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SECTION 1
Introduction

SECTION 1.1
Overview

The Underground Construction Co., Inc. (UCCo) Equipment Department plays a vital role in supporting 
underground utilities operations. The department manages and maintains the equipment needed for job site 
deliveries, including vehicles, tools, supplies, and other resources.

The Equipment Department manages a comprehensive fleet of equipment and tools. Functioning like 
an internal rental company, the team dedicates itself to delivering exceptional support services to our 
underground construction projects. The Equipment Department oversees the procurement, maintenance, 
registration, compliance, and supply of various equipment, from small tools to large machinery such as 
cranes and excavators. With a diverse range of functions under its umbrella, including mechanics, admin staff, 
parts department, dispatchers, and truck drivers, the department plays a critical role in ensuring the smooth 
execution of UCCo projects.

SECTION 1.2
About This Manual

The Equipment Department Manual is a comprehensive guide that outlines the workflow, processes, and 
procedures for managing equipment, vehicles, and attachments that the underground utilities company 
uses. The manual aims to provide clarity on roles and responsibilities, ensuring that everyone involved in 
the department understands their part in maintaining a well-organized and efficient equipment management 
system.

The manual’s primary purpose is to standardize operations, including Job Requests, Parts and Supplies, 
Fabrication, Maintenance Program, and Yard Operations. The detailed guidelines and procedures so the 
department registers, maintains, and tracks equipment properly. The goal is to minimize downtime, optimize 
resource allocation, and ensure compliance with regulatory requirements.

Additionally, the manual provides an essential reference point for supervisors and management teams to 
monitor departmental performance, identify areas for improvement, and make informed decisions about 
equipment acquisition and maintenance.
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SECTION 2
Equipment Department Workflow

The Equipment Department manages the entire lifecycle of providing and delivering equipment, parts, and 
supplies for all UCCo projects. Beginning with the initial job request, the department dispatches, procures, 
maintains, and delivers the tools crews need to help projects run smoothly and efficiently.

SECTION 2.1
Department Inventory

The department manages a wide range of equipment, including:

� Heavy/Light Equipment

� Vehicles

� Attachments

� Small tools

� Parts

� Supplies

Read through each of the descriptions below:

Heavy/Light Equipment

Heavy/light equipment incorporates a diverse range of machinery designed to support various projects. The 
list of equipment includes:

� Backhoes and Excavators: Support excavation, trenching, and backfill operations. Feature powerful
hydraulic systems and robust digging capabilities.

� Forklifts: Handle material storage and transportation within project sites.

� Cranes: Lift heavy loads and position materials in hard-to-reach areas.

Vehicles

The department provides a fleet of vehicles to transport personnel, equipment, and supplies efficiently 
across various project sites. These include:

� Crew Trucks: Modified vans or trucks specifically designed for personnel transport, safety gear storage,
and equipment maintenance.

� Trucks: Haul debris, dirt, and materials.

� Class 5, 6, 7, and 8 Vehicles: Support construction activities and equipment moves.

Attachments

Attachments are essential components that enhance the capabilities of our heavy/light equipment. These 
include:

� Buckets and Dumps: Designed to handle materials like soil, sand, or debris with precision.

� Hammers and Breakers: Support demolition, break up concrete, or compact materials.

� Drill and Excavation Attachments: Feature drills, saws, and excavators for precise digging operations.

� Compressors: Test the integrity of pipes and connections during installation
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Small Tools

Small tools include essential equipment used by project personnel to perform daily tasks efficiently. These 
include:

	� Handheld Torches: Portable light sources for inspect pipes or other underground infrastructure.
	� Hand Tools: Wrenches, pliers, and screwdrivers support minor repairs and adjustments.
	� Safety Gear: Respirators, gloves, safety glasses, and hard hats protect personnel from hazards.
	� Specialty equipment support gas, electric, fuel and telecom operations.

Parts

An inventory of spare parts ensures that all equipment is properly maintained and functional throughout the 
project lifecycle. These include:

	� Engine Parts: Gaskets, seals, oil filters, and fuel injectors for efficient engine operation.

	� Hydraulic System Components: Pumps, valves, and hoses maintain optimal hydraulic pressure.

	� Electrical Components: Batteries, starters, and wiring harnesses ensure reliable electrical systems.

Supplies

Supplies provide essential materials necessary for project execution, including:

	� Fuels and Lubricants: Oil, gasoline, diesel, and other lubricants used by equipment and vehicles.

	� Chemicals and Cleaners: Prevent rust, support demulsification, and reduce icing.

	� Safety Equipment: Personal protective gear like respirators, gloves, safety glasses, and hard hats to 
safeguard personnel.

	� Hand tools and consumables.

SECTION 2.2
Department Structure

The Equipment department comprises integrated functional areas, including:

	� Administration

	� Dispatch

	� Mechanical

	� Parts

	� Maintenance

	� Delivery

The following section provides a high-level overview of each area and the importance of each in the 
workflow.

Administration

Administration oversees overall Equipment Department operations, manages resources, and maintains 
regulatory compliance. This includes:

Maintain accurate records: responsible for keeping track of various aspects of equipment management, 
including:

	� Equipment inventory—A complete list of all equipment in stock, including its condition, location, and 
availability.
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	� Maintenance history—Records of routine maintenance tasks performed on equipment, including dates, 
times, and descriptions of work done.

	� Rental agreements—Documentation of rental contracts, including terms, conditions, and payment details.

Process invoices and payments: handle all financial transactions related to the Equipment Department, 
including:

	� Invoice customers for rented or maintained equipment
	� Process payments from customers
	� Manage accounts receivable and payable
	� Generate financial reports to track department performance

Coordinate with external vendors: coordinate with external vendors to source parts and services needed for 
equipment maintenance, including:

	� Identify and select reliable vendors
	� Negotiate prices and terms
	� Coordinate delivery schedules and logistics
	� Ensure compliance with vendor agreements and contracts

Manage sensitive documents: safeguard sensitive information related to equipment management, including:
	� Store documents securely in a designated area
	� Implement procedures for access and review sensitive information
	� Ensure compliance with data protection regulations

Dispatch

The goal of Dispatch is to efficiently allocate equipment to various job sites, considering factors such 
as equipment availability, location, and operational requirements. This involves coordinating with field 
technicians, job site managers, and equipment owners, to ensure that teams deploy the right equipment (and 
in some cases, parts and supplies) at the right time and place. This includes: 

Create and manage job request spreadsheet: The job request spreadsheet tracks equipment procurement, 
maintenance requirements, and any issues or concerns related to the equipment. The Dispatcher creates 
and manages the job request spreadsheet by enter relevant information, such as:

	� Equipment type and serial number
	� Job site location and details
	� Rental period (if applicable)
	� Maintenance required or scheduled
	� Any other relevant notes or comments

They ensure that all necessary information is accurate and up-to-date to facilitate efficient equipment deployment.

Allocate equipment and parts and supplies to job sites: Dispatch personnel review the work order requests, 
taking into account factors such as: 

	� Equipment availability: Is there sufficient stock of a particular piece of equipment at the moment?
	� Location: Are there any specific locations that require specialized equipment or transportation?
	� Operational requirements: Does the job site have specific requirements for equipment configuration, 

operation, or safety protocols?
	� They assign equipment to job sites based on these factors, considering the feasibility of transporting and 

operating the equipment in the required location.
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Monitor equipment utilization: Dispatch continuously monitors equipment usage to ensure that the team 
utilizes resources efficiently. They track metrics such as:

	� Equipment availability

	� Job site capacity

	� Rental duration

	� Maintenance schedules
If they identify any discrepancies or inefficiencies, they report these finds to relevant stakeholders, including 
equipment owners and job site managers.
Communicate equipment status and scheduled maintenance: Dispatch personnel keep field technicians 
informed about the status of assigned equipment, including:

	� Current location

	� Maintenance schedules

	� Any issues or concerns
They also communicate with job site managers to ensure that all parties are aware of any changes to the 
deployment plan.

Mechanical

Mechanical tasks Oversee the inspection, repair, and maintenance of equipment to ensure optimal 
performance and extend its lifespan.
Mechanical personnel ensure that all equipment within the Equipment Department is properly maintained, 
inspected, and repaired to minimize downtime, optimize performance, and prolong its lifespan. This includes:

Conduct regular inspections of equipment to identify potential issues:

	� Schedule regular inspection cycles for each type of equipment (e.g., weekly for pumps, bi-weekly for 
generators).

	� Inspect equipment for signs of wear, corrosion, or damage.

	� Use standardized inspection checklists and report tools to ensure thoroughness and consistency.

	� Identify potential issues and prioritize repairs accordingly.

Perform routine maintenance tasks: Develop and implement a schedule for routine maintenance activities 
(e.g., lubrication, cleaning, filter replacements). Perform tasks such as:

	� Lubrication: apply lubricants to moving parts to reduce friction and wear.

	� Cleaning: clean equipment surfaces to prevent corrosion and ensure proper function.

	� Filter replacements: swap out dirty or clogged filters to maintain airflow and prevent system failure.

	� Use specialized tools and equipment as needed for these tasks.

Repair or replace damaged or worn-out parts:

	� Identify and procure replacement parts (e.g., seals, gaskets, belts) in a timely manner.

	� Repair or replace damaged components with specialized skills and techniques.

	� Document repair work and ensure that parts are properly documented and stored for future reference.

Develop and implement preventive maintenance programs:

	� Identify high-risk equipment that requires proactive maintenance (e.g., pumps, compressors).

	� Develop customized maintenance schedules based on equipment type, usage patterns, and 
environmental conditions.
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	� Implement predictive maintenance techniques (e.g., vibration analysis, thermal imaging) to detect 
potential issues before they occur.

	� Regularly review and update maintenance programs to reflect changes related to equipment needs and 
operating conditions.

Key Considerations:

	� Ensure compliance with regulatory requirements, industry standards, and company policies.

	� Minimize downtime and maximize equipment availability.

	� Optimize equipment performance through regular maintenance and upgrades.

	� Reduce maintenance costs through proactive measures (e.g., predictive and preventive maintenance).

	� Develop strong relationships with technicians and other stakeholders to ensure effective communication 
and collaboration.

Parts

Parts keeps an adequate supply of spare parts to support and maintain the equipment inventory. The goal is 
to minimize downtime and ensure that equipment is always available when needed. Procure, manage, and 
distribute spare parts to support equipment operation and minimize downtime.

Source new and surplus parts from vendors and internal stock

	� Identify and acquire new or used parts from suppliers, manufacturers, or online marketplaces.

	� The company may also consider purchasing surplus parts from other companies or individuals who are 
looking to sell their inventory.

	� The procurement team will work with suppliers to negotiate prices, ensure compliance with quality 
standards, and manage logistics.

Maintain accurate part inventory levels and track information

	� Track the quantity of each part in stock, monitor inventory levels, and updating records as parts are 
received or sold.

	� Accurate inventory management ensures that the right parts are available when needed, reducing the 
risk of downtime and increasing efficiency.

	� The company may use inventory management software to streamline this process and provide real-time 
visibility into part availability.

Process part requests from field technicians or dispatchers

	� When a technician or dispatcher needs a spare part for equipment repair, they submit a request to the 
parts team.

	� The parts team verifies the requested part’s availability, check inventory levels, and process the order if 
the part is available.

	� If the part is not in stock, the parts team works with the supplier or manufacturer to expedite delivery of 
the required part.

Develop relationships with key suppliers for priority order

	� Build strong relationships with trusted suppliers to enable the company to negotiate better prices, secure 
priority order, and ensure timely delivery of critical parts.

	� The parts team identifies key suppliers who meet the company’s quality and reliability standards, and 
work to establish a mutually beneficial partnership.

	� Maintain regular communication, joint inventory management, or other collaborative efforts to support 
mutual success.
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Maintenance

	� Plan, execute, and monitor maintenance activities to ensure equipment reliability and reduce downtime.

	� Properly maintain equipment to prevent breakdowns and minimize downtime. The goal is to strike a 
balance between maintaining equipment performance and minimizing costs.

Develop and implement comprehensive maintenance schedules for critical equipment.

	� Create a schedule of routine maintenance tasks, such as oil changes, filter replacements, and other 
preventive measures, the team performs on critical equipment.

	� The schedule should take into account factors like equipment usage, environmental conditions, and 
manufacturer recommendations.

	� Ensure that all necessary documentation, such as work orders and maintenance records, is up-to-date 
and easily accessible.

Conduct planned and predictive maintenance tasks (e.g., oil changes, filter replacements).

	� Planned maintenance tasks are proactive measures taken to prevent equipment failure or reduce 
downtime.

	� Predictive maintenance involves using data analytics, sensors, and other tools to anticipate potential 
issues before they occur.

	� Examples of planned and predictive maintenance tasks include:

	� Oil changes

	� Filter replacements (e.g., air filter, fuel filter)

	� Lubrication programs

	� Bearing replacements or greasing

	� Inspect and replace worn-out parts (e.g., belts, hoses)

Perform routine inspections and monitoring of equipment performance.

	� Routine inspections involve regular checks to ensure that equipment functions within normal parameters.

	� Track the following key metrics to monitor equipment performance:

	� Temperature

	� Pressure

	� Vibration

	� Speed

	� The Maintenance team identifies deviations from normal performance and schedule repairs or 
maintenance tasks accordingly.

Troubleshoot issues and schedule repairs.

	� When equipment breaks down, the team works closely with technicians to diagnose any issues.

	� Technicians provide technical expertise on the equipment’s operation and symptoms of failure.

	� The team identifies the root cause of the problem, develops a repair plan, and executes the necessary 
repairs or maintenance tasks.

Delivery

The Delivery function is a critical component of the Equipment Department, and ensures that equipment 
arrives at job sites on time, in good condition, and with minimal disruption. Here’s a more detailed breakdown 
of the responsibilities and processes:
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Schedule Deliveries
	� Dispatchers: Create delivery schedules, taking into account factors such as:

	� Equipment availability
	� Job site locations and travel times
	� Field technician workload and capacity
	� Weather conditions (e.g., traffic, road closures)

	� Field Technicians: Review the delivery schedule and confirm their ability to receive and operate the 
equipment. This may involve verifying the delivery location, equipment type, and any specific instructions 
or requirements.

	� Communication: Effective communication between dispatchers, field technicians, and other 
stakeholders (e.g., customers) is crucial to ensure accurate scheduling and minimize delays.

Load and Unload Equipment
	� Pre-Load Inspection: Before loading equipment onto the delivery vehicle, the team conducts a pre-load 

inspection to:
	� Verify that all necessary documentation (e.g., invoices, permits) is present
	� Check for any damage or defects in the equipment
	� Confirm all required safety equipment (e.g., hard hats, gloves) is on hand

	� Load and Unload Procedures: The delivery team follows established procedures to load and unload 
equipment efficiently and safely:
	� Use equipment such as dollies, pallet jacks, or forklifts to move heavy equipment
	� Label and secure equipment properly to prevent damage during transit
	� Conduct a final inspection before leaving the job site

Pre-Delivery Inspections
	� Verification of Equipment Readiness: Before delivering equipment, the team conducts a pre-delivery 

inspection to:
	� Verify that all necessary maintenance or repairs have been completed
	� Check for any signs of wear or damage
	� Confirm that the equipment is properly fueled and serviced

	� Quality Control: The delivery team conducts quality control checks to ensure that the equipment meets 
company standards and specifications.

Train and Support
	� On-Site Training: Field technicians may require on-site training on new or unfamiliar equipment, 

including:
	� Demonstrations of proper operation and maintenance procedures
	� Explanation of safety features and warning labels
	� Guidance on troubleshoot common issues

	� Support Documentation: Provide support documentation (e.g., user manuals, technical guides to help 
technicians operate the equipment effectively.
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Compliance and Safety

The department adheres strictly to DOT compliance regulations and safety protocols to ensure the safe 
operation of equipment. See the Department of Transportation section for more details.

Employee Development

The Equipment department invests in employee training and development to ensure their competence and 
professional growth.

SECTION 2.3
Workflow Overview

The following diagram provides a high-level overview of the processes that occur during the Equipment 
department workflow.



Equipment Department Workflow	 2-9

Equipment Manual	



2-10	 SECTION 2

	 Equipment Manual

Stages

The Equipment department workflow is designed to efficiently manage equipment requests, from initial 
submission to final check-out. The process ensures that all necessary equipment and supplies are available 
and delivered when needed for job operations.

The workflow consists of nine steps: Equipment Request, Dispatcher Contact, Inspection, Green Tagging, 
Vehicle/Attachments and Wash Rack, Availability Check, Supplies Procedure, Rental Procedure, and Outgo 
Procedure. Each step plays a crucial role in ensuring that equipment is properly managed and maintained 
throughout the job lifecycle.

In this section, this guide outlines each step of the Equipment department workflow in detail, highlighting 
the key activities, responsibilities, and procedures involved at each stage. This comprehensive guide aims 
to provide clarity on how to navigate the equipment management process from start to finish, to ensure 
seamless execution and minimize disruptions to job operations.

Note: Throughout the process, it’s essential to ensure that all necessary information is accurate and up to 
date. If an additional request is made during a job, the process may need to restart and require adjustments 
to be made accordingly.

Let’s dive into each stage of the Equipment department workflow:

Stage 1: Job Request 
An equipment request is a formal request made by a Project Manager or Foreman for the rental, loan, or 
use of company-owned equipment, supplies, or services. This request is usually submitted through the 
designated platform (e.g., phone call, email, text) to ensure that all necessary information is collected and 
processed efficiently.

Why is it important to submit a complete request?

Submitting a complete and accurate equipment request matters for several reasons:

1.	 Efficient process: A complete request ensures the dispatcher and Shop Foreman have all the necessary 
information to process the request quickly and accurately.

2.	 Proper equipment allocation: With the right information, the correct equipment is allocated to the 
Project Manager or Foreman to meet their specific needs and requirements.

3.	 Risk management: Detailed information from the Project Manager or Foreman minimizes the risk of 
equipment damage or misuse, which can lead to costly repairs or replacement.

4.	 Customer satisfaction: A well-informed request helps the Project Manager or Foreman get the right 
equipment at the right time and reduces the risk of delays or inconvenience.

What types of information should be included in an equipment request?

The following are essential details that should be included in an equipment request:

1.	 Equipment type and quantity required: Specify the exact equipment needed, including any attachments 
or accessories.

2.	 Project Manager or Foreman’s name and contact information: Include the Project Manager or 
Foreman’s name, phone number, email address, and other relevant contact details.

3.	 Job location and dates of operation: Provide the location where the equipment will be used, as well as 
the specific dates and duration of the job.

4.	 Any specific requirements or requests: Special requirements or requests, such as specific equipment 
settings, fuel type, or safety precautions, should be included in the request.
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Additional considerations

Some additional factors to consider when submitting an equipment request include:

	� Equipment availability: Check if the required equipment is available in-house or needs to be rented 
from a third-party supplier.

	� Project Manager or Foreman certification and training: Verify the Project Manager or Foreman has 
received necessary training and certifications for the equipment requested.

	� Safety protocols: Confirm the Project Manager or Foreman is aware of and follows all safety protocols 
and guidelines related to the equipment.

Step 2: Dispatcher Contact in more detail:
The dispatcher receives the equipment request and contacts the Shop Foreman to confirm availability of the 
requested items. The dispatcher should verify the shop has sufficient quantities of the required equipment 
and attachments in stock.

If the Shop Foreman confirms availability, they also review the job details with the dispatcher to confirm all 
necessary information is accurate.

