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Purpose and Scope

The purpose of this procedure is to provide the steps required to complete and issue a Maintenance Work Order. A Maintenance Work Order is issued when there is non-emergency maintenance work to be performed. 
Frequency

This procedure is to be followed each time a Maintenance Work Order is completed for HACCP. 
Procedure

1. Check the Maintenance Work Order Log 
on the computer for the next available Maintenance Work Order Number. This number must be documented in the space provided on the Maintenance Work Order Form. 
2. Complete the information required in the form. DO NOT forget the date! This is very important for tracking purposes. 

3. Document the maintenance activities that need to be performed including the urgency.  Any item that is deemed ‘urgent’ should be the priority – this is determined by the Plant Operations Manager or designee.
4. A copy of the work order will be given to the maintenance department.
5. The Maintenance department is responsible for performing the necessary maintenance activities or contracting them out. They are to document the date the work was completed, initial, and any additional comments on the copy of the Maintenance Work Order Form. This will be returned to the HACCP Coordinator/designee upon completion.
Records
Maintenance Work Order Form

�Can be created on demand.
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Disclaimer: This template is for general use only and must be customized to meet your business’s regulatory requirements.


