It can also provide data that may lead to the detection of significant trends; for example, if a number of items in the same building suffer similar electrical problems, there may be an associated problem with the building electrical distribution system. 
Accurate Equipment records are necessary to begin any preventive maintenance program and should be updated regularly but no less than annually.  

Accurate equipment records simplify making cost benefit analysis of maintenance activities. Through effective record keeping on equipment preventive maintenance tasks the districts can determine costs on preventive maintenance, equipment parts and the useful life replacement time periods and effectively budget for replacement through the capital process as needed.
POLICY

It is the policy of the NMPSFA School District that all facility equipment (HVAC, Playground equipment, life safety systems, etc.) that is to be maintained by the districts personnel or their designees will be re-inventoried and documented in the Facility Information Management System on an annual basis or as equipment is replaced or added to the facilities resulting from projects and/or emergency replacements. This process should include documenting equipment specifications to include but not limited to the following items: make, model, serial numbers, warranties, service contracts, recommended preventive maintenance tasks, spare parts needed to maintain the equipment, initial and replacement cost projections. The FIMS administrator and the facilities director/manager are responsible for executing this policy. 
PROCEDURE: 

The following is a procedure for updating records and replacement of equipment utilizing the FIMS / School dude data base. 
Procedures for updating records and replacement of equipment:

When an equipment item is installed or replaced it should be documented in the district’s FIMS account.   This can occur in either the Maintenance Direct (MD) or Preventative Maintenance Direct (PMD) modules of the School Dude software. The specifics of the new piece of equipment should be entered and the records of any removed items should be documented as “removed from service”.  A basic outline of record keeping policy is as follows:
· The equipment manufacturer’s O&M Manuals should be obtained and filed by the district rep and provided to the FIMS Administrator for data entry

· An equipment number is assigned in FIMS using the following format:

· Description-Location-integer

· PSSS-EPES-007 translates to:

· PSSS = Play Structure Swing Set 

· EPES =Eastern Plains Elementary School

· 007= Unit number 7 

If an equipment item is replaced with the same type, the same number can be re-used but the letter “R” which stands for Replacement should be added to the end of the Equipment Record number (PSSS-EPES-007-R) in the FIMS system.

For added equipment, the same description and location code should be used, but the number should be changed with no two numbers alike for the same type and location of equipment.   Each equipment number must be unique.

· Enter as much information in FIMS about the installed item as possible; i.e., location, model and serial number, installation date, warranty information, life expectancy, etc.  When available and as applicable, replacement part details can be added, such as filter and belt sizes, etc.

·  Written manufacturer’s information about the equipment should be filed

· Existing PM schedules can continue to be used for replaced equipment of the same type, but new PM schedules should be developed for new types of equipment.

· PM Schedules should be developed and activated for the new equipment 

· Replaced equipment should be removed from service in the FIMS Equipment Record, and any PM Schedules deactivated.  In the equipment records of MD or PMD follow this outline to deactivate equipment:

· Click On Equipment under Information and Analysis

· Find Equipment record to be deactivated

· In the Add/Update Page for that equipment record type a date in the Date removed box.

· Failed equipment should be disposed of properly in accordance to school policy.
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