Receiving Equipment Request
	� The dispatcher receives a notification or request for equipment through their designated platform, such 

as an email, phone call, or online portal.
	� The notification should include the Project Manager or Foreman’s name, job details (location and dates 

of operation), and the specific equipment or attachments required.

Contact Shop Foreman
	� Dispatcher contacts the Shop Foreman to confirm availability of the requested items. This step confirms 

the shop has sufficient quantities of the required equipment and attachments in stock.
	� The dispatcher should ask the Shop Foreman questions such as:

	� Do we have enough [equipment/attachments] in stock to fulfill this request?
	� Are there any issues or concerns with the requested items that could impact availability?

Verify Availability
	� The Shop Foreman reviews the shop’s inventory and confirms the requested equipment and 

attachments are available.
	� If the Shop Foreman confirms availability, they should also consider factors such as:

	� Quantity: Is the quantity of each item sufficient for the job?
	� Condition: Are all items in good working condition and ready for use?
	� Special requirements: Do any special requirements or procedures need to be followed when using or 

maintaining these items?

Key Outcomes

The key outcomes of this step are:

	� The Shop Foreman confirms availability of the requested equipment and attachments.

	� The dispatcher verifies that all necessary job details are accurate.

	� The dispatcher updates their records to reflect the new equipment request.
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If the Shop Foreman is unable to confirm availability, they notify the dispatcher, who can then:

	� Contact the Project Manager or Foreman to discuss alternative options

	� Re-assign the request to a different time or day when the requested items are available

	� Follow up with the shop to resolve any inventory or logistical issues

Step 3: Inspection
Once the Shop Foreman confirms availability, a mechanic performs a thorough inspection of the requested 
equipment or attachments. The inspection should include: 

	� Check for any damage or wear on the equipment

	� Verify that all necessary safety features are present and function properly

	� Confirm that the equipment is in good work condition

This process helps prevent potential accidents, damage to property, and costly repairs down the line. Here’s 
a detailed breakdown of what happens during this step:

Confirmation of Availability

	� Mechanic Verification: The Shop Foreman confirms that the requested equipment or attachments are 
available in the department’s inventory.

	� Inventory Check: The Shop Foreman checks their system to verify stock levels and confirm whether the 
specific items are currently available for use.

Equipment Inspection

	� Visual Inspection: A mechanic performs a thorough visual inspection of each piece of equipment. This 
involves:

	� Surface Examination: Check for any visible damage, dents, cracks, or rust on the equipment.

	� Component Inspection: Confirm that all components (e.g., wheels, axles, belts) are in good condition 
and properly attached.

Safety Feature Verification

	� Safety Inspections: The mechanic checks for safety features such as:

	� Brakes: Confirm they function correctly.

	� Mirrors: Check that all mirrors are present and functional.

	� Latches: Verify that doors and lids are properly latched or secured.

	� Warning Signs: Ensure that warning signs or decals are in place, especially if the equipment involves 
hazardous materials.

Functionality Check

	� Operational Verification: The mechanic tests the equipment to confirm equipment is functioning 
properly:

	� Operation Test: Perform a short test drive (if applicable) to check for any mechanical issues.

	� Functional Components: Test specific components like hydraulic systems, power tools, or lift 
mechanisms.

Documentation

	� Inspection Report: The mechanic completes an inspection report detailing findings from the visual and 
functional checks.
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	� Issue Log: If defects or deficiencies are found, they are logged in the system for record-keeping and 
follow-up actions.

Decision-Making

	� Availability Confirmation: Based on the results of the inspection, the Shop Foreman determines whether 
the equipment is “green” (ready to be dispatched) or if it needs further repairs.

	� Red Tagging: If any issues are found, the equipment may be marked as “red” (not ready for use) and 
noted with specific defects for repair before dispatch.

Report

	� Dispatcher Notification: The Shop Foreman informs the dispatcher of the inspection results and whether 
the equipment is available.

	� Project Manager or Foreman Notification: If the Project Manager or Foreman needs to know about the 
availability status, the dispatcher will inform them accordingly.

Importance of Inspection

The inspection step is crucial because it ensures that:

	� Equipment is safe to use, reducing the risk of workplace accidents or injuries.

	� Equipment performs as expected, avoid costly downtime and rework.

	� The company maintains high standards for its equipment, ensuring reliability and customer satisfaction.

Step 4: Green Tagging
Green tagging is a process where the Shop Foreman confirms that the inspected equipment is available for 
use. It’s a way to indicate that the equipment has been thoroughly checked and is ready to be released to the 
Project Manager or Foreman.

The Shop Foreman notifies the dispatcher of the green tagging, ensuring they are aware that the equipment 
can be released to the Project Manager or Foreman. The dispatcher reviews the job information and 
compiles all necessary details, including the equipment’s availability.

Why is it called “green”?

The term “green” in this context refers to a color code used by the shop to indicate whether an item is 
available or not. When an item is tagged as “green,” it means that:

	� The equipment has been inspected and is in good work condition
	� All necessary maintenance tasks have been completed
	� There are no issues or defects with the equipment

What happens during Green Tagging?

Here’s what occurs when a Shop Foreman designates an item as “green:”

1.	 Inspection: The Shop Foreman conducts a thorough inspection of the equipment to ensure it meets the 
required standards.

2.	 Verification: If the inspection checks out, the Shop Foreman verifies that all necessary maintenance 
tasks have been completed and that there are no outstanding issues with the equipment.

3.	 Tagging: Once the equipment has passed both inspection and verification, the Shop Foreman tags it as 
“green.”

4.	 Notification to Dispatcher: The Shop Foreman notifies the dispatcher of the green tagging, ensuring 
they’re aware that the equipment is available for use.
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What does this mean?

When an item is tagged as “green,” it means:
	� The Project Manager or Foreman can request and receive the equipment
	� The equipment is ready to be used on their job site
	� The dispatcher has verified the equipment’s availability

What happens next?

After green tagging, the dispatcher reviews the job information and compiles all necessary details, including 
the equipment’s availability. This step confirms that:

	� All Project Manager or Foreman requirements are accurately recorded

	� Equipment is properly assigned to the correct crew or team member

	� Any necessary documentation or notifications are sent to the relevant parties

The green tagging procedure ensures that equipment is properly inspected, maintained, and made available 
for use when needed.

Step 5: Vehicle/Attachments and Wash Rack
Once the Shop Foreman identifies the equipment as green, the team sends it to the wash rack for cleaning 
and maintenance.

Why is this step important?

The purpose is to ensure that the equipment is properly cleaned and prepared for use by the Project 
Manager or Foreman. This includes:

	� Removing any dirt, debris, or contaminants from the equipment
	� Apply lubricants or coats as necessary to maintain the equipment’s condition
	� Perform routine maintenance tasks, such as check and topping off fluids
	� Inspect the equipment for any signs of wear or damage

How does this step ensure proper use by the Project Manager or Foreman?

By sending the equipment to the wash rack, the company can:

	� Ensure that the equipment is clean and free from contaminants, which can affect its performance or 
safety

	� Maintain the equipment’s condition, reducing the risk of breakdowns or malfunctions

	� Provide a safe work environment for the Project Manager or Foreman, by removing any hazards or risks 
associated with dirty or poorly maintained equipment

What happens if this step is not completed?

If Step 5 is not completed properly, it can lead to:

	� Equipment damage or malfunction due to neglect or poor maintenance

	� Reduced equipment lifespan, requiring more frequent repairs or replacement

	� Increased risk of accidents or injuries caused by dirty or poorly maintained equipment

	� Decreased equipment availability, lead to delays in job completion

By completing this step, the company ensures that the equipment is properly cleaned and prepared for use 
by the Project Manager or Foreman, promoting a safe and efficient work environment.
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Step 6: Availability Check
When a Project Manager or Foreman requests equipment or supplies, they typically want to know if those 
items are available for immediate use. The dispatcher plays a crucial role in confirm the availability of 
requested items.

The Project Manager or Foreman checks with the dispatcher to confirm that the requested items are 
available for pickup or rental. If the equipment is not available, the dispatcher notifies the Project Manager or 
Foreman of the delay or provides alternative options.

Here’s how it works:

1.	 Project Manager or Foreman inquiry: The Project Manager or Foreman contacts the dispatcher to 
inquire about the status of their request.

2.	 Dispatcher verification: The dispatcher checks the shop’s inventory management system to confirm if 
the requested equipment or supplies are available.

3.	 Availability confirmation: If the equipment is available, the dispatcher will let the Project Manager or 
Foreman know and provide details on when it can be picked up or rented out.

4.	 Availability denial: If the equipment is not available, the dispatcher will notify the Project Manager or 
Foreman of the delay or provide alternative options.

Alternative options

If the requested equipment is not available due to various reasons such as:

	� Out-of-stock

	� In use by another crew

	� Repair or maintenance required

	� Insufficient quantity

The dispatcher may offer alternative solutions, such as:

	� Rented equipment from a third-party provider

	� Equipment from the company’s own rental fleet (if available)

	� A specific delivery date for the requested item

	� A temporary substitute with similar capabilities

Benefits of Availability Checks

By performing regular availability checks, the dispatcher ensures that the Project Manager or Foreman 
receive accurate information about their requests. This helps to:

	� Manage expectations: Project Manager or Foreman know when they can expect to pick up or rent 
equipment.

	� Avoid delays: Identify unavailability early allows for alternative arrangements, reducing downtime and 
potential losses.

	� Optimize resource allocation: By knowing what equipment is available and when, the dispatcher can 
optimize resource allocation, ensuring that the right equipment is sent to the right location at the right 
time.

Best Practices

To ensure smooth Availability Checks:

	� Maintain accurate inventory management systems

	� Regularly update inventory levels to reflect actual quantities on hand
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	� Ensure that dispatchers are trained on the inventory management system and procedures for checking 
availability

	� Implement a process for escalating unavailability issues to the shop foreman or other relevant personnel

Step 7: Supplies Procedure
The Supplies procedure is designed to ensure that Project Manager or Foreman have access to any 
necessary materials or components required for their job. This step helps to complete the equipment request 
process and enables the Project Manager or Foreman to proceed with their work.

Here’s a breakdown of what this request entails:

1.	 Identification of needed supplies: When a Project Manager or Foreman submits an equipment request, 
they may also require additional supplies or materials to complete their task.

2.	 Review of job requirements: The dispatcher reviews the job details to determine what supplies are 
required.

3.	 Verification of in-house stock: The dispatcher checks if the company has sufficient quantities of the 
necessary supplies in stock.

4.	 Order process: If the company does not have enough supplies in stock, the dispatcher initiates an order 
process for the required materials or parts.

5.	 Notification to Project Manager or Foreman: Once the order is placed, the dispatcher notifies the 
Project Manager or Foreman that their request includes additional supplies and provides an estimated 
delivery date or time.

Types of Supplies:

The Supplies procedure may include ordering:

	� Parts or components (e.g., filters and hoses)

	� Materials (e.g., fuel and lubricants)

	� Safety equipment (e.g., personal protective gear and safety glasses)

	� Consumable items (e.g., batteries and clean supplies)

Key Considerations:

	� Timeliness: The order process should be efficient to ensure that the Project Manager or Foreman 
receives their necessary supplies in a timely manner.

	� Accuracy: The dispatcher must accurately verify the quantity of supplies needed and ensure that the 
correct materials are ordered.

	� Budget: The company’s budget for supplies should be taken into account, ensuring that orders do not 
exceed allocated amounts.

Integration with Equipment Request:

The Supplies procedure is closely integrated with the equipment request process. Once the Project 
Manager or Foreman has completed their equipment request, they will receive an updated status notification 
indicating whether additional supplies are required and when they can expect to receive them.

By following this procedure, Project Manager or Foreman can ensure that they have all the necessary 
materials and components to complete their job successfully, while also ensuring that the company’s 
resources are managed efficiently.
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Step 8: Rental Procedure
In scenarios where the equipment requested is not available in-house, the Project Manager or Foreman will 
need to follow the designated Rental procedure. This ensures that the necessary equipment is rented in time 
and prepared for use on-site. 
This may involve contacting a third-party rental company or following specific procedures for renting 
equipment from the company’s own fleet.
Here’s a breakdown of what this request entails:

1.	 Identify Rental Needs: The first step is for the dispatcher or Project Manager or Foreman to identify 
which equipment cannot be provided by the company’s in-house inventory. They will note down the 
specific items required for the job.

2.	 Contact Third-Party Rental Companies:

	� If the equipment is not available internally, the dispatcher or Project Manager/Foreman may need to 
contact external rental companies.

	� These companies specialize in providing a wide range of equipment and can cater to various needs, 
from small tools to larger machinery.

	� The Project Manager or Foreman will be provided with contact information for these third-party 
providers, which they can use to place an order. [Small percentage through PM/Foreman - “on 
occasion, may order equipment if needed.”]

3.	 Preparing Rental Orders:

	� Once the rental company is identified, the Project Manager or Foreman or dispatcher prepares a 
detailed rental order.

	� This order includes specifications such as equipment type, quantity, expected usage dates, and any 
additional requirements (e.g., insurance coverage).

4.	 Review and Confirm Rental Terms:

	� The rental company will review the order and provide details about the rental terms, including the 
cost, availability of the equipment, and any potential delays.

	� It’s important for the Project Manager or Foreman to carefully review these terms before finalizing the 
order.

5.	 Placing the Order:

	� Once all necessary details are confirmed, the Project Manager or Foreman places the rental order with 
the third-party company.

	� The company will then arrange for the equipment to be shipped or made available at a specified 
location.

6.	 Pickup and Installation (if required):

	� If the rental equipment needs to be picked up on-site, arrangements will be made accordingly.

	� In some cases, the Project Manager or Foreman may need to arrange for the rental company’s staff to 
install the equipment if it requires setup.

7.	 Handling Rental Fees and Returns (unexpected damage, abuse, wear and tear):

	� Project Manager or Foreman will receive a rental agreement (paper or digitally signed).

	� The exact terms of repayment will be outlined in the rental agreement, which the Project Manager or 
Foreman should review carefully.

	� Upon completion of the job and return of the equipment, it’s important for the Project Manager or 
Foreman to ensure that the equipment is returned in good condition and that all rental fees are paid.
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8.	 Communicating with Rental Company:

	� Throughout the rental process, the dispatcher or Project Manager or Foreman may need to 
communicate with the third-party rental company for updates on order status, shipping details, or any 
other issues.

	� Clear communication ensures a smooth rental experience and helps avoid delays.

By following these detailed steps in the Rental Procedure, the UCCo can efficiently manage external 
equipment rentals, ensuring that jobs are completed successfully without delays.

Step 9: Outgo Procedure
This step in the Job Request Process refers to the procedure followed by the Project Manager or Foreman 
once they have completed their job and returned any rented equipment. The primary objective of this 
procedure is to ensure that all necessary equipment is properly checked over and returned to its designated 
area in a well-maintained condition.

Purpose of the Outgo Procedure:

	� To ensure the safe and efficient return of all borrowed or rented equipment.

	� To maintain the quality and condition of the company’s equipment fleet.

	� To comply with company policies and procedures for equipment management.

	� To facilitate smooth job transitions and avoid delays in future operations.

Benefits of Following the Outgo Procedure:

	� Reduced risk of equipment damage or loss.

	� Improved equipment utilization and availability.

	� Enhanced customer satisfaction through efficient equipment management.

	� Compliance with company policies and regulations.

Key Points of the Outgo Procedure:

	� Equipment Inspection: The Project Manager or Foreman is responsible for inspecting the equipment 
they used during the job to ensure it is in good work condition and free from any damages or defects.

	� Return of Rented Equipment: If any equipment was rented from an external source, the Project Manager 
or Foreman must return it accord to the terms of the rental agreement.

	� Storage of Equipment: After the equipment has been inspected and returned, it must be properly stored 
in its designated area. This ensures that it is readily available for future use and protected from damage 
or deterioration.

	� Completion of Documentation: The Project Manager or Foreman must complete any necessary 
documentation related to the job, including logs, reports, or expense reports.

	� Communication with Dispatcher: The Project Manager or Foreman should communicate with the 
dispatcher to confirm the return of all equipment and provide any additional information or feedback.
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SECTION 3
Roles and Responsibilities

This section outlines the key roles and responsibilities within the department, ensuring that each team 
member understands their duties and expectations.

SECTION 3.1
Dispatcher

The Dispatcher is responsible for coordinating and managing the movement of equipment to support UCCo’s 
operations. The Dispatcher is the liaison between the field operations team and the equipment management 
team. The primary responsibility is to ensure that the Dispatcher properly assigns, tracks, and maintains all 
equipment, while also providing support to the field team.

Responsibilities:

Source and Locate Equipment and Vehicles Internal and External for Jobs

	� Identify the specific equipment and vehicles required for the project based on the job description and 
field requirements.

	� Utilize internal databases and resources to locate available equipment and vehicles within the 
department.

	� If necessary, outsource to external vendors through established partnerships or rental companies.

	� Ensure equipment is properly maintained and meets safety standards.

	� Secure necessary permits and licenses for operating equipment in specific locations.

	� Successfully track idle equipment and underutilized equipment to keep rental eq to a minimum).

Ensure Proper Billing of Equipment Through Rental Companies

	� Obtain quotes from rental companies for the required equipment and vehicles.

	� Negotiate lease terms, including rental rates, insurance coverage, and payment schedule.

	� Generate and submit rental invoices to project.

	� Track equipment usage and ensure timely payments to rental companies.

Schedule Trucking to and from Jobs for Materials and Equipment

	� Collaborate with transportation providers to schedule trucking services for materials and equipment.

	� Ensure timely delivery and pickup of materials and equipment at designated locations.

	� Manage transportation costs and ensure efficient use of resources.

	� Coordinate with job site personnel to ensure smooth delivery and receipt of goods.

Participate in All Pre-Job Calls to Give Adequate Notice of Equipment Needs

	� Participate in pre-job meetings with job/project management to discuss equipment requirements and 
delivery schedules.

	� Provide timely notifications to transportation providers and equipment suppliers about equipment needs.

	� Ensure clear communication and coordination to avoid delays or cancellations.
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Ensure Contracts with All Trucking Companies are Properly Approved

	� Verify that all trucking companies have executed contracts with the company.

	� Ensure contracts include necessary clauses for insurance, liability, and payment terms.

	� Maintain documentation of contract approval and execution.

	� Monitor transportation providers to ensure compliance with contract terms.

SECTION 3.2
Shop/Field Foreman

The Shop/Field Foreman is responsible for overseeing the maintenance, repair, and operation of equipment 
used by the field operations team. This role blends technical knowledge, administration and customer service 
skills, and hands-on expertise to ensure that the department properly maintains, repairs, and utilizes all 
equipment.

Additionally, the Shop/Field Foreman is the primary point of contact for all equipment-related activities 
between the department and the field operations team. The role involves coordinating the maintenance and 
repair of equipment, supervising technicians and mechanics, and ensuring that the team properly utilizes all 
equipment to support all projects.

Responsibilities:

Communicate with Dispatcher to Ensure Equipment/Vehicle Needs are Met

	� Verify equipment availability and scheduling needs with dispatcher.

	� Confirm delivery and pickup schedules for equipment and parts.

	� Notify dispatcher of any changes or updates to equipment needs.

	� Ensure clear communication with dispatcher regarding any delays or issues.

	� Track down best price/estimate for repairs and parts.

Oversee Repairs and Maintenance and Services on Equipment in Field and Shop

	� Conduct regular inspections of equipment and facilities to identify maintenance needs.

	� Develop and implement preventive maintenance schedules for equipment. 

	� Coordinate with mechanics to ensure timely completion of repairs and maintenance tasks. 

	� Review and approve repair estimates and invoices from vendors.

Ensure All Safety Protocols are Followed by Mechanics

	� Regularly review and update safety procedures with mechanics. 

	� Conduct safety training sessions as needed. 

	� Monitor mechanic conduct and provide feedback on adherence to safety protocols. 

	� Ensure all necessary safety equipment is available and in good working condition.

Schedule Outside Vendors to Make Repairs When Necessary

	� Research and select qualified vendors for repairs and services. 

	� Develop and manage vendor contracts and agreements. 

	� Coordinate with mechanics to schedule vendor visits and complete repairs. 

	� Monitor vendor performance and ensure compliance with company standards.
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Ensure Mechanics Complete Daily Required Tasks

	� Develop and implement daily routine for equipment maintenance and inspection. 

	� Assign tasks and responsibilities to mechanics as needed. 

	� Conduct regular check-ins with mechanics to monitor progress on daily tasks. 

	� Provide feedback and coaching to improve efficiency and productivity.

Approve Mechanic Timecards and Any Issues

	� Review mechanic timecards and approve hours worked. 

	� Investigate and resolve any discrepancies or issues with timecards. 

	� Monitor and address any labor disputes or conflicts. 

	� Ensure compliance with company policies and procedures regarding timekeeping and attendance.

Reviews All Work Orders for Completion and Repairs That Are Pending

	� Regularly review work orders to track progress and status. 

	� Investigate and resolve any delays or issues with work orders. 

	� Monitor completion of repairs and services against company standards and expectations. 

	� Update work order records and notify dispatcher of changes or updates.

SECTION 3.3
Shop/Field Mechanics

The Shop/Field Mechanic is responsible for maintaining, repairing, and overhauling equipment used by the 
field operations team. This role requires hands-on technical expertise to ensure that equipment receives 
proper maintenance and functions reliably.

The Shop/Field Mechanic is the primary technician responsible for maintaining and repairing equipment 
and performs routine maintenance tasks. The role involves working closely with field teams to ensure that 
equipment is available when needed, while also implementing preventative maintenance schedules to 
minimize downtime.

Responsibilities:

Complete All In-House Repairs and Inspections and Services on Equipment and Vehicles

	� Perform routine maintenance tasks, such as oil changes, tire rotations, and brake pad replacements. 

	� Troubleshoot and repair equipment malfunctions, including electrical, mechanical, and hydraulic systems. 

	� Conduct inspections to identify potential issues with equipment and vehicles. 

	� Develop and implement preventive maintenance schedules for equipment and vehicles. 

	� Perform repairs on engines, transmissions, differentials, and other components as needed. 

	� Replace worn or damaged parts, such as belts, hoses, and seals. 

	� Repair or replace electrical components, including wiring, batteries, and starters. 

	� Perform routine maintenance on generators, compressors, and other power equipment. 

	� Inspect and maintain hydraulic systems, including pumps, valves, and cylinders.
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Ensure Cleanliness of Work Areas

	� Clean up spills and debris immediately after repairs or services are completed. 

	� Sweep and mop floors regularly to maintain a clean and organized workspace. 

	� Dispose of hazardous materials, such as batteries and chemicals, in accordance with company policies. 

	� Restock supplies, including tools, parts, and cleaning materials, to ensure a well-stocked workshop. 

	� Organize equipment and parts to prevent clutter and improve workflow.

Ensure All Work is Completed Following Safety Protocols

	� Wear personal protective equipment (PPE), such as gloves, safety glasses, and steel-toed boots, as 
required for the task. 

	� Follow established procedures for handling hazardous materials, including chemicals and fuels. 

	� Use proper lifting techniques to prevent injury, including using mechanical advantage or seeking 
assistance when necessary 

	� Ensure that all equipment and tools are properly maintained and in good working condition. 

	� Report any safety concerns or near-misses to the shop/field foreman or supervisor immediately. 

	� Follow established procedures for emergency shutdowns or evacuations of the workshop.

Communicate with Shop/Field Foreman regarding Parts Needed and Repairs

	� Clearly communicate repair needs and parts requirements to the shop/field foreman, including any 
issues or concerns. 

	� Request parts and materials in a timely manner, using company-approved ordering procedures. 

	� Provide regular updates on progress and status of repairs, including any delays or changes. 

	� Collaborate with the shop/field foreman to troubleshoot and resolve repair issues. 

	� Follow up with the shop/field foreman to confirm completion of repairs and ensure that all work is 
satisfactory. 

SECTION 3.4
Parts Manager

The Parts Manager is responsible for managing the procurement, storage, and distribution of parts and 
equipment components needed for maintenance and repair operations, as well as the supplies required at 
the job site.

The Parts Manager is also responsible for managing the parts supply chain, from procurement through 
storage and distribution. The role involves ensuring that the right parts are available when needed, at the 
right time, and at the right price.

Responsibilities:

Fills job requests for safety equipment, small tools, rigging, job supplies

	� Responds to safety equipment requisitions and orders necessary items.

	� Orders small tools, parts, and materials as needed.

	� Places orders for rigging gear and other specialized equipment.

	� Ensures timely delivery of job supplies to support operations.
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Assists mechanics with locating and finding parts for repairs
	� Locates parts in inventory or through vendor shipments.
	� Verifies part availability and ordering information as needed.
	� Provides technical support and guidance on part selection.

Keeps department stocked for job and shop needs, reorders as necessary
	� Maintains an accurate inventory of equipment, tools, and supplies.
	� Orders replacement parts and materials to maintain adequate stock levels.
	� Reorders items regularly to prevent stockouts or overstocking.
	� Monitors inventory levels and reports any discrepancies.

Works on internal pricing with vendors to stay competitive
	� Negotiates prices with vendors to ensure fair and competitive rates.
	� Conducts market research to identify best practices for vendor pricing.
	� Analyzes data on part costs and usage patterns to inform pricing decisions.
	� Recommends pricing strategies to management to optimize cost savings.

Organizes parts and inventory pickups from vendors
	� Coordinates with vendors to schedule regular inventory pickups.
	� Ensures accurate delivery of parts and supplies.
	� Verifies delivered items against order records and returns any incorrect or damaged goods.
	� Maintains records of inventory receipts, including serial numbers and quantities.

SECTION 3.5
Equipment Admin (Registration Admin)

The Equipment Admin (Registration Admin) plays a vital role in maintaining the accuracy and compliance 
of equipment registrations within the underground utility company’s fleet. This individual is responsible for 
ensuring that all vehicles, equipment, and assets are properly registered and up-to-date, facilitating efficient 
operations and minimizing regulatory risks.

Responsibilities:

Verifies current vehicle registration
	� Review company vehicle inventory to ensure all vehicles have current registration.
	� Verify registration dates and expiration dates for each vehicle.
	� Update system records with new or renewed registrations as needed.

Installs registration and stickers on vehicles
	� Ensure all vehicles are equipped with current registration labels and stickers.
	� Check vehicle manuals for specific requirements for each state or region.
	� Use approved materials and equipment to apply labels and stickers correctly.

Organizes vehicles for recalls, smog checks, and Clean Truck Checks
	� Identify vehicles that require recalls, smog checks, or Clean Truck Checks.
	� Update system records with the relevant documentation (recall notices, inspection reports).
	� Schedule appointments or send notifications to drivers when necessary.
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Verifies accuracy of weekly equipment charges

	� Review invoices and payment records for all jobs to ensure accuracy.

	� Verify that the department charges all vehicles correctly for each job.

	� Identify any discrepancies or errors and investigate as needed.

Organizes title transfers and auctions

	� Keep track of vehicle titles, including transfer dates and ownership information.

	� Coordinate with departments to facilitate smooth title transfers.

	� Research and stay up to date on auction procedures and requirements for company vehicles.

Updates digital registration for mobile access

	� Review system records for any changes or updates to vehicle registrations.

	� Ensure all relevant documentation is accessible via mobile app or website.

	� Test digital registration systems to ensure accuracy and functionality.

SECTION 3.6
Department of Transportation (DOT) Manager

The Department of Transportation (DOT) Manager is responsible for ensuring that all aspects of 
transportation management are in compliance with federal, state, and local regulations. This role oversees 
all DOT compliance within the company, including reviewing driver qualifications and violations, ensuring all 
DOT inspections are completed with high standards of compliance.

Responsibilities

DOT Compliance

	� Ensures all company operations comply with relevant Federal, State, and Local Department of 
Transportation regulations.

	� Reviews and verifies company policies and procedures to ensure compliance with DOT laws and 
regulations.

	� Conducts regular audits and inspections to identify areas for improvement.

Driver Qualifications and Violations

	� Review and verify driver qualifications to ensure they meet all required standards set by the Department 
of Transportation.

	� Researches and investigates incidents of driver misconduct or violations to determine cause and effect.

	� Ensures that drivers receive necessary training and re-certification as required by DOT regulations.

	� Maintains accurate records of driver qualifications, certifications, and any infractions.

DOT Inspections for Compliance

	� Reviews all DOT inspections performed on company vehicles and equipment to ensure compliance with 
regulations.

	� Conducts follow-up inspections to verify corrections or address any outstanding issues.

	� Provides feedback to drivers and employees on areas for improvement based on inspection findings.
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Company Training on New Policies and Procedures

	� Develops and delivers training programs on new policies and procedures related to DOT compliance.

	� Ensures all employees understand the importance of DOT regulations and their role in enforcing them.

	� Maintains accurate records of employee training and certification.

Staying Current with DOT Laws and Regulations

	� Stays up-to-date on all changes to Federal, State, and Local Department of Transportation laws and 
regulations.

	� Participates in training sessions to stay current on best practices and new developments.

	� Collaborates with other departments to ensure compliance with regulatory requirements.

Monitoring the Company’s DOT Score for Improvement

	� Monitors the company’s overall performance against DOT standards and metrics.

	� Identifies areas for improvement and implements changes to enhance compliance and reduce risks.

	� Provides regular updates to management on the company’s progress towards improving its DOT score.

Training of Drivers and Employees on DOT Compliance

	� Develops and delivers training programs on DOT compliance, including policies, procedures, and 
regulations.

	� Ensures all drivers and employees understand their roles and responsibilities in maintaining DOT 
compliance.

	� Maintains accurate records of employee training and certification.

SECTION 3.7
Department of Transportation (DOT) Admin

The Department of Transportation (DOT) Admin ensures compliance with federal and state transportation 
regulations and helps manage all driving operations safely and efficiently. This role includes maintaining 
driver records, conducting drive tests, training new drivers on DOT rules, and verifying e-logs and hours of 
service to prevent any violations.

Responsibilities:

Maintains all drivers for current license and restrictions

	� Reviews driver licenses to ensure they are up-to-date. 

	� Verifies that all drivers have the required certifications and permits. 

	� Ensures that drivers’ licenses reflect any changes to hours of service, hazardous materials training, or 
other relevant requirements.

Reviews all company speed alert

	� Monitors company speed alert systems for accurate and timely notifications. 

	� Investigates and resolves any issues related to incorrect speed alerts. 

	� Works with the equipment department team to optimize speed limits and speed alerts for the company’s 
vehicles.
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Performs company drive tests with all drivers for safe operation

	� Conducts regular behind-the-wheel training sessions or observation of driver operation. 

	� Evaluates drivers’ adherence to safety regulations, including speed limits, right-of-way rules, and 
defensive driving techniques. 

	� Provides constructive feedback and coaching to improve driver behavior.

Trains drivers on DOT rules and procedures

	� Develops and delivers training programs for new and experienced drivers on federal regulations, 
company policies, and safe operating procedures. 

	� Covers topics such as hours of service, hazardous materials transportation, and safety inspections. 

	� Ensures that all drivers understand their responsibilities under DOT regulations.

Helps ensure issues with e-logs and hours of service are correct

	� Verifies the accuracy of electronic logging devices (ELDs) or paper logs to ensure compliance with 
federal hours-of-service regulations. 

	� Resolves any discrepancies or errors related to driver logs, including unauthorized stops or miles driven. 

	� Collaborates with drivers to resolve issues and maintain log integrity.

SECTION 3.8
Yard Foreman

The Yard Foreman is responsible for maintaining the cleanliness and orderliness of the yard and building, 
organizing equipment and supplies, and ensuring the efficient operation of the department.

Responsibilities:

Maintain yard and building for cleanliness

	� Regularly maintain walkways, parking areas, and around equipment. 

	� Clean up spills, oil drips, and other debris promptly to prevent slipping hazards. 

	� Keep landscaping tidy, including trimming shrubs and trees. 

	� Ensure the building entrance and surrounding area is free of trash and debris.

Organizes yard equipment job supplies

	� Ensure all job supplies are stored in designated areas and labeled correctly. 

	� Organize tools, materials, and equipment according to job type or project. 

	� Restock supplies as needed to prevent running out during work hours. 

	� Keep inventory records up-to-date to track supply levels.

Ensures job supply requests are fulfilled and helps with job support

	� Respond promptly to requests for job supplies from foremen, crew leaders, or workers. 

	� Coordinate deliveries of new equipment or materials to the job site. 

	� Assist in loading and unloading supplies onto trucks or equipment. 

	� Provide guidance on proper use and handling of equipment and supplies.



Roles and Responsibilities	 3-9

Equipment Manual	

Ensures all vehicles/equipment leaving are washed and cleaned, with job number and location

	� Regularly wash and clean vehicles, trailers, and equipment to maintain a safe working environment. 

	� Label and date all equipment, including trucks, trailers, and tools, before returning them to storage or 
disposal. 

	� Document the condition of each piece of equipment, including any issues or maintenance needs.

Keeps inventory of barricades and shoring for job needs

	� Monitor the levels of barricades, shoring, and other necessary materials on hand. 

	� Order replacements as needed to ensure adequate supplies for future projects. 

	� Conduct regular checks of inventory to identify potential discrepancies or losses. 

	� Update records to reflect changes in inventory levels.

SECTION 3.9
Drivers

The Driver is responsible for the safe and efficient transportation of company equipment, vehicles, 
attachments, and parts and supplies.

Responsibilities:

Deliver equipment and trucks to and from job sites

	� Safely operate vehicles to transport heavy equipment and materials. 

	� Load and unload equipment from trailers or cargo beds, ensuring proper securing and stowage. 

	� Conduct pre-trip inspections on vehicles to ensure safety and efficiency. 

	� Follow company policies for routing and scheduling deliveries to minimize delays and optimize 
productivity. 

	� Communicate with dispatchers and foremen to confirm delivery schedules and locations. 

Help with new employee test drives

	� Familiarize yourself with new equipment and company procedures for test drive orientation. 

	� Provide a safe and controlled driving environment for new employees to practice operating the vehicle. 

	� Demonstrate proper safety features, such as emergency stops. 

	� Guide new employees through basic driving techniques, including loading and unloading operations. 

	� Ensure new employees understand company policies and regulations related to equipment operation.

Deliver and pickup equipment and trucks to dealerships for repairs

	� Plan routes that minimize fuel consumption and reduce wear on vehicles. 

	� Use GPS navigation or mapping software to optimize delivery routes. 

	� Inspect vehicles before departing to ensure they are in good working condition. 

	� Follow company procedures for reporting vehicle maintenance issues or accidents. 

	� Communicate with dispatchers and dealerships to confirm delivery schedules and locations.

Help deliver parts and job supplies to mechanics and the field

	� Safely transport sensitive equipment and materials, such as electronics or hazardous materials. 

	� Use specialized trailers or containers to secure and protect the delivery of items during transportation. 
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SECTION 3.10
Equipment Manager

The Equipment Manager helps maintain the overall health, efficiency, and productivity of the Equipment 
department. The role ensures that the department properly maintains, repairs, and utilizes all equipment to 
maximize lifespan and effectiveness.

Responsibilities:

Ensures equipment maintenance across the fleet is performed and tracked

	� Conduct regular inspections to identify potential issues with equipment. 

	� Develop and implement a preventive maintenance schedule for all equipment. 

	� Assign maintenance tasks to technicians and track completion dates. 

	� Use asset management software to track equipment condition, history, and maintenance records. 

	� Establish a system for reporting maintenance requests and tracking follow-up actions.

Ensures field support for all equipment needs

	� Provide prompt response times for technician requests. 

	� Ensure that equipment is properly equipped with necessary tools and spare parts. 

	� Coordinate with dispatchers to ensure timely deployment of technicians and equipment. 

	� Develop and maintain relationships with vendors and suppliers to secure necessary parts and services. 

	� Establish a system for tracking and documenting equipment issues and resolutions.

Implements processes for all department procedures

	� Develop and document standard operating procedures (SOPs) for equipment maintenance, repair, and 
replacement. 

	� Implement a quality control process to ensure consistency in work quality and efficiency. 

	� Establish key performance indicators (KPIs) to measure equipment management effectiveness. 

	� Continuously monitor and evaluate processes to identify areas for improvement. 

	� Provide training and support to technicians on new procedures and equipment.

Manages equipment repair costs

	� Develop a comprehensive budget for equipment maintenance and repairs. 

	� Negotiate with vendors and suppliers to secure the best possible prices for parts and services. 

	� Implement cost-saving measures, such as preventive maintenance. 

	� Track and analyze repair data to identify trends and opportunities for improvement. 

	� Regularly review and adjust the equipment repair budget to ensure alignment with company goals.

Ensures DOT fleet maintenance is met

	� Uphold the plan for maintaining compliance with DOT regulations, including inspections and record-
keeping. 

	� Implement a system for tracking and documenting equipment maintenance records. 

	� Coordinate with dispatchers to ensure timely scheduling of maintenance activities. 

	� Establish relationships with authorized repair shops and fleet service providers.
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Tracks and manages the damage cost to jobs

	� Develop a process for tracking and documenting job-related damages. 

	� Implement a system for tracking and analyzing damage costs and trends. 

	� Coordinate with vendors and suppliers to secure necessary parts and services. 

	� Regularly review and update the damage cost tracking process to ensure accuracy and efficiency.

Closes out jobs to ensure all costs are captured

	� Develop a comprehensive closing-out process for job-related activities. 

	� Implement a system for tracking and documenting job-related expenses and assets. 

	� Ensure that all necessary documentation, such as invoices and receipts, is collected and archived. 

	� Regularly review and update the closing-out process to ensure accuracy and efficiency.

Confirms all dealership and factory recalls and updates are completed

	� Establish relationships with dealerships and manufacturers to stay informed about recall notices and 
product updates. 

	� Develop a process for tracking and documenting recall notices and product updates. 

	� Implement a system for monitoring recall status and ensuring compliance. 

	� Coordinate with technicians to ensure that necessary repairs and updates are performed promptly. 

	� Regularly review and update the recall tracking process to ensure accuracy and efficiency.

Manages labor and overtime

	� Implement a system for tracking and analyzing labor costs and productivity. 

	� Establish key performance indicators (KPIs) to measure labor effectiveness. 

	� Coordinate with dispatchers to ensure timely deployment of personnel and equipment. 

	� Regularly review and update the labor management process to ensure alignment with company goals.

SECTION 3.11
Equipment Superintendent

The Equipment Superintendent ensures that all necessary tools and machinery are available to support field 
operations. This position is responsible for managing the day-to-day activities of the equipment department, 
working closely with mechanics, supervisors, and other stakeholders to optimize equipment performance and 
efficiency.

Responsibilities:

Ensures all equipment needs are addressed for the jobs

	� Develops and maintains a comprehensive understanding of the equipment requirements for various job 
types (e.g., trenching, pipe laying, etc.). 

	� Collaborates with field supervisors to identify equipment needs for upcoming jobs. 

	� Ensures that all necessary equipment is available, in good working condition, and properly maintained 
before each job. 

	� Identifies and procures any additional equipment or specialized tools as needed.
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Works with mechanics on ways to improve repair time and efficiency

	� Regularly communicates with shop mechanics to understand the root causes of equipment downtime 
and inefficiencies. 

	� Collaborates with mechanics to implement process improvements, such as standardizing maintenance 
procedures or implementing preventative maintenance programs. 

	� Encourages continuous learning and professional development for mechanics to stay up-to-date on the 
latest technologies and techniques. 

	� Supports research and testing of new equipment and tools that could improve repair time and efficiency.

Identifies needs for field and shop mechanics to keep

	� Conducts regular inventory checks of shop supplies, such as lubricants, filters, and spare parts. 

	� Identifies areas where maintenance personnel may need additional training or support. 

	� Maintains accurate records of equipment downtime, repairs, and maintenance activities. 

Ensures the team performs equipment maintenance for the fleet

	� Oversees routine maintenance schedules for all company vehicles and equipment. 

	� Ensures that mechanics perform regular inspections to identify potential issues before they become 
major problems. 

	� Collaborates with shop mechanics to ensure that maintenance activities, such as oil changes and tire 
rotations, are completed on schedule. 

	� Works with dispatch and field supervisors to prioritize maintenance activities based on job requirements 
and availability of equipment.

Ensure the company’s 90-day DOT compliance for fleet vehicles

	� Develops and implements a system for tracking vehicle inspections, maintenance, and repairs. 

	� Ensures that all required documentation, such as vehicle inspection reports and maintenance records, 
are completed accurately and on time. 

	� Collaborates with shop mechanics to ensure that necessary repairs and maintenance activities are 
performed in accordance with DOT regulations. 

	� Maintains accurate records of all vehicle inspections and compliance activities to support company 
reporting requirements.

SECTION 3.12
Director of Fleet

The Director of Fleet is responsible for overseeing the procurement, management, and maintenance of fleet 
equipment to ensure optimal utilization and cost-effectiveness.

Responsibilities:

Procurement of all fleet equipment

	� Source and procure new or used equipment for the fleet as needed. 

	� Consider factors such as budget, availability, and maintenance requirements when making procurement 
decisions. 

	� Ensure compliance with company policies and regulations when purchasing equipment. 

	� Develop relationships with suppliers and vendors to negotiate prices and terms.
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Builds and adjusts equipment rates for jobs

	� Develop and implement pricing strategies for equipment rentals or purchases on a per-job basis. 

	� Consider factors such as equipment condition, usage patterns, and market demand when adjusting 
rates. 

	� Communicate rate changes to customers and stakeholders as needed. 

	� Ensure compliance with company policies and contracts when setting rates.

Manages equipment department costs and upkeep

	� Develop and manage budgets for the fleet department. 

	� Monitor and control equipment maintenance and repair costs. 

	� Implement cost-saving measures such as preventive maintenance and energy-efficient upgrades. 

	� Ensure compliance with safety regulations and company policies regarding equipment maintenance and 
operation.

Manages long-term equipment procurement and disposal

	� Develop and implement a strategic plan for long-term equipment procurement and disposal. 

	� Identify opportunities to replace or upgrade existing equipment with more efficient or effective models. 

	� Work with vendors and suppliers to negotiate prices and terms for equipment purchases or disposals. 

	� Ensure compliance with company policies and regulations when disposing of equipment.

Ensures proper resources and sharing of assets occurs with other OPU’s

	� Develop relationships with other utility companies to share best practices and knowledge regarding fleet 
management. 

	� Identify opportunities for asset sharing and collaboration on projects or initiatives. 

	� Ensure that all agreements and contracts are in place to facilitate asset sharing and collaboration. 

	� Communicate with stakeholders and customers about the benefits of shared resources and assets.

Builds and tracks monthly P&L

	� Develop and manage financial reports and statements for the fleet department. 

	� Track income and expenses related to equipment sales, rentals, maintenance, and repairs. 

	� Analyze financial data to identify trends and opportunities for cost savings or revenue growth. 

	� Communicate financial performance to stakeholders and management as needed.

Tracks company allotted budget to ensure no overages occur

	� Monitor and track the fleet department’s spending against allocated budgets. 

	� Identify areas where costs are exceeding expectations and implement corrective actions as needed. 

	� Work with vendors and suppliers to negotiate prices and terms to stay within budget. 

	� Communicate with stakeholders about any budget variances or concerns.
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Tracks and maintains all assets in accordance with Quanta directives

	� Ensure compliance with industry standards and regulations regarding fleet management and asset 
tracking. 

	� Develop and maintain accurate records of equipment ownership, condition, and maintenance history. 

	� Conduct regular inspections and audits to ensure adherence to company policies and procedures. 

	� Communicate with stakeholders about any non-compliance issues or concerns.

SECTION 3.13
Parts Associate

The Parts Associate is responsible for ensuring that the department has the necessary parts and materials to 
perform work efficiently and effectively.

Responsibilities:

Charges and Orders Requests from Field and Shop Mechanics
	� Process and review field and shop mechanic orders for consumables, tools, and spare parts. 
	� Verify accuracy of orders and ensure proper coding and labeling. 
	� Communicate with mechanics to resolve any discrepancies or issues. 
	� Expedite orders as needed to minimize downtime and optimize work efficiency. 
	� Maintain accurate records of orders, including tracking of shipments and receipt of inventory.

Orders Consumables and Needs for the Equipment Department and Field
	� Conduct regular inventory checks to identify areas where supplies are low or running out. 
	� Order consumable items, such as oil, filters, and replacement parts, in a timely manner. 
	� Research and compare prices for different suppliers to ensure best value. 
	� Maintain records of all orders, including tracking of shipments and receipt of inventory.

Helps with Field/Job Order Requests
	� Assist field mechanics with ordering parts and supplies as needed. 
	� Provide guidance on proper usage and maintenance procedures for equipment. 
	� Help troubleshoot issues with equipment or tools to minimize downtime. 
	� Communicate with shop mechanics to coordinate repair or replacement of parts. 
	� Offer suggestions for reducing waste, improving efficiency, and optimizing resource allocation.

Stocks Inventory and Organizes Parts Department
	� Reorganize and restock the inventory as needed to maintain optimal organization and accessibility. 
	� Develop a process for receiving, inspecting, and storing new shipments of inventory. 
	� Ensure all parts are properly coded, labeled, and stored according to manufacturer’s instructions. 
	� Conduct regular cleaning and maintenance of the parts department to prevent clutter and ensure a safe 

working environment.

SECTION 3.14
Parts Runner

The Parts Runner is responsible for ensuring the efficient delivery of parts and equipment to field personnel 
and dealerships. They play a crucial role in maintaining equipment uptime and customer satisfaction.
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Responsibilities:

Parts Pickup
	� Pick up parts from yard or other storage locations. 
	� Inspect parts for damage or discrepancies before leaving the location. 
	� Ensure all necessary paperwork and documentation is completed before departing. 
	� Load parts onto delivery vehicle or trailer according to designated routes and schedules.

Delivery of Parts to Field

	� Follow established routes and schedules to deliver parts to field locations. 

	� Interact with field personnel, technicians, and other stakeholders to confirm part requirements and 
availability. 

	� Ensure accurate tracking and inventory management for all delivered parts. 

	� Provide prompt and professional service to ensure timely completion of projects.

Delivery of Trucks to Dealerships

	� Coordinate with dealerships to schedule pickup and delivery times. 

	� Inspect trucks for damage or defects before departure from the warehouse. 

	� Load trucks onto trailer or delivery vehicle according to designated routes and schedules. 

	� Ensure all necessary paperwork and documentation is completed before departing.

Delivering Parts to Mechanics

	� Arrive promptly at designated locations with complete orders. 

	� Communicate effectively with mechanics to confirm part requirements and availability. 

	� Provide accurate information about parts, including any applicable warranties or technical specifications. 

	� Offer assistance and support as needed to ensure successful completion of repair work.

SECTION 3.15
Yard Laborers

The Yard Laborer is responsible for maintaining the organization, cleanliness, and readiness of all equipment 
and vehicles used by UCCo.

Responsibilities

Organizing and Indicating Equipment/Trucks with Red and Yellow Cones

	� Use red cones to indicate areas where equipment is being repaired or serviced.

	� Use yellow cones to designate parking areas for equipment, trucks, and trailers.

	� Ensure all cones are securely placed to prevent tripping hazards or blocking traffic.

Wash and Clean All Equipment Before It Leaves

	� Regularly wash and clean all equipment, including tools, generators, and vehicles, before crews use it on 
a job site.

	� Use proper cleaning solutions to remove dirt, grime, and any hazardous materials from equipment 
surfaces.

	� Dry equipment thoroughly after cleaning to prevent rust or corrosion.
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Repair and Test All Barricades, Shoring, and Pump Cans for Jobs

	� Regularly inspect and repair barricades, shoring, and pump cans used on job sites.

	� Make necessary repairs to ensure equipment is in good working order.

	� Test each item before using it on a job site to ensure proper function.

Clean, Organize, and Paint Road Plates for Job Use

	� Regularly clean and organize road plates used on job sites.

	� Paint or apply a protective coating to road plates as needed to extend their lifespan.

	� Ensure all road plates are properly stored when not in use to prevent damage.

Take Pictures and Help with Outgoing and Incoming Equipment and Trucks

	� Document equipment and trucks before they leave the yard, including photos of vehicles and tools being 
moved.

	� Assist dispatch and receiving personnel with the outgoing and incoming of equipment and trucks.

	� Verify that all equipment is properly accounted for and documented.

Ensure Inventory of Small Tools and Generators and Send Out for Repairs

	� Regularly check inventory levels of small tools, generators, and other equipment needed on job sites.

	� Notify dispatch or management when necessary items are low or missing.

	� Coordinate repairs or replacements with vendors or maintenance personnel as needed.

Ensure All Trailers Have Correct Chains and Binders and Are in Good Working Order

	� Regularly inspect trailers for proper chain and binder installation.

	� Verify that all trailers are in good working order, including tires, brakes, and suspension systems.

	� Notify dispatch or management if any issues are found with a trailer.

Help Load and Setup Equipment Packages for Dispatch and Trucking

	� Assist with loading equipment packages onto trucks for transport to job sites.

	� Verify that all necessary equipment is included in the package

	� Help set up equipment at job sites, including arranging tools and supplies.

SECTION 3.16
Dispatch Manager

The Dispatch Manager is responsible for overseeing and coordinating all equipment and vehicle operations. 
This role requires strategic planning, effective communication, and a deep understanding of logistics to 
ensure seamless execution of jobs and timely completion of projects.

Responsibilities

Source and Locate Equipment and Vehicles

	� Identify the specific equipment or vehicles required for upcoming jobs.

	� Source both internal (company-owned) and external (leased or rented from vendors) resources as 
needed.

	� Conduct site visits to assess equipment requirements and ensure adequate inventory.
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Ensure Proper Billing of Equipment Through Rental Companies

	� Monitor equipment usage and maintain accurate records.

	� Approve invoices from rental companies promptly and accurately.

	� Ensure timely payment to avoid any financial discrepancies or penalties.

Schedule Trucking to and from Jobs for Materials and Equipment

	� Plan routes and schedules for the transportation of materials and equipment to job sites.

	� Work with logistics teams to ensure timely delivery and retrieval of resources.

	� Monitor vehicle utilization and optimize schedules to minimize costs and maximize efficiency.

Participate in All Pre-Job Calls to Give Adequate Notice of Equipment Needs

	� Attend all pre-job planning meetings to understand project requirements and equipment needs.

	� Provide timely information about equipment availability and potential delays.

	� Coordinate with other departments (e.g., engineering, field operations) to ensure seamless execution of 
projects.

Approves All Drivers’ Time

	� Review driver time sheets to ensure adherence to company policies and regulations.

	� Approve or deny time off requests based on project needs and available resources.

	� Ensure drivers are fully trained and equipped with the necessary tools and information for their tasks.
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SECTION 4
Equipment, Vehicles, and Attachments (E/V/A) Workflow

The Equipment, Vehicles, and Attachments (E/V/A) workflow plays a crucial role in ensuring the smooth 
operation of any organization that relies on supplies. It makes sure that the right equipment, vehicles, and 
attachments are readily available when needed, minimizing delays and increasing productivity.

SECTION 4.1
Purpose

The E/V/A workflow is a critical component of the department’s overall operations because it directly impacts 
the productivity and efficiency at job sites. By ensuring that the right equipment, vehicles, and attachments 
are available when needed, the Project can focus on delivering their work without resource shortages 
hindering their progress.

This section explains how the E/V/A process works and its importance in the organization’s operations. It 
provides a foundation for understanding the workflow, objectives, and benefits of this critical component.

Increased Efficiency
Increased efficiency refers to the reduction of time spent on non-productive tasks or unnecessary steps in 
the process. In the context of equipment, vehicles, and attachments, this means that when Project Managers 
or Foremen can quickly gain access to the equipment they need for an underground project, they can focus 
on their work without delays.

Streamlined processes minimize:

	� Waiting times: Employees don’t have to wait for equipment to be delivered.

	� Bottlenecks: The department allocates resources efficiently, reducing the risk of delays caused by 
incorrect equipment assignments.

	� Miscommunication: Clear communication and coordination reduce errors that can lead to inefficiencies.

By minimizing these obstructions, the Equipment Department can:

	� Complete tasks faster

	� Meet deadlines more easily

	� Have more time for underground projects

Reduced E/V/A Inventory Costs
Reduced inventory costs result from accurate E/V/A inventory management. This means tracking the correct 
E/V/A on hand and avoiding over-ordering or stockpiling.

Accurate inventory management reduces:

	� Obsolescence: Supplies are sold before they expire, reducing waste.

	� Spoilage: Supplies are handled and stored properly to prevent damage.

	� Carrying costs: The cost of holding excess inventory is minimized.

By managing E/V/A inventory more effectively, the organization can:

	� Reduce waste and minimize the environmental impact

	� Save money on carrying costs (e.g., storage, handling)

	� Avoid unnecessary purchases



4-2	 SECTION 4

	 Equipment Manual

Enhanced Customer Satisfaction
Enhanced customer satisfaction occurs when customers receive their E/V/A in a timely manner. This not only 
reflects positively on the organization’s reputation but also builds loyalty.

Prompt delivery of E/V/A ensures:

	� Timely project completion: Customers receive their necessary materials for projects, ensuring they can 
meet deadlines.

	� Reduced frustration: Employees are less likely to experience delays or shortages, reducing stress and 
dissatisfaction.

	� Increased loyalty: Organizations that consistently deliver high-quality service build strong relationships 
with customers.

By prioritizing prompt delivery, organizations can:

	� Improve customer satisfaction ratings

	� Enhance brand reputation

	� Increase repeat business

Improved Collaboration
Improved collaboration occurs when departments work together effectively to achieve shared goals. In the 
context of equipment, vehicles, and attachments, this means that all teams are aware of available supplies 
and resources.

Clear communication and coordination between departments:

	� Facilitate resource allocation: Teams can plan and schedule work based on available supplies.

	� Prevent miscommunication: Departments avoid misunderstandings that can lead to inefficiencies or 
delays.

	� Promote teamwork: Organizations recognize the importance of collaboration, leading to a more 
cohesive and effective workforce.

SECTION 4.2
Key Personnel

The successful operation of our Equipment, Vehicle, and Attachments department relies on a team 
of dedicated professionals who possess the knowledge, skills, and experience to ensure the smooth 
functioning of our equipment fleet. In this section, we will introduce our key personnel, their roles, and 
responsibilities within the department.

	� Dispatcher: The Dispatcher is responsible for coordinating the allocation of equipment and vehicles to 
various job sites based on need and availability. They work closely with field crews and supervisors to 
ensure that the correct tools are available when needed and that crews return equipment in a timely 
manner. The Dispatcher also communicates with the Shop Foreman, Mechanic, and Yard Laborer 
regarding maintenance needs and any issues that may arise during operation.

	� Shop Foreman: The Shop Foreman oversees the day-to-day maintenance and repair of the equipment 
fleet. They are responsible for managing the shop’s staff, scheduling repairs, and coordinating parts 
ordering. The Shop Foreman works closely with the Mechanic to ensure that all machines receive proper 
maintenance and function at optimal levels.

	� Mechanic: The Mechanic is responsible for performing routine maintenance, inspections, and repairs 
on the equipment fleet. They work closely with the Shop Foreman to develop a maintenance schedule, 
troubleshoot any issues that may arise during operation, and provide guidance to the Yard Laborer on 
proper usage and care of attachments.
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	� Yard Laborer: The Yard Laborer is responsible for maintaining the attachment inventory, ensuring 
accurate records are kept, and maintaining an organized storage system for all attachments. They work 
closely with the Shop Foreman and Mechanic to ensure that equipment is readily available when needed 
and that the department repairs or replaces damaged or malfunctioning attachments in a timely manner.

	� Driver: The Driver manages delivery of vehicles. They work closely with the Dispatcher to coordinate 
transportation of equipment to and from the job site, and oversee fuel management. Additionally, the 
Driver is responsible for confirming that vehicle insurance, permits, and registration are up to date.

This team of key personnel ensures that the equipment fleet is well-maintained, vehicles are reliable, and the 
attachment inventory is accurately managed, ultimately leading to increased productivity, reduced downtime, 
and cost savings for underground projects.

SECTION 4.3
Workflow Steps

The E/V/A workflow consists of the following steps to support underground projects:

1.	 E/V/A Request: When a Project Manager or Foreman requires E/V/A for a specific job, they submit a 
job request through designated channels. The request can come in various forms such as online forms, 
emails, or phone calls. It’s essential to include all relevant details about the equipment, vehicle, or 
attachment needed along with any specific requirements.

2.	 E/V/A Retrieval: The Dispatcher receives and reviews the job request. After becoming familiar with the 
details they search the inventory database for the requested items. 

Note:	 If the equipment is not readily available, they may consult with other locations to confirm 
availability or consider rental options (see [name of section].

3.	 Verification: Once the Dispatcher has located the requested equipment, they verify their accuracy and 
check the quantity available to ensure it meets the job requirements. If necessary, the Dispatcher will 
cross-check other locations if the equipment is not readily available.

4.	 Delivery: The Driver delivers equipment either directly to the job site or via pickup from a designated 
location in the yard. Minimizing delays is essential for maintaining productivity and timely project 
execution.

5.	 E/V/A Tracking: Each step of the workflow process is documented in a centralized system to ensure 
transparency and accountability. Documentation includes date and time stamps and other relevant 
details like job numbers, damage records, and photos to provide valuable insights into supply chain 
efficiency and identify areas for improvement.

As an example, a project manager calls requesting a crew truck for an engineer starting on a new job. The 
dispatcher verifies the job number, driver, and location of the truck before consulting with the equipment 
foreman for suitable vehicles and additional equipment requirements. Once prepared, the vehicle is 
delivered to the recipient using efficient delivery methods. Record 360 documents each step of the process, 
including photos and relevant details, ensuring accountability and transparency throughout the supply chain 
operations.

Let’s look at each step of the workflow in more detail below.

STEP 1: E/V/A REQUEST

The first step in the Equipment, Vehicles, and Attachments (E/V/A) workflow is the submission of a request by 
a Project Manager or Foreman for specific E/V/A required to complete a job. This process ensures that the 
appropriate resources are provided to meet project needs while maintaining accountability and efficiency in 
our operations.
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Submit Requests Through Designated Channels: To initiate the E/V/A request, Project Managers or 
Foremen should use designated channels such as online forms, emails, or phone calls to submit their 
requests. This may involve logging into a centralized system, filling out an online form, sending an email to a 
designated address, or placing a call to the Equipment Department.

Include All Relevant Details: When submitting an E/V/A request, it is essential to include all relevant details 
to facilitate efficient and accurate processing of the request. This may include:

	� The type and model of equipment or vehicle needed

	� Any specific requirements or preferences for the requested item (e.g., size, color, special features)

	� The duration for which the E/V/A is required

	� Any additional attachments or accessories necessary for the job

	� Any relevant job details such as location, project number, and estimated start and end dates

Submit Requests in a Timely Manner: To ensure that requests are processed efficiently, it is essential to 
submit them in a timely manner. Project Managers or Foremen should aim to provide enough lead time for 
the Equipment Department to secure and prepare the necessary resources before the job commences.

Confirm Request Receipt: Upon receiving an E/V/A request, the Equipment Department should confirm 
receipt to the project team and provide a tentative timeline for fulfilling the request. This confirmation helps 
manage expectations and ensures that all parties are aware of the status of the request.

Best Practices

	� Use designated channels to submit E/V/A requests to facilitate efficient processing.

	� Include all relevant details when submitting a request to ensure accurate fulfillment.

	� Submit requests in a timely manner to allow for efficient resource allocation and preparation.

	� Confirm receipt of the request with the project team to manage expectations and keep everyone 
informed about the status of the request.

STEP 2: E/V/A RETRIEVAL

The purpose of this step in the Equipment, Vehicles, and Attachments (E/V/A) workflow is for the Dispatcher 
to locate the requested items from the inventory database in response to a job request. This ensures that the 
appropriate resources are provided to meet project needs while maintaining accountability and efficiency in 
our operations.

Receive and Review Job Request: Upon receiving a job request, the Dispatcher reviews the details to 
familiarize themselves with the requirements for the requested items.

Search Inventory Database: Next, the Dispatcher searches the inventory database for the requested items 
based on the provided details such as equipment type, model, and any specific requirements or preferences.

Confirm Availability: If the required items are readily available, the Dispatcher schedules them for pick-up 
or delivery to the job site. If the items are not immediately available, they may consult with other locations to 
confirm availability or consider rental options as needed.

Provide Status Update: Once the Dispatcher has located and confirmed the availability of the requested 
items, they update the project team on the status of their request and provide a tentative timeline for 
fulfillment. This helps manage expectations and ensures that all parties are aware of the status of the request.

Best Practices

	� Review job requests thoroughly to ensure a complete understanding of the required items.

	� Search the inventory database diligently to locate the requested items quickly and accurately.
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	� Consult with other locations or consider rental options if the required items are not immediately 
available.

	� Provide regular status updates to keep the project team informed about the progress of their request.

STEP 3: VERIFICATION

The purpose of this step is to ensure that the requested equipment matches the specifications required for 
the task and that all E/V/A is available.

Confirm Equipment Details: Upon locating the requested equipment, the Dispatcher must confirm its details 
against the job requirements as indicated in the work order. The verification should include, but is not limited 
to:

	� Equipment Type (e.g., Excavator, Backhoe Loader, Bulldozer)

	� Equipment Model and Serial Number

	� Attachment Types (if applicable)

	� Capacity or Size (as relevant to the equipment type)

	� Condition of the Equipment (e.g., operational status, any repairs required)

Check Quantity Availability: The Dispatcher must verify that an adequate quantity of the requested 
equipment is available. This may include checking the inventory system for current stock levels or physically 
counting available units in the equipment yard.

Cross-Check Other Locations (if necessary): If the required equipment and quantity are not readily available 
at the first location, the Dispatcher should cross-check other locations within the company to identify any 
additional sources. This may require communication with other depots or branches.

Document Verification Results: Upon completion of the verification process, the Dispatcher must document 
the results in the work order. This documentation includes confirming that the equipment details match the 
job requirements and that an adequate quantity is available for dispatch.

Best Practices

	� Always double-check equipment details against the work order to avoid any errors or misunderstandings 
on site.

	� If equipment availability appears tight, communicate with other locations promptly to minimize delays in 
the dispatch process.

	� Maintain accurate and up-to-date inventory records to facilitate efficient verification processes.

	� Encourage open communication between Dispatchers and Equipment Department personnel to ensure 
that everyone is aware of available resources and requirements.

STEP 4: DELIVERY

The purpose of this step is to ensure that the requested equipment reaches the job site efficiently, safely, and 
on time. This process supports optimal project execution by minimizing delays and maintaining productivity.

Identify Delivery Method: The Dispatcher must determine the most appropriate delivery method based on 
the job requirements, equipment type, and availability of resources. The primary options include:

	� Direct delivery to the job site: This is ideal when the equipment can be transported directly from the 
Equipment Department to the job site without any intermediate steps.

	� Pickup from a designated location in the yard: In some cases, it may be more efficient for the crew to 
pick up the equipment from a designated location within the company’s facility or yard.
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Coordinate Transportation and Logistics: Once the delivery method has been determined, the Dispatcher 
must coordinate any necessary transportation and logistics. This includes scheduling drivers, arranging for 
loading and unloading equipment, and ensuring that all relevant documentation is prepared (e.g., bill of 
lading, inspection reports).

Minimize Delays: Delays can significantly impact project timelines and productivity. The Dispatcher should 
work diligently to minimize delays by optimizing transportation routes, ensuring equipment readiness for 
transport, and communicating effectively with drivers, crews, and other relevant parties.

Monitor Equipment Delivery Status: Throughout the delivery process, the Dispatcher must monitor the 
status of the equipment to ensure that it is en route and on schedule. This may involve contacting drivers for 
updates or liaising with other members of the team to coordinate arrival times.

Document Delivery Details: Upon completion of the delivery process, the Dispatcher must document 
relevant details in the work order. This documentation includes the equipment delivered, any attachments, 
delivery method used, and any additional notes or observations related to the delivery process.

Best Practices

	� Always prioritize efficiency and minimize delays when arranging equipment deliveries.

	� Ensure that all necessary documentation is prepared and accurate to facilitate a smooth delivery 
process.

	� Maintain open communication with drivers, crews, and other relevant parties throughout the delivery 
process.

	� Develop and implement standard operating procedures for equipment delivery to promote consistency 
and efficiency in this critical step of the workflow.

STEP 5: E/V/A TRACKING

The purpose of this step is to maintain a centralized and transparent record of the entire Equipment, Vehicles, 
and Attachments (E/V/A) workflow process. This documentation supports accountability, facilitates informed 
decision-making, and identifies areas for improvement in our supply chain operations.

Document Workflow Steps: At each step of the E/V/A workflow, the Dispatcher records relevant details in a 
centralized system. This documentation includes:

	� Date and time stamps: Provides a clear record of when each action was taken during the process.

	� Job numbers: Associates the E/V/A with specific projects or tasks to facilitate tracing and reporting.

	� Damage records (if applicable): Documents any damage or issues encountered during the equipment’s 
use, which can help identify trends and address maintenance needs.

	� Photos: Captures visual evidence of the equipment’s condition before and after dispatch, as well as any 
damage or issues that may arise during use.

Ensure Data Accuracy and Completeness: The accuracy and completeness of the recorded data are 
essential for effective E/V/A tracking. The Dispatcher should verify that all required information is included 
and that it is entered correctly into the centralized system.

Maintain Accessibility and Security: The E/V/A tracking system should be easily accessible to relevant 
personnel but secure enough to protect sensitive or confidential information. This may involve implementing 
access controls, password protection, and other security measures as necessary.

Regularly Review and Analyze Data: To identify areas for improvement in the supply chain operations, it is 
essential to regularly review and analyze the data collected through E/V/A tracking. The Dispatcher should 
work closely with management to identify trends, address issues, and implement improvements based on 
these insights.
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Best Practices

	� Ensure that all relevant details are accurately and completely recorded at each step of the workflow 
process.

	� Implement access controls and security measures to protect sensitive or confidential information.

	� Regularly review and analyze data to identify areas for improvement in supply chain operations.

	� Foster a culture of continuous improvement by encouraging feedback and suggestions from personnel 
involved in the E/V/A workflow process.

SECTION 4.4
Equipment Management

Effective equipment management is critical to the smooth operation of all underground projects. The 
following sections outline our strategy for managing equipment, vehicles, and attachments, ensuring that 
everything is in good working condition and available when needed.

Inventory Management System

	� Tracking Equipment: Our inventory management system tracks every piece of equipment, including 
location, status, and maintenance history.

	� Supply Tracking: The system also monitors the tracking and management of supplies, such as parts and 
materials.

	� Automated Alerts: The system sends automated alerts when equipment is due for maintenance or when 
supplies are running low.

Preventive Maintenance Schedules

	� Scheduled Maintenance: We follow a scheduled maintenance program to ensure that the team properly 
maintains all equipment, reducing downtime and increasing efficiency.

	� Condition-Based Maintenance: Our team also performs condition-based maintenance, which involves 
monitoring equipment performance and adjusting maintenance schedules accordingly.

	� Collaboration with Operators: We work closely with our operators to identify equipment needs and 
schedule maintenance accordingly.

Regular Inspections and Maintenance

	� Regular Inspections: We conduct regular inspections of all equipment to identify potential issues before 
they become major problems.

	� Maintenance Work Orders: When necessary, we create maintenance work orders to address any issues 
or perform routine maintenance.

	� Quality Control: Our team ensures that all maintenance work is performed to the highest standards, 
using only approved materials and following established procedures.

Benefits of Equipment Management

	� Reduced Downtime: Effective equipment management helps reduce downtime, ensuring that our 
operations can continue uninterrupted.

	� Increased Efficiency: By keeping equipment in good working condition, we can optimize productivity 
and efficiency.

	� Extended Equipment Life: Regular maintenance and inspections help extend the life of our equipment, 
reducing replacement costs.

	� Improved Safety: Well-maintained equipment reduces the risk of accidents and injuries.
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SECTION 4.5
Vehicle Management

UCCo vehicles play a vital role in the execution of our underground utility projects. Effective vehicle 
management is crucial for ensuring their optimal performance, safety, and availability.

Vehicle Maintenance Logs and Service Records:

Maintaining accurate records of vehicle maintenance is essential for ensuring that each vehicle is properly 
serviced and ready for use. This includes:

	� Regular inspection and testing of vehicles to identify any issues or potential problems.

	� Recording of all maintenance activities, including oil changes, tire rotations, and repairs.

	� Storage of service records in a secure and accessible location.

By maintaining accurate logs and service records, we can:

	� Ensure that vehicles are in good working condition before they hit the road.

	� Identify potential safety hazards and take corrective action.

	� Provide a clear audit trail for compliance with regulatory requirements.

	� Make informed decisions about vehicle maintenance schedules and budgets.

Fuel Management System:

A fuel management system is essential for optimizing fuel efficiency, reducing waste, and minimizing 
environmental impact. This includes:

	� Implementing fleet management software to track fuel consumption, monitor fuel prices, and optimize 
routes.

	� Conducting regular fuel audits to identify areas of inefficiency and opportunities for improvement.

	� Encouraging drivers to report any issues or concerns related to fuel consumption.

By implementing a fuel management system, we can:

	� Reduce fuel costs and minimize our environmental footprint.

	� Improve driver satisfaction and reduce the risk of accidents caused by driver fatigue.

	� Enhance our reputation as a responsible and environmentally conscious organization.

Vehicle Preventive Maintenance Program:

A preventive maintenance program is designed to prevent vehicle breakdowns and extend their lifespan. 
This includes:

	� Developing a routine maintenance schedule that covers all necessary tasks, such as oil changes, tire 
rotations, and brake pad replacements.

	� Conducting regular inspections of vehicles to identify potential issues before they become major 
problems.

	� Providing training for drivers on the importance of regular maintenance and how to report any concerns.

By implementing a preventive maintenance program, we can:

	� Reduce downtime and minimize the impact on our operations.

	� Extend the lifespan of our vehicles, reducing the need for premature replacement.

	� Improve driver safety and reduce the risk of accidents caused by vehicle failure.



Equipment, Vehicles, and Attachments (E/V/A) Workflow	 4-9

Equipment Manual	

Best Practices:

To ensure the effective management of our vehicles, we will adhere to the following best practices:

	� Regularly review and update our maintenance schedules and procedures.

	� Provide ongoing training and support for drivers on vehicle maintenance and safety protocols.

	� Encourage a culture of reporting any issues or concerns related to vehicle performance or safety.

SECTION 4.6
Attachment Management

Effective attachment management is crucial for optimizing the workflow and productivity of Equipment 
Department operations. The following best practices will help department personnel maintain a well-
organized inventory of attachments, ensuring that they are easily accessible when needed:

Tracking Attachments:

In order to maintain a well-organized and efficient Equipment Department, it is essential to implement a 
robust tracking system for our attachments. This section outlines the procedures for effectively managing 
attachments within our organization using barcode scanning, inventory databases, and regular inventory 
counts.

	� Barcode Scanning System: The implementation of a barcode scanning system allows us to track 
attachments as they enter our facility (received), are stored, and are issued for use. This system facilitates 
efficient data collection, minimizes errors, and streamlines the attachment management process.

	� Attachment Inventory Database: Maintaining an up-to-date database of all attachments in our inventory 
is crucial to ensuring seamless tracking and accurate reporting. Our inventory database should include 
essential details such as descriptions, manufacturer information, and serial numbers for each attachment, 
enabling easy identification and management.

	� Regular Inventory Counts: To ensure the accuracy of our tracked attachments, it is vital to conduct 
regular inventory counts. These counts help us verify that the attached items on hand match the 
expected quantities, thus maintaining an accurate and complete record of our attachment inventory. 
Properly managing these assets is essential for ensuring efficient operations, reducing downtime, and 
maximizing our productivity in serving job sites.

Storage and Organization:

Effective storage and organization play a significant role in maintaining an efficient Equipment Department. In 
this section, we will outline best practices for properly storing and organizing our attachments to streamline 
operations, minimize downtime, and promote overall departmental productivity.

	� Attachment Storage Locations: Assign specific storage locations for each type of attachment based 
on their intended use (e.g., drilling, cutting). Designating these areas helps reduce searching time and 
increases efficiency when retrieving attachments.

	� Attachment Organization: Organize attachments within their respective storage locations using a logical 
system that facilitates quick retrieval. This could involve categorizing attachments based on their function 
(e.g., drilling, cutting) or size for easy identification and accessibility.

	� Labeling and Signage: Utilize clear labels and signage on all storage areas to ensure employees can 
quickly identify the location of specific attachments. This promotes a clean, organized workspace, 
making it easier for team members to find the equipment they need and reducing the risk of errors 
or delays. Additionally, providing clear visual cues can help minimize confusion when navigating the 
storage areas and improve overall departmental productivity.
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Issuance and Return Procedures:

To ensure the efficient use of our attachments while maintaining proper accountability and organization 
within the Equipment Department, it is essential to establish clear procedures for issuing and returning these 
assets. In this section, we will outline best practices for managing attachment issues and returns effectively.

	� Attachment Issue Process: Implement a formal process for issuing attachments to employees that 
includes checking out and returning procedures. This process should involve confirming the availability 
of the requested attachment, verifying the employee’s identification, and recording the checkout time 
and details in our inventory database. Additionally, remind employees to inspect the attachment prior to 
use and report any damage or issues to the Equipment Department immediately.

	� Attachment Return Policy: Develop a policy for returning attachments that are no longer needed or 
damaged, ensuring that they are properly stored and maintained. This policy should require employees 
to return attachments in a timely manner, clean and undamaged if possible. Upon return, the Equipment 
Department should inspect the attachment and complete any necessary repairs or maintenance before 
returning it to storage. Additionally, we may choose to conduct periodic audits of returned attachments 
to verify their condition and ensure that they are being properly stored and maintained.

Maintenance and Inspection:

Properly maintaining and inspecting our attachments is essential for ensuring the safety, reliability, and 
efficiency of our equipment fleet. In this section, we will outline best practices for conducting regular 
inspections and establishing maintenance schedules to keep our tools in top working condition.

	� Regular Attachment Inspections: Conduct routine inspections of attachments to ensure they are 
functioning as intended and in good working condition. These inspections should be conducted on a 
regular basis, such as weekly or bi-weekly, depending on the attachment’s usage frequency. During 
these inspections, check for any visible signs of damage, wear, or malfunctioning components, and 
address any issues promptly to prevent further damage or downtime.

	� Maintenance Schedules: Establish maintenance schedules for critical attachments, such as drills and 
saws, to prevent unexpected downtime and extend their lifespan. Maintenance schedules should be 
based on the manufacturer’s recommendations and take into account the attachment’s usage frequency 
and operating environment. Regular maintenance tasks may include cleaning, lubrication, replacement of 
worn parts, and calibration checks. By adhering to a consistent maintenance schedule, we can minimize 
equipment downtime, reduce repair costs, and ensure the continued reliability of our tools.

By implementing these attachment management best practices, we can:

	� Reduce the time spent searching for attachments

	� Prevent lost or misplaced attachments

	� Ensure that all necessary attachments are available when needed

	� Maintain a well-organized inventory, reducing storage costs and improving accessibility

Attachment Management Responsibilities:

	� Equipment Technicians: Equipment Technicians track and report attachment usage and maintenance 
needs.

	� Maintenance Staff: Maintenance Staff perform regular inspections and maintain attachment inventory.

	� Inventory Manager: The Inventory Manager maintains the attachment inventory database and ensures 
all attachments are accounted for.
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SECTION 4.7
E/V/A Examples

These examples show how the Equipment, Vehicles, and Attachments (E/V/A) workflow functions in real 
job conditions, from the initial request through inspection, preparation, delivery, and tracking. They also 
demonstrate how the Equipment Department adjusts the process when equipment is available in the yard 
versus when a rental is required to keep the project on schedule.

Example: Large Equipment

Introduction
The Equipment department is responsible for the management of large equipment, vehicle, and attachment 
requests for UCCo projects. The following example outlines the steps involved in requesting, receiving, 
and utilizing large equipment for a job site, as well as the key tools and communication channels used 
throughout.

Scenario
It’s the start of a new work week and Diego, a UCCo Project Manager, prepares for an upcoming trenching 
project in Castroville. The timeline for this project is scheduled to include four weeks of work and requires 
multiple pieces of equipment at varied times. Two crews are necessary to meet the job requirements and 
complete the project on time and within budget.

Finally, midway through the project Diego will submit a second job request for another piece of equipment to 
assist with pipe laying.

STEP 1: SUBMITTING A JOB REQUEST

Diego initiates the process by sending an email to John, a Dispatcher, with a job request that includes the list 
of items he needs to start the project:

Diego identifies the necessary equipment, and sends the following job request:

Hi John, I need to request the following equipment for our project on Palm Street in Castroville. We’re 
expecting heavy excavation work and pipe laying, so we’ll need the following:
Excavator
Dump truck
Two crew trucks
Backhoe (located at the spoils yard)
Thanks for your help.

Diego has previously worked with John on multiple project requests and knows that John will be able to 
guide him through the process.

STEP 2: REVIEW JOB REQUEST AND IDENTIFY EQUIPMENT

John carefully reviews Diego’s request and checks if the equipment is available in the yard. For this project, 
John successfully finds each item in the yard and notes that he won’t have to investigate renting any 
equipment to complete the request.

Now that equipment availability is confirmed, John creates a job request spreadsheet. This spreadsheet 
serves as a tracking tool as the workflow continues.
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STEP 3: DETERMINE CONDITION OF THE EQUIPMENT

John forwards the job request spreadsheet to Alec, the Shop Foreman, who reviews the request to verify 
the availability, as well as the condition of each piece of equipment. Alec utilizes the E360 application to 
determine if the 90-day and Annual inspections are up to date. He notices that the inspections for each piece 
of equipment are current, but the crew trucks require oil changes. He instructs Jason, the mechanic assigned 
to the request, to perform the proper maintenance on each truck and to complete the internal Equipment 
department safety checklist.

STEP 4: COMPLETE INSPECTION AND MAINTENANCE

The efficient delivery of large equipment depends on the successful completion of 90-day and Annual 
inspections and following the internal Equipment department checklist.

Jason completes the oil changes for each crew truck, runs through the internal safety checklist, and confirms 
each piece of equipment is now properly maintained.

STEP 5: GREEN TAG EQUIPMENT

Jason “green-tags” each piece of equipment by placing a sticker in the proper location, and updates the 
shared Excel spreadsheet, indicating that each piece of equipment is ready to move forward.

After green-tagging, he transports the equipment to the wash rack for cleaning.

STEP 6: PREPARATION AND DELIVERY

Yard laborers, Carla and Anthony, wash and clean the equipment, and use the E360 application to take 
photos and track maintenance history. Carla updates the E360 log with the following note:

Equipment is cleaned and ready for delivery. Photos taken of all surfaces for tracking.

Next, they park the equipment for pickup.

STEP 7: COORDINATION OF DELIVERY

Alec updates the tracking spreadsheet and sends a text message to John to inform him that the equipment 
is ready for delivery. As part of his dispatching duties, John proactively arranged for the proper trucking 
and modes of delivery. He’s also arranged for required attachments to be included on specific pieces of 
equipment or loaded onto the delivery truck. 

John schedules pickup and delivery for the following morning. A UCCo driver is available, and crew trucks 
will be driven to the jobsite by members of Diego’s team.

STEP 8: ONSITE DELIVERY

The next morning, the Yard Laborers, Carla and Anthony, are present and assist the Driver, Max, in loading 
and securing equipment to the delivery truck. John provides Max with jobsite delivery details and the 
equipment leaves the yard.

Additional Considerations
When requesting large equipment:

	� Multiple trips may be required based on delivery schedules and equipment sizes.

	� Drivers assist with loading/unloading as needed at job sites.

	� Job site requirements may dictate delivery timing and methods.
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Key Tools and Communication
To ensure efficient equipment management, use the following tools and communication channels:

	� Shared Excel spreadsheet tracks equipment status and assignments.

	� The team uses the E360 system for equipment history, maintenance scheduling, and documentation.

	� Yard personnel use group text messages for quick updates.

	� Teams use a combination of phone calls, texts, and in-person communication throughout the process.

Process Adjustments
To adapt to changing circumstances:

	� Timing of wash/prep may vary depending on delivery schedules and equipment types.

	� The mix of internal and outsourced delivery is based on workload and equipment size.

	� Communication flow adapts based on urgency and personnel availability.

Best Practices
To ensure successful large equipment requests:

	� Clearly communicate with project managers, foremen, dispatchers, and yard personnel throughout the 
process.

	� Verify equipment availability and condition before assigning it to a job site.

	� Maintain accurate records in E360 and the shared Excel spreadsheet.

Example: Large Equipment Rental

Introduction
The Equipment department is responsible for the management of large equipment, vehicle, and attachment 
requests for UCCo projects. The following example outlines the steps involved in requesting, receiving, and 
utilizing large equipment for a job site, with a rental included for one piece of equipment.

Scenario
Equipment rentals are essential for various projects across the UCC, including piping maintenance, 
excavation, and construction tasks. Taylor, as a Project Manager, needs to secure multiple pieces of 
equipment for a piping maintenance project. His request includes a dump truck and a backhoe.

STEP 1: SUBMITTING A JOB REQUEST

Taylor initiates the process by sending an email to John, a Dispatcher, with a job request that includes the list 
of items he needs to start the project:

Taylor sends the following job request:

Hi John,
I need to request the following equipment for our project on 6th Avenue in Salinas. We’ll be excavating 
and pipe laying, so we’ll need the following:
Backhoe
Dump truck
Our project will start Monday of next week.
Thanks for all your help.
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STEP 2: REVIEW JOB REQUEST AND IDENTIFY EQUIPMENT

John thoroughly reviews Taylor’s request and assesses if the equipment is available in the yard. He locates 
a dump truck and assigns it to the project; however, he also discovers there isn’t an available backhoe. John 
sends Taylor an update before he begins the rental process:

Hi Taylor,
The dump truck is available at our sister location, Quanta Services.
Unfortunately, we do not have a backhoe in the yard right now.
I’ll start setting up the rental with our preferred vendors. Please let me know if you need anything else.
Thanks

STEP 3: CONTACT VENDORS AND PROCURE RENTAL EQUIPMENT

John contacts his list of preferred vendors and quickly arranges a rental from a local supplier. He works 
closely with the salesperson to ensure that a bucket is included with the rental and communicates the 
location and timing for delivery.

John sends a follow-up email to Taylor to inform him that the equipment is procured and will be delivered to 
the job site:

Hi Taylor,
I’ve set up the rental for the backhoe with AAA Equipment, Inc. The backhoe will be delivered to the job 
site by 9:00 am tomorrow.
Let me know if you have any other questions or requirements.
Talk soon.

STEP 4: PREPARATION AND DELIVERY

To complete the order, John verifies the rental company will complete the backhoe inspection prior to 
delivery and ensure the equipment is in proper working order.

The morning of the scheduled delivery, the backhoe is dropped off at the job site by the rental company.

STEP 5: COMPLETION AND EQUIPMENT RETURN

The project is completed on time and the rental company picks up the backhoe per the agreement that John 
initiated. John receives an email confirmation from the rental company once the backhoe arrives back at the 
rental company location and is inspected.
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SECTION 5
Parts and Supplies (P/S)

SECTION 5.1
Overview

The Parts and Supplies (P/S) workflow is a critical component of the Equipment Department’s operations. 
This section provides an overview of the essential processes, procedures, and guidelines for managing parts 
and supplies, ensuring that the team can efficiently acquire, track, and distribute vital components to support 
underground utility infrastructure projects.

By implementing this process, UCCo reduces disruptions to operations and maintains a smooth flow of work.

By implementing a robust supplies workflow process, we can improve our overall operational efficiency, 
reduce disruptions, and ensure that our yard laborers have the resources they need to complete their tasks 
effectively.

SECTION 5.2
Purpose

Timely access to the right parts and supplies is crucial to minimizing delays, maximizing productivity, and 
delivering high-quality results. By streamlining the P/S workflow, the department can:

	� Boost Efficiency: Reduce time spent on procurement, inventory management, and supply chain 
coordination, allowing the team to focus on more critical tasks.

	� Optimize Inventory Costs: Implement effective tracking and inventory management strategies to 
minimize obsolescence, spoilage, and excess inventory storage costs.

	� Enhance Customer Satisfaction: Ensure prompt delivery of essential supplies, guaranteeing customer 
satisfaction and loyalty.

	� Foster Collaboration: Promote clear communication and coordination between departments to facilitate 
seamless workflow, efficient resource allocation, and effective problem-solving.

SECTION 5.3
Key Personnel

Effective communication between personnel is crucial - miscommunication can lead to delays or errors in the 
supply chain. By streamlining communication, the team ensures that everyone is on the same page and that 
all parts are delivered when they are needed.

Here are the key personnel in the P/S workflow:

	� Parts Manager: Oversees the entire inventory and manages stock levels for all required materials.

	� Yard Laborers: Manage on-site parts and supplies and prepare requests for delivery.

	� Dispatchers: Manage the logistics of supply deliveries, coordinating with transportation providers and 
ensuring timely pick-up or delivery to designated locations.

	� Logistics Team: This team handles the movement of materials within the warehouse or from the 
receiving area to the yard laborers.
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SECTION 5.4
Strategic Principles

Department personnel should observe the following principles to ensure that parts and supplies are 
delivered efficiently and on time:

	� Transparency: Maintain accurate and up-to-date records of inventory levels, tracking supplies from 
receipt to distribution.

	� Standardization: Establish consistent processes and procedures for ordering, receiving, and storing 
parts and supplies.

	� Proactivity: Anticipate potential supply chain disruptions and develop contingency plans to mitigate their 
impact.

	� Flexibility: Be adaptable in response to changing project requirements and supply availability.

SECTION 5.5
Workflow Steps

The Parts and Supplies workflow consists of the following steps to support underground projects:

1.	 Supplies Request: When a Project Manager or Foreman requires supplies, they submit a request through 
the designated channel.

2.	 Supplies Retrieval: The Parts Manager receives the request and retrieves the necessary supplies from 
inventory.

3.	 Verification: The Parts Manager verifies the accuracy of the request and checks the availability of the 
supplies.

4.	 Delivery: The Parts Manager then delivers the supplies to the recipient, either directly to their location or 
through the bullpen.

5.	 Parts and Supplies Tracking: The team documents the workflow process, ensuring transparency and 
accountability.

Let’s look at each of these steps in more detail.

STEP 1: SUPPLIES REQUEST

The process begins with the parts manager being contacted by a Project Manager or Foreman (or another 
authorized individual) requesting supplies. This is usually done through a pallet pull request.

When a project requires supplies, the Project Manager or Foreman submits a request through designated 
channels. This ensures that all requests are accurately recorded and tracked, enabling the Parts Manager to 
monitor inventory levels, identify potential shortages, and make informed decisions about future orders.

	� Request Format: The request should include the following information:

	� Employee name

	� Requested supplies

	� Quantity required

	� Location (if applicable)

	� Designated Channel: Requests can be submitted by email, text, phone, or in-person to parts and 
supplies.

Upon receiving the request, the Parts Manager reviews the supplied parts list and checks inventory levels to 
determine if there are enough parts in stock to fulfill the requested quantities.
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The first step typically involves the following components:

	� Contacting the Parts Manager: The Project Manager or Foreman (or another authorized individual) 
contacts the Parts Manager to request supplies needed in the workshop. This can be done by phone, 
email, or through a digital communication platform.

	� Understanding the Request: Once the Parts Manager receives the request, they must understand what 
types of supplies are being requested. This could include materials like nuts and bolts, fasteners, or 
other necessary tools.

	� Accessing Inventory Levels: The Parts Manager checks the inventory levels of the requested supplies to 
determine if they are available in sufficient quantities. They can use various methods to do so, including:

	� Using an inventory management system that provides real-time data on current stock levels.

	� Conducting a manual count of available supplies.

	� Checking with other departments or teams to see if they have any excess materials.

	� Request Approval: The parts manager reviews the request and determines whether the requested 
quantities are feasible based on current inventory levels and future demand projections. They must also 
ensure that the requested supplies do not exceed budgetary allocations.

	� Order Placement: If the request is approved, the parts manager places an order for the necessary 
supplies. This can be done through various channels, such as ordering from a supplier or requesting 
materials from another department.

	� Scheduling Delivery: After placing the order, the parts manager coordinates with logistics teams to 
schedule the delivery of the requested supplies. They must ensure that the delivery date aligns with 
operational requirements and avoids disrupting workshop activities.

The entire process is designed to streamline communication, minimize delays, and optimize inventory levels 
to ensure efficient supply chain management in the yard.

STEP 2: SUPPLIES RETRIEVAL

The Parts Manager receives the request and retrieves the necessary supplies from inventory. This step 
ensures that the correct items are ordered and delivered to the team.

	� Inventory Management: The team regularly updates the inventory management system to reflect 
current stock levels, reducing the likelihood of overselling or understocking.

	� Supply Chain Partnerships: The department maintains strong relationships with supply chain partners to 
ensure timely delivery of critical components.

Reviewing the Parts List:

Once the parts are verified, the parts manager reviews the parts list to ensure that it accurately reflects the 
required materials, their respective quantities, and any relevant specifications or instructions. This step is 
crucial in identifying potential errors or discrepancies in the request.

The parts list typically includes:

	� Part Description: A detailed description of part, including its name, type, and any relevant specifications.

	� Quantity: The number of units required for each part.

	� Supplier Information: Details about the supplier, such as their contact information and delivery schedule.

STEP 3: VERIFICATION

The Parts Manager verifies the accuracy of the request and checks the availability of the supplies. This step 
helps prevent errors, ensures that all necessary items are ordered, and prevents unnecessary delays.
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	� Verification Process: The Parts Manager will:

	� Review the request for completeness and accuracy

	� Check the current inventory levels to ensure sufficient stock

	� Verify the requested quantity against available quantities

If the parts are available in inventory, the next step is to proceed with the delivery procedure. However, if 
there’s a shortage or surplus, the process shifts to an outsourcing procedure (see [reference section]).

Checking Inventory Levels:

The parts manager checks the inventory levels to determine if they have enough parts in stock to fulfill the 
requested quantities. This involves:

	� Verifying the current inventory levels against the expected demand.

	� Checking for any availability issues or supply chain disruptions that may impact delivery times.

Pallet Pull:

In this context, a “pallet pull” refers to the act of physically retrieving a pallet of parts from storage or 
inventory. The parts manager is responsible for conducting the pallet pull to verify that the requested parts 
are available and accurately represent the quantities specified in the parts list.

The process typically involves:

	� Verifying the parts listed on the request against the actual contents of the pallet.

	� Checking for any discrepancies between the requested quantity and the number of items actually found 
on the pallet.

STEP 4: DELIVERY

Based on the inventory check, the parts manager decides whether the parts will be delivered on a truck or 
placed in the bullpen (a designated area where supplies are stored). This decision depends on factors such 
as the availability of space, security concerns, and logistical considerations.

Once the Parts Manager retrieves and verifies supplies, they deliver them to the recipient, either directly to 
their location or through the bullpen. This step ensures that the job receives the necessary items in a timely 
and efficient manner.

Delivery Methods: The department offers various delivery options, including:

	� In-bullpen delivery

	� On-site delivery (for projects located on-site)

	� Scheduled delivery (for remote locations)

The yard laborer communicates with the dispatcher to inform them of the delivery schedule and any 
necessary instructions for handling the received parts. This ensures that all stakeholders are aware of the 
supplies’ arrival and can plan accordingly.

The delivery step involves deciding how to transport the requested parts from the warehouse or storage area 
to the yard laborers.

	� Inventory Check: Before determining the delivery method, the parts manager must first check their 
inventory levels. This includes verifying whether they have sufficient quantities of the requested 
materials on hand. The purpose of this step is to avoid delays and shortages that could affect operations.

	� Availability of Space: If there’s enough space in the bullpen (a designated area where supplies are 
stored), the parts manager may choose to place the received parts there instead of arranging for a truck 
delivery. This method can be cost-effective, reduce traffic congestion, and minimize delivery time.
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	� Security Concerns: The parts manager must also consider security concerns when determining the 
delivery method. For sensitive materials or restricted items, storing them in the bullpen might provide 
better protection than transporting them on a truck. In such cases, the parts manager may choose to 
arrange for pick-up from the storage area at a later time.

	� Logistical Considerations: Other logistical factors that influence the delivery method include 
transportation costs, lead times, and the urgency of the request. For instance, if delivering on a truck is 
faster but more expensive, it might be chosen over storing in the bullpen. Conversely, if a truck delivery 
is not feasible due to unforeseen circumstances (e.g., road closures), storing in the bullpen may be the 
best option.

	� Final Decision: After considering all relevant factors, the parts manager makes a final decision on 
whether to deliver the parts via truck or store them in the bullpen. This decision ensures that the supplies 
are delivered efficiently and promptly while minimizing costs and maintaining security.

Outgoing Procedure:

When parts are available in inventory:

	� Inventory Check: The parts manager conducts an initial check to ensure that there is sufficient stock and 
that all requested items have been accounted for.

	� Quality Control Inspection: The team may conduct a quality control inspection if necessary to verify the 
condition of the received parts.

	� Outgoing Packing: Once everything checks out, the team packages the items into boxes or bins as 
needed before shipping them to the correct location (e.g., yard laborers).

Shortage Procedure:

If there is a shortage of certain parts:

	� Notification of Parts Manager: The parts manager should be notified about the issue to assess whether 
an adjustment in order quantities can provide enough stock, or if the team needs to source new 
suppliers.

	� Review and Reordering Process: Based on the situation, the Parts Manager typically contacts the parts 
supplier immediately to reorder and restock items.

Surplus Procedure:

If there’s a surplus of certain parts:

	� Notification to Yard Laborers: The Parts Manager can inform yard laborers about any available surplus 
items that could be redirected to another team or location.

	� Storage Arrangements: The team must then make appropriate storage arrangements for the surplus 
parts, ensuring they are secure and easily accessible.

The goal of this process is to efficiently manage inventory levels, minimize waste, and ensure timely delivery 
of essential materials to the yard laborers.

Pick-up in Bullpen Scheduling or Supplies Placement on Truck:

This section of the workflow describes the final stage of the supplies delivery process. Based on the chosen 
delivery method, there are two options:

Pick-up in Bullpen Scheduling:

	� If the delivery method is “pick-up in bullpen,” the yard laborer will be notified when the supplies are 
ready for pickup.

	� The yard laborer then goes to the bullpen area to retrieve the supplies.

	� This method is suitable when the supplies are small, non-perishable, and do not require immediate use.
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Supplies Placement on Truck:

	� If the delivery method is “supplies placed on truck,” the team loads the supplies onto the delivery truck at 
the yard.

	� The driver is then notified when the supplies are ready for pickup.

	� This method is suitable for larger quantities of supplies that need to be delivered to a specific location.

The choice of delivery method depends on factors such as the size and quantity of supplies, the urgency of 
delivery, and the availability of resources.

STEP 5: PARTS AND SUPPLIES TRACKING

The team documents the workflow process, ensuring transparency and accountability. This step helps track 
inventory levels, monitor usage patterns, and make data-driven decisions about future orders.

	� Record Keeping: All transactions are recorded in the inventory management system, including:

	� Request submissions

	� Supplies received or ordered

	� Deliveries made

In a busy yard environment, it’s easy for tasks to fall through the cracks if stakeholders are not informed 
about upcoming deliveries. This can lead to delays, misallocated resources, or even lost opportunities due to 
missed appointments or forgotten instructions.

SECTION 5.6
Example: Parts and Supplies

Introduction
The Equipment department is responsible for the management of parts and supplies requests for UCCo 
projects. The following example outlines the steps involved in requesting, receiving, and utilizing parts and 
supplies during a project, as well as the key tools and communication channels used throughout.

Scenario
Craig is a UCCo Project Manager, overseeing a crew for a trenching and piping project in Las Lomas. The 
job site needs additional supplies after several days of progress and unexpected changes to the trenching 
process. The project requires additional cones and shovels and Craig knows he can depend on the 
Equipment department to assist with his request.

STEP 1: SUBMITTING A JOB REQUEST

Craig creates a detailed parts request and sends an email to Janine, the Equipment Department Parts 
Manager, with the following information:

Subject: Parts and Supplies Request - Trenching and Piping Repair Project (Las Lomas)
Hi Janine,
I am requesting 20 safety cones and 20 shovels in two days for our trenching and piping repair project. 
Please let me know if these items are available in the Equipment department inventory and would be 
delivered on time to the job site.
Thanks for your help.
Craig
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STEP 2: REVIEW JOB REQUEST AND CONFIRM INVENTORY

Janine, the Parts Manager, reviews Craig’s email and checks the Equipment department inventory. She 
confirms that all of the requested parts are available:

	� 20 safety cones

	� 20 shovels

If any of these items were not in stock, Janine would contact vendors to obtain them.

STEP 3: PARTS AND SUPPLIES PREPARATION

Janine sends a text message to Carla, one of the Yard Laborers, with the following information:

Hey Carla, we have a parts request from Craig for 20 safety cones and 20 shovels. Please pull up a 
pallet in the bullpen and assemble it. Please contact me when the pallet is ready for pickup.

Carla pulls up a pallet for the request and assembles the cones and shovels as ordered. She then stows the 
pallet in the bullpen and sends a text to Janine with the specific location for easy pick up.

STEP 4: ARRANGE DELIVERY

Based on her experience with parts and supplies requests, Janine sets up the mode of delivery for the pallet 
while Carla builds out the order. Since this request fits on a single pallet, Janine works with Craig to schedule 
a crew truck with a 12 ft flatbed to pick up the pallet. Janine and Craig agree on the following delivery details:

	� The crew truck is scheduled to arrive at the yard in two days.

	� Jose, one of Craig’s crew members, loads the pallet into the truck.

STEP 5: PICKUP AND DELIVERY NOTIFICATION

The next morning, Jose arrives at the yard and loads the pallet of parts into the crew truck. Carla assists 
in the process and ensures that the pallet is secured to the bed of the vehicle. After final inspection of the 
supplies, Jose heads to the job site where the crew helps unload the pallet.

Finally, Craig sends a text notification to Janine to confirm delivery of supplies and thank her for her effort.
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SECTION 6
Parts Supply Room

The Parts Supply Room plays a critical role in ensuring the efficient management of inventory and parts 
for the Equipment Department. [The current manual processes will undergo significant changes with the 
implementation of the new JD Edwards system, set to go live on April 1st. This overhaul aims to streamline 
operations, reduce costs, and improve overall efficiency.]

SECTION 6.1
Purpose

The Parts Supply Room is essential to daily operations, as it provides critical components for department 
equipment and job sites. Effective inventory management ensures that the department has the necessary 
parts in stock when needed, reducing delays and downtime. The new JD Edwards system will provide a 
robust and automated platform for managing our inventory, enabling us to:

	� Monitor part levels and reorder points more effectively

	� Automate PO generation and approval processes

	� Streamline pricing updates and vendor communications

	� Improve accuracy and reduce errors in job sales reports

Current Inventory Management Processes

Manual Checks and Reconciliation
The parts manager manually checks inventory levels each morning, providing a baseline for the day’s 
operations. They’re essentially counting the parts, verifying what they have in stock, and reconciling it with 
the records. The team performs this process manually, without any automated tools or systems. While this 
process has been effective, it is time-consuming and prone to human error.

It takes a significant amount of time and effort for the part managers to conduct these checks every morning, 
which can be a challenge, especially during peak periods or when there are many parts to manage. 
Additionally, human error is always a possibility, as it’s easy to miscount or misrecord inventory levels.

Order Points and Seasonal Demand
Order points are primarily determined by seasonal demand, supply/demand fluctuations, and company goals. 
This approach allows us to balance our inventory levels with changing market conditions and customer 
needs.

The order points are set based on:

1.	 Seasonal demand: This refers to changes in customer demand throughout the year. For example, certain 
products might be more popular during holiday seasons or summer months.

2.	 Supply/demand fluctuations: This means that the team monitors how well they’re meeting customer 
demand and adjusts their inventory levels accordingly. If there’s a sudden surge in demand, they’ll need 
to restock quickly.

3.	 Company goals: The team also considers the company’s overall goals, such as reducing costs or 
improving customer satisfaction.

By taking these factors into account, the Parts Supply Room can balance its inventory levels with changing 
market conditions and customer needs. This approach allows them to minimize stockouts (when they don’t 
have enough parts in stock) and overstocking (when they have too many parts that aren’t being used).
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Current ECMS System Limitations
This section highlights some of the difficulties or obstacles that currently exist in the Parts Supply Room’s 
operations. Specifically, it focuses on two main challenges:

1.	 Lack of automated alerts: The current ECMS (Equipment Control and Management System) system does 
not have automated alerts for reorder points and inventory levels. This means that part managers need 
to manually check inventory levels each morning to determine when to restock or order more parts. This 
manual process can lead to:

	� Missed opportunities: If the manual checks don’t catch demand spikes, it may result in delayed 
restocking or ordering, causing operational disruptions and downtime.

	� Inaccurate decision-making: Without real-time data, part managers may not have accurate information 
to make informed decisions about inventory levels and reorder points.

2.	 Inventory accuracy: While the recent revamp of part numbers has simplified inventory management 
processes and improved overall accuracy, it also presents a new challenge:

	� Keeping inventory up to date: With thousands of parts in the Parts Supply Room inventory, it’s essential 
to ensure that records reflect the latest vendor/manufacturer information. This requires manual 
updates, which can be time-consuming and prone to errors.

These challenges will be addressed with the implementation of the new JD Edwards system, which aims to 
streamline operations, reduce costs, and improve overall efficiency.

Upcoming JD Edwards System Implementation

Go-Live Date and Expected Benefits

The new JD Edwards system will go live on April 1st, introducing automated alerts for reorder points and 
inventory levels. This will enable real-time monitoring of our stock levels, allowing us to make data-driven 
decisions and reduce waste.

Automated Processes

The new system will automate much of the PO generation and approval process, including:

	� Real-time updates on pricing changes

	� Streamlined vendor communication

	� Automated alerts for reorder points and inventory levels

Hierarchy-Based Approval System
The department will implement a hierarchy-based approval system with 1-5 layers, depending on division/
order value. This approach ensures that critical decisions are made in a timely and transparent manner.

Part Numbering and Tracking

Recent Revamp of Part Numbers
The Equipment Department recently revamped part numbers to match vendor/manufacturer numbers, 
reducing the total number from 4,000+ to under 2,000. This change has simplified inventory management 
processes and improved overall accuracy.

Real-Time Modifications
The new system will allow for easier modifications and updates to part numbers, ensuring that our inventory 
remains up-to-date and reflects the latest vendor/manufacturer information.
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Ordering and Approval Process

Manual vs. Automated Processes
Currently, the Parts Supply Room relies on a manual PO generation and approval process, which can be time-
consuming and prone to errors. The new JD Edwards system will automate much of this process, reducing 
the need for manual intervention.

Real-Time Monitoring and Alerts
The new system will provide real-time monitoring of inventory levels and reorder points, enabling the 
Parts Supply Room to make data-driven decisions and reduce waste. Automated alerts will notify the Parts 
Manager of changes in demand or stock levels, ensuring that the team remains proactive in managing the 
department’s parts supply.

Transition and Training

Available Resources
A PDF guide is available for new system processes, providing a comprehensive overview of the changes 
and benefits. The team will begin testing the new system shortly, with full process details expected early next 
year.

By embracing the new JD Edwards system, the department can improve Parts Supply Room operations, 
reduce costs, and enhance overall efficiency. This overhaul positions the Parts Supply Room for long-term 
success and enables the team to deliver critical components to projects in a timely and accurate manner.
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SECTION 7
Benicia Yard

Benicia Yard is a vital component of UCCo and the Equipment Department, serving as the main facility for 
storage, offices, and equipment management. Spanning seven acres, the yard offers comprehensive office 
and yard operations, ensuring strict environmental compliance, security measures, and specialized areas for 
vehicle/equipment storage and maintenance.

This section provides an in-depth look at the various aspects of Benicia Yard, including office operations, yard 
maintenance and compliance, equipment and vehicle management, shoring and steel road plates, project 
supply storage, and overhead crane certification.

SECTION 7.1
Purpose

Benicia Yard provides a centralized location for managing equipment, tracking maintenance schedules, and 
ensuring compliance with environmental regulations. The yard’s comprehensive office and yard operations 
also support the daily functioning of field crews, allowing them to access the necessary resources and tools 
needed to perform their duties effectively.

Additionally, Benicia Yard serves as a hub for project supply storage, providing secure and convenient access 
to equipment and materials for jobs in progress. By maintaining accurate records and tracking inventory 
levels, the department can optimize resource allocation, reduce waste, and minimize costs.

SECTION 7.2
Office Operations

Effective office operations play a vital role in maintaining the operational excellence of UCCo’s underground 
utilities company. This section outlines the key procedures and responsibilities required to maintain a safe, 
efficient, and compliant workspace within Benecia Yard. From daily janitorial services to quarterly deep 
carpet cleaning and HVAC servicing, these guidelines ensure that the team carries out all aspects of office 
operations with precision and attention to detail.

This section provides an overview of the essential tasks and activities involved in maintaining the office 
spaces within Benicia Yard, including first aid kit checks, coffee supply restocking, laundry services, cleaning 
supply replenishment, and maintenance of lighting fixtures. By following these procedures, UCCo personnel 
can ensure a clean, organized, and healthy work environment that supports productivity, safety, and overall 
success in underground utilities operations.

Janitorial Services

Maintaining a clean and organized workspace is essential to ensuring a safe and healthy environment for 
UCCo personnel. The following guidelines outline the procedures for daily janitorial services, trash removal, 
and dusting within Benicia Yard’s offices.

Daily Cleaning
Daily cleaning involves regular tasks that help maintain a clean and tidy workspace. The following tasks are 
performed daily:

	� Trash Removal: All trash and recyclables must be removed from the office areas by the end of each day.

	� Dusting: Office furniture, equipment, and fixtures are dusted regularly to prevent dust buildup and 
reduce allergens.

	� Surface Cleaning: Surfaces such as desks, tables, and countertops are cleaned with a disinfectant 
solution to prevent the spread of germs.
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Trash Removal Schedule
The following schedule outlines when trash removal should occur:

	� Daily: Trash must be removed from office areas by 5 PM.
	� Weekly: The janitorial team will perform a thorough cleaning of all office areas, including emptying trash 

cans and dusting surfaces.

Cleaning Supplies
Cleaning supplies are stored in designated areas within Benicia Yard. The following supplies are available:

	� Disinfectant solution
	� Trash bags
	� Brooms and mops
	� Dusting clothes
	� Vacuum cleaner (for carpeted areas)

Reporting
Any spills or accidents involving cleaning supplies must be immediately reported to the supervisor.

First Aid Kit Checks

Maintaining a safe and healthy work environment is crucial for UCCo personnel. One way to ensure this is by 
regularly checking and restocking the first aid kit in the Benicia Yard office. The following guidelines outline 
the procedures for first aid kit checks and restocking.

First Aid Kit Check Schedule
The following schedule outlines when the first aid kit should be checked:

	� Monthly: The supervisor or designated personnel check the first aid kit to ensure that it is fully stocked 
with essential supplies.

	� Quarterly: The first aid kit is inspected for any signs of damage or deterioration.

First Aid Kit Supplies
The following supplies are included in the first aid kit:

	� Bandages and band-aids
	� Antiseptic wipes and spray
	� Pain relievers (e.g., acetaminophen, ibuprofen)
	� Antihistamines (for allergic reactions)
	� Burns cream
	� Cold compresses

Restocking Procedure
If any supplies are found to be low or missing during the monthly check, the following procedure should be 
followed:

1.	 Order Supplies: The supervisor orders additional supplies from the UCCo procurement department.

2.	 Check Expiration Dates: Before restocking the first aid kit, ensure that all expired supplies are removed 
and replaced with new ones.

3.	 Restock Kit: Restock the first aid kit with the newly ordered supplies.
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Reporting
Any accidents or injuries involving UCCo personnel must be reported to the supervisor immediately.

Follow these guidelines to maintain a safe and healthy work environment that supports productivity and 
safety.

Coffee Supply Restocking

UCCo recognizes the importance of maintaining a positive and productive work environment, including 
providing necessary amenities like coffee. The following guidelines outline the procedures for restocking 
coffee supplies in Benicia Yard’s office.

Coffee Supply Schedule
The following schedule outlines when coffee supplies should be restocked:

	� Weekly: Coffee filters and creamer containers are replenished.

	� Monthly: The coffee maker is cleaned and descaled to ensure optimal performance.

Coffee Maker Maintenance
The coffee maker must be maintained regularly to prevent malfunctions. The following tasks should be 
performed monthly:

	� Descale the Machine: Use a descaling solution to remove mineral deposits and prevent scaling.

	� Clean the Machine: Wipe down the exterior with a damp cloth and run a cleaning cycle through the 
machine.

Reporting
Report coffee maker or supply issues to the supervisor immediately.

Laundry Service

Maintaining a clean and comfortable work environment is essential for UCCo personnel. The following 
guidelines outline the procedures for laundry services within Benicia Yard’s offices.

Laundry Schedule
The following schedule outlines when laundry services should be requested:

	� Weekly: Employees can request laundry services on Monday, Tuesday, or Wednesday. Requests must be 
made by 12 PM to ensure timely pickup.

	� Monthly: A designated employee oversees the laundry process and confirms that all items are 
accounted for.

Laundry Services
The following laundry services are available:

	� Coveralls: White, light gray, and dark gray coveralls are washed on a regular basis. Employees can 
request these services at any time.

	� Shirts: Short- and long-sleeved shirts in white, light blue, and dark blue are washed regularly. Employees 
can request these services on a weekly basis.

	� Pants: Lightweight and heavy-duty pants are washed as needed. Employees can request these services 
on a monthly basis.
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Requesting Laundry Services
To request laundry services, employees must:

1.	 Check the Laundry Schedule: Ensure that it is within the designated pickup window to avoid delays.

2.	 Fill out the Laundry Ticket: A designated employee provides a laundry ticket to fill out for each item 
being washed. This includes the type of garment, color, and any special instructions (e.g., dry cleaning, 
pressing).

3.	 Submit the Laundry Ticket: The filled-out ticket must be returned to the designated employee by the 
end of the day.

Overseeing Laundry Services
A designated employee will oversee the laundry process to ensure that all items are accounted for and 
washed according to the schedule. This includes:

1.	 Monitoring the Wash Cycle: The designated employee monitors the wash cycle to prevent overloading 
or damage to garments.

2.	 Inspecting Garments: After each wash cycle, the designated employee inspects garments for any signs 
of damage or missing items.

Reporting
Any issues or concerns regarding laundry services must be reported to the supervisor immediately.

Cleaning Supply Restocking

Maintaining a clean and hygienic work environment is crucial for UCCo personnel. The following guidelines 
outline the procedures for restocking cleaning supplies within Benicia Yard’s offices.

Toilet Paper
Toilet paper is restocked on a regular basis to ensure that it is available when needed. The following 
schedule outlines when toilet paper should be replenished:

	� Weekly: The supply closet is inspected, and any low toilet paper levels are addressed.

	� Monthly: A full stock of toilet paper is ordered and delivered.

Towels
Towels are restocked as needed to ensure that there is a sufficient supply for cleaning purposes. The 
following schedule outlines when towels should be replenished:

	� Weekly: The supply closet is inspected, and any low towel levels are addressed.

	� Monthly: A full stock of towels is ordered and delivered.

Mops
Mops are restocked on a regular basis to ensure that they are available for cleaning purposes. The following 
schedule outlines when mops should be replenished:

	� Weekly: The supply closet is inspected, and any low mop levels are addressed.

	� Monthly: A full stock of mops is ordered and delivered.
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Chemicals
Chemicals are restocked on a regular basis to ensure that there is a sufficient supply for cleaning purposes. 
The following schedule outlines when chemicals should be replenished:

	� Weekly: The supply closet is inspected, and any low chemical levels are addressed.

	� Monthly: A full stock of chemicals is ordered and delivered.

Requesting Cleaning Supplies
To request additional cleaning supplies, employees must:

1.	 Check the Supply Closet: Ensure that the requested items are available before placing an order.

2.	 Fill out the Request Form: A designated employee will provide a request form to fill out for each item 
being ordered. This includes the type of supply and any special instructions (e.g., quantity, expiration 
date).

3.	 Submit the Request Form: The filled-out form must be returned to the designated employee by the end 
of the day.

Overseeing Cleaning Supplies
A designated employee will oversee the restocking process to ensure that all supplies are accounted for and 
ordered according to the schedule. This includes:

1.	 Monitoring Supply Levels: The designated employee will monitor supply levels to prevent overstocking 
or understocking.

2.	 Inspecting Supplies: After each order, the designated employee will inspect the supplies for any signs of 
damage or missing items.

Reporting
Any issues or concerns regarding cleaning supplies must be reported to the supervisor immediately.

Annual Deep Carpet Cleaning

Maintaining a clean and comfortable work environment is essential for UCCo personnel. The following 
guidelines outline the procedures for annual deep carpet cleaning within Benicia Yard’s offices.

Scheduling
The annual deep carpet cleaning is scheduled by the supervisor during the month of May, weather 
permitting. Employees are encouraged to report any areas that require special attention or stains prior to the 
scheduled date.

Cleaning Process
The following process outlines how the deep carpet cleaning is performed:

1.	 Pre-Cleaning Preparation: The area to be cleaned must be clear of furniture and other obstructions.

2.	 Equipment Setup: Specialized equipment, including steam cleaners and vacuum machines, are set up to 
ensure efficient cleaning.

3.	 Cleaning Cycle: A thorough cleaning cycle is performed on the carpeted areas, including deep 
scrubbing and sanitizing.

4.	 Drying Cycle: The cleaned area must be allowed sufficient time to dry before foot traffic or furniture is 
returned.
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Requesting Special Attention
Employees are encouraged to report any stains or areas that require special attention prior to the scheduled 
cleaning date. These requests are addressed on a case-by-case basis.

Cleaning Schedule
The annual deep carpet cleaning will take place on the following dates:

	� May 1st (pre-scheduling and pre-cleaning preparation)

	� May 15th (cleaning cycle)

	� May 22nd (drying cycle)

Exterior Window Washing
Maintaining clean windows is essential for UCCo personnel to ensure a clear view of their surroundings. The 
following guidelines outline the procedures for annual exterior window washing within Benicia Yard’s offices.

Scheduling
The annual exterior window washing is scheduled by the supervisor during the month of June, weather 
permitting. Employees are encouraged to report any areas that require special attention or stubborn stains 
prior to the scheduled date.

Cleaning Process
The following process outlines how the exterior window washing is performed:

1.	 Pre-Cleaning Preparation: The area to be cleaned must be clear of furniture and other obstructions.

2.	 Equipment Setup: Specialized equipment, including ladders and cleaning solutions, is set up to ensure 
efficient cleaning.

3.	 Cleaning Cycle: A thorough cleaning cycle is performed on the exterior windows, including removal of 
dirt and grime.

4.	 Drying Cycle: The cleaned area must be allowed sufficient time to dry before foot traffic or furniture is 
returned.

Interior Window Washing
The following process outlines how the interior window washing is performed:

1.	 Pre-Cleaning Preparation: The area to be cleaned must be clear of furniture and other obstructions.

2.	 Equipment Setup: Specialized equipment, including ladders and cleaning solutions, is set up to ensure 
efficient cleaning.

3.	 Cleaning Cycle: A thorough cleaning cycle is performed on the interior windows, including removal of 
dirt and grime.

4.	 Drying Cycle: The cleaned area must be allowed sufficient time to dry before foot traffic or furniture is 
returned.

Requesting Special Attention
Employees are encouraged to report any stains or areas that require special attention prior to the scheduled 
cleaning date. These requests are addressed on a case-by-case basis.
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Cleaning Schedule
The annual exterior window washing will take place on the following dates:

	� June 1st (pre-scheduling and pre-cleaning preparation)

	� June 15th (cleaning cycle)

	� June 22nd (drying cycle)

The annual interior window washing will take place on the following dates:

	� June 20th (pre-scheduling and pre-cleaning preparation)

	� June 25th (cleaning cycle)

	� July 2nd (drying cycle)

Reporting
Any issues or concerns regarding the deep carpet cleaning or exterior/interior window washing must be 
reported to the supervisor immediately.

Quarterly HVAC Servicing

Maintaining a comfortable and efficient work environment is essential for UCCo personnel. The following 
guidelines outline the procedures for quarterly HVAC servicing within Benicia Yard’s offices.

Scheduling
The following schedule outlines when quarterly HVAC servicing should be performed:

	� Monthly: A designated employee will inspect the HVAC system to identify any potential issues or 
maintenance needs.

	� Quarterly: Quarterly HVAC servicing is performed on all HVAC systems, including heating and cooling 
units, ventilation systems, and air quality control systems.

Pre-Servicing Procedure
Before performing the quarterly HVAC servicing, the following steps must be taken:

1.	 Clear the Area: All furniture and equipment should be removed from the area to prevent damage or 
obstruction.

2.	 Turn Off Equipment: All HVAC equipment should be turned off before commencing the service.

Servicing Procedure
The following steps are followed during the quarterly HVAC servicing:

1.	 Filter Replacement: All filters should be replaced according to manufacturer specifications and industry 
standards.

2.	 Cleaning of Condenser Coils: The condenser coils should be cleaned to ensure optimal performance 
and efficiency.

3.	 Inspection of Blowers: The blowers should be inspected for any damage or wear, and repaired or 
replaced as needed.

4.	 Check of Air Quality Control Systems: The air quality control systems should be checked to ensure they 
are functioning properly.
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Post-Servicing Procedure
After the quarterly HVAC servicing, the following steps must be taken:

1.	 System Testing: The HVAC system should be tested to ensure it is operating within optimal parameters.

2.	 Furniture and Equipment Return: All furniture and equipment that were removed during the service 
should be returned.

Annual Major Service
Performing an annual major service on the HVAC system is essential for maintaining its overall health and 
efficiency. The following guidelines outline the procedures for annual major services within Benicia Yard’s 
offices.

Scheduling
The following schedule outlines when annual major servicing should be performed:

	� Once a Year: Annual major servicing is performed on all HVAC systems, including heating and cooling 
units, ventilation systems, and air quality control systems.

Pre-Servicing Procedure
Before performing the annual major service, the following steps must be taken:

1.	 Clear the Area: All furniture and equipment should be removed from the area to prevent damage or 
obstruction.

2.	 Turn Off Equipment: All HVAC equipment should be turned off before commencing the service.

Servicing Procedure
The following steps are followed during the annual major servicing:

1.	 System Disconnection: The HVAC system is disconnected from power and water supply lines.

2.	 Disassembly of Components: The components of the HVAC system, including compressors, blowers, 
and fans, are disassembled to inspect and clean them.

3.	 Cleaning of Condenser Coils: The condenser coils are thoroughly cleaned using specialized cleaning 
equipment.

4.	 Replacement of Filters: All filters are replaced according to manufacturer specifications and industry 
standards.

Post-Servicing Procedure
After the annual major servicing, the following steps must be taken:

1.	 System Reassembly: The components of the HVAC system are reassembled in the reverse order that 
they were disassembled.

2.	 System Testing: The HVAC system is tested to ensure it is operating within optimal parameters.

3.	 Furniture and Equipment Return: All furniture and equipment that were removed during the service 
should be returned.

Reporting
Any issues or concerns regarding HVAC servicing must be reported to the supervisor immediately.

Maintenance of Lighting Fixtures

Maintaining a well-lit work environment is essential for UCCo personnel. The following guidelines outline the 
procedures for maintaining lighting fixtures within Benicia Yard’s offices.



Benicia Yard	 7-9

Equipment Manual	

Scheduling
The following schedule outlines when lighting fixture maintenance should be performed:

	� Monthly: A designated employee will inspect the lighting fixtures to identify any potential issues or 
maintenance needs.

	� Quarterly: Quarterly lighting fixture maintenance is performed on all lighting fixtures, including overhead 
lighting, table lamps, and floor lamps.

Pre-Maintenance Procedure
Before performing the monthly lighting fixture inspection and quarterly maintenance, the following steps must 
be taken:

	� Clear the Area: All furniture and equipment should be removed from the area to prevent damage or 
obstruction.

	� Turn Off Equipment: All lighting fixtures should be turned off before commencing the service.

Inspection Procedure
The following steps are followed during the monthly lighting fixture inspection:

1.	 Check for Damages: The lighting fixtures are inspected for any signs of damage, such as broken glass or 
loose connections.

2.	 Check for Functionality: The lighting fixtures are tested to ensure they are functioning properly.

Maintenance Procedure
The following steps are followed during the quarterly lighting fixture maintenance:

1.	 Cleaning of Lenses and Shelves: The lenses and shelves of the lighting fixtures are cleaned to remove 
dust and debris.

2.	 Check of Ballasts: The ballasts of the lighting fixtures are checked for any signs of wear or damage.

3.	 Replacement of Fuses: Any blown fuses are replaced according to manufacturer specifications.

Post-Maintenance Procedure
After the quarterly lighting fixture maintenance, the following steps must be taken:

1.	 System Testing: The lighting system is tested to ensure it is operating within optimal parameters.

2.	 Furniture and Equipment Return: All furniture and equipment that were removed during the service 
should be returned.

Maintenance of Interior Building Elements
Maintaining a clean and well-maintained work environment is essential for UCCo personnel. The following 
guidelines outline the procedures for maintaining interior building elements within Benicia Yard’s offices.

Scheduling
The following schedule outlines when interior building element maintenance should be performed:

	� Monthly: A designated employee will inspect the interior building elements to identify any potential 
issues or maintenance needs.

	� Quarterly: Quarterly interior building element maintenance are performed on all interior building 
elements, including carpets, rugs, and upholstered furniture.
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Pre-Maintenance Procedure
Before performing the monthly interior building element inspection and quarterly maintenance, the following 
steps must be taken:

1.	 Clear the Area: All furniture and equipment should be removed from the area to prevent damage or 
obstruction.

2.	 Turn Off Equipment: Any electrical equipment should be turned off before commencing the service.

Inspection Procedure
The following steps are followed during the monthly interior building element inspection:

1.	 Check for Damages: The interior building elements are inspected for any signs of damage, such as torn 
or broken upholstery.

2.	 Check for Functionality: The interior building elements are tested to ensure they are functioning 
properly.

Maintenance Procedure
The following steps are followed during the quarterly interior building element maintenance:

1.	 Vacuuming and Cleaning: The interior building elements are vacuumed and cleaned to remove dirt and 
debris.

2.	 Check of Upholstery: The upholstery of the furniture is inspected for any signs of wear or damage.

Post-Maintenance Procedure
After the quarterly interior building element maintenance, the following steps must be taken:

1.	 System Testing: The interior system is tested to ensure it is operating within optimal parameters.
2.	 Furniture and Equipment Return: All furniture and equipment that were removed during the service 

should be returned.

Reporting
Any issues or concerns regarding lighting fixture maintenance and interior building element maintenance 
must be reported to the supervisor immediately.

SECTION 7.3
Yard Maintenance and Compliance

Yard Maintenance and Compliance is an essential aspect of ensuring the safe and environmentally responsible 
operation of equipment. Yard maintenance encompasses not only the upkeep of the equipment itself but 
also the surrounding environment. To maintain compliance with local regulations and industry standards, the 
department adheres to a comprehensive schedule that includes weekly landscaping for the front area of the 
property, quarterly weed and fire management inside the yard, and regular pest control services to mitigate 
the presence of mice and bats in California. These measures are crucial not only for maintaining a safe 
working environment but also for preventing potential health hazards and environmental pollution.

In addition to these yard maintenance activities, the department also maintains strict compliance with the Spill 
Prevention, Control, and Pollution Prevention (SPPPC) plan, which outlines procedures for managing chemical 
spills and preventing pollution. This includes implementing measures such as chemical storage in designated 
areas, mosquito prevention measures, water sampling during rainy seasons, drain inlet covers, and regular 
filtration maintenance. Furthermore, the department provides annual employee training on spill handling 
to ensure that all personnel are equipped with the necessary knowledge and skills to respond effectively 
in case of an emergency. Moreover, the department maintains a secure perimeter through perimeter 
fences, monitored cameras, motion sensors, and door switches, providing an added layer of protection for 
equipment and personnel.
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Weekly Landscaping for Front Area

Maintaining a well-manicured front area is essential for creating a positive first impression and ensuring the 
overall appearance of the property. As part of the departments yard maintenance routine, personnel perform 
weekly landscaping tasks to keep the front area looking neat and tidy.

	� Gardening: A groundskeeper is responsible for mowing the lawn, trimming shrubs and bushes, and 
edging the sidewalks and driveways.

	� Trash and Recycling: The groundskeeper also ensures that all trash and recycling bins are emptied 
regularly and kept clean.

	� Decorations: The department maintains a variety of decorative elements, such as planters, flowerbeds, 
and garden ornaments, to create a visually appealing atmosphere.

To ensure that the front area is consistently well-maintained, the department adheres to the following 
schedule:

	� Every Monday: Mowing of the lawn

	� Every Tuesday: Trimming of shrubs and bushes

	� Every Wednesday: Edging of sidewalks and driveways

	� Every Thursday: Gardening and landscaping tasks

	� Every Friday: Cleaning of trash and recycling bins

Quarterly Weed/Fire Management Inside Yard
While the front area receives regular attention, the interior yard areas require less frequent but no less 
important maintenance. As part of the quarterly weed/fire management routine, the department takes steps 
to prevent overgrowth and potential fire hazards.

	� Weed Control: A groundskeeper identifies and removes any unwanted vegetation, taking care not to 
damage surrounding plants or structures.

	� Pruning and Trimming: Prune and trim trees and shrubs to maintain a safe distance from buildings and 
equipment.

	� Firebreak Preparation: To prevent accidental fires, the department creates firebreaks by clearing 
flammable materials, such as dead leaves or branches, from the yard.

To ensure that the interior yard areas are maintained effectively, the department adheres to the following 
schedule:

	� Every March: Begin quarterly weed control efforts

	� Every June: Prune and trim trees and shrubs

	� Every September: Create firebreaks and clear flammable materials

	� Every December: Continue weekly landscaping tasks and inspect for any potential fire hazards

Following these schedules and procedures helps maintain a safe, attractive, and compliant yard environment 
that meets the needs of equipment, personnel, and community.

Pest Control Services: Managing Mice and Bats

The department employs pest control services to manage rodents and other wildlife that may pose a threat 
to equipment, personnel, or property. In compliance with California state regulations, the department takes 
special care to protect bats, which are protected under the California Endangered Species Act.
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Mice Control
Pest control services focus on preventing mice infestations through:

	� Regular Inspections: A groundskeeper and facilities team conduct regular inspections of the yard and 
surrounding areas to identify potential mouse habitats.

	� Sealing Entry Points: Seal any holes or gaps in walls, floors, or other structures that could provide 
access for mice.

	� Cleanliness and Sanitation: Maintain high standards of cleanliness and sanitation throughout the yard, 
including the disposal of food waste and recyclables.

To ensure effective mouse control, adhere to the following schedule:

	� Every 2 weeks: Conduct thorough inspections of the yard

	� Quarterly: Seal any new holes or gaps found during inspections

	� Bi-Annually: Perform deep cleaning and sanitizing of high-risk areas

Bat Management
Take special care to protect bats in compliance with California state regulations. A bat management plan 
includes:

	� Identifying Bat Habitats: Identify potential bat habitats, such as hollow trees or rock crevices.

	� Sealing Entry Points: Seal any holes or gaps in structures that could provide access for bats.

	� Providing Alternative Roosting Sites: Provide alternative roosting sites for bats, such as bat boxes or 
artificial roosts.

To ensure effective bat management, adhere to the following schedule:

	� Every 3 months: Conduct thorough inspections of the yard to identify potential bat habitats

	� Quarterly: Seal any new holes or gaps found during inspections

	� Annually: Clean and maintain bat boxes or alternative roosting sites

Safety Precautions
When dealing with mice and bats, follow strict safety protocols to prevent exposure to diseases and injuries. 
This includes:

	� Wearing protective gear, such as gloves and masks

	� Using sealed containers for waste disposal

	� Avoiding direct contact with rodents and bats whenever possible

SPPPC (Spill Prevention, Control, and Pollution Prevention) Plan Compliance

The department implements a comprehensive Spill Prevention, Control, and Pollution Prevention (SPPPC) 
plan. This plan outlines the procedures and measures necessary to prevent, contain, and mitigate spills, as 
well as protect the environment and public health.

Chemical Storage in Designated Area
To ensure safe handling and storage of chemicals, the department has designated a specific area for 
chemical storage. This area is:

	� Securely locked: To prevent unauthorized access

	� Well-ventilated: To minimize exposure to fumes

	� Equipped with safety equipment: Such as fire extinguishers and eye wash stations
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Store all chemicals in accordance with the following guidelines:

	� Labeling and signage: Clearly labeled and signed containers with hazard warnings and storage 
instructions

	� Shelving and organization: Chemicals are stored on sturdy shelving, organized by type and 
concentration

	� First-in-first-out inventory management: Chemicals are rotated to ensure that older stock is used before 
newer products

Mosquito Prevention Measures
To prevent the spread of mosquito-borne diseases, the department has implemented measures to control 
mosquito populations:

	� Elimination of standing water: Regularly inspected and maintained drainage systems to prevent 
stagnation

	� Use of mosquito repellents: Applied around perimeter areas and in high-risk zones

	� Regular cleaning of equipment: Thoroughly cleaned and disinfected after each use

The department also maintains a mosquito control schedule:

	� Every 2 weeks: Inspect for standing water and eliminate as needed

	� Quarterly: Apply mosquito repellents and inspect for effectiveness

	� Annually: Perform comprehensive mosquito control measures, including application of larvicides and 
adulticides

Water Sampling During Rainy Season
During the rainy season, the department conducts regular water sampling to ensure that stormwater 
management systems are functioning properly:

	� Regular testing: Water samples are collected from drainage inlets, gutters, and other areas

	� Monitoring for pollutants: Samples are analyzed for pH, turbidity, and presence of pollutants such as oils 
and chemicals

	� Corrective actions: Implemented to address any issues found during sampling

The department maintains a schedule for water sampling:

	� Every 2 weeks: Collect water samples from designated areas

	� Quarterly: Analyze samples for pollutants and implement corrective actions if necessary

	� Annually: Conduct comprehensive water quality testing and monitoring

Drain Inlet Covers and Filtration Maintenance
To prevent debris and sediment from entering stormwater management systems, the department maintains:

	� Covers on drain inlets: Regularly inspected and replaced to ensure proper function

	� Filtration systems: Regularly maintained and cleaned to prevent clogging

	� Screening devices: Installed at roof gutters and downspouts to catch debris

The department maintains a schedule for drain inlet cover replacement:

	� Every 6 months: Inspect drain inlets for damage or wear

	� Quarterly: Replace covers as needed to ensure proper function

	� Annually: Perform comprehensive maintenance of filtration systems and screening devices
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Annual Employee Training on Spill Handling

The department requires all employees to undergo annual training on spill handling procedures. This training 
is designed to educate employees on the proper protocols for responding to spills, preventing further 
contamination, and minimizing environmental harm.

Training Objectives
The objectives of this training program are:

	� To familiarize employees with the SPPPC plan and relevant regulations

	� To educate employees on the proper procedures for responding to spills, including containment, 
cleanup, and notification of authorities

	� To emphasize the importance of reporting spills promptly and accurately

	� To provide employees with the necessary knowledge and skills to prevent further contamination

Training Topics
The training program covers the following topics:

	� Spill definitions and classifications: Understanding the types of spills, their classification, and the 
corresponding response procedures

	� Spill containment and cleanup: Procedures for containing spills, including the use of absorbents, 
booms, and other spill control equipment

	� Notification of authorities: Procedures for notifying local authorities, emergency services, and regulatory 
agencies in the event of a spill

	� Personal protective equipment (PPE): Use of PPE, including gloves, respirators, and eye protection, 
when responding to spills

	� Spill reporting and documentation: Procedures for reporting spills, including completing incident reports 
and submitting spill data to regulatory agencies

Training Methods
The training program is delivered through a combination of:

	� Classroom instruction: Hands-on training and lectures on spill handling procedures

	� On-line training modules: Interactive online modules that supplement classroom instruction

	� Simulations and exercises: Practical exercises that simulate real-world spill response scenarios

	� Video presentations: Training videos that demonstrate best practices for spill response and containment

Training Evaluation
The effectiveness of the training program is evaluated through:

	� Quizzes and assessments: Employees are tested on their knowledge of spill handling procedures and 
regulations

	� Practical exams: Employees participate in hands-on exercises to demonstrate their ability to respond to 
spills safely and effectively

	� Feedback and surveys: Employee feedback and satisfaction surveys help identify areas for improvement
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Annual Refresher Training
To ensure that personnel remain up to date on the latest spill handling procedures and regulations, the 
department requires an annual refresher training session. This training is designed to:

	� Review key concepts and procedures learned during initial training

	� Update employees on changes in regulations and best practices

	� Provide opportunities for employees to ask questions and seek clarification

Regular employee training on spill handling ensures that personnel are equipped with the knowledge and 
skills necessary to respond to spills safely and effectively.

Security Measures

The department has installed a comprehensive security system to ensure the safety and security of 
equipment. The following measures are in place:

Perimeter Fences
	� High-security fencing: Perimeter fences are made of durable materials, such as steel or aluminum, with 

high-security features, including:

	� Electric detection systems that alert security personnel of intruders

	� Physical barriers that prevent climbing or jumping over the fence

	� Reinforced gates that can withstand forced entry attempts

	� Boundary markers: Clear boundaries and signage are clearly marked to deter trespassing and 
unauthorized access

Monitored Cameras
	� High-resolution CCTV cameras: Strategically placed cameras provide clear visual coverage of the yard, 

including:

	� Wide-angle lenses for surveillance of large areas

	� Infrared or night vision capabilities for monitoring at night

	� Weather-resistant designs that withstand various environmental conditions

	� Digital video recorders (DVRs): The system stores recorded footage on secure DVRs with encryption 
and password protection to prevent tampering or unauthorized access

Motion Sensors
	� Intrusion detection systems: Motion sensors are strategically placed to detect movement in sensitive 

areas, including:

	� Doorways and gates

	� Access points to equipment storage or facilities

	� High-value assets, such as heavy machinery or equipment

	� Alerting protocols: Security personnel are notified of potential breaches via a secure communication 
system, allowing for swift response and intervention
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Door Switches
	� Secure entry points: All doors are equipped with advanced door switches that:

	� Monitor the status of doors in real-time

	� Trigger alerts when doors are left open or tampered with

	� Require authorized personnel to swipe their ID cards or use keycards for access

	� Authorized access control: Only authorized personnel have access to sensitive areas, and all access is 
logged and recorded for audit purposes

Security Protocols
To ensure the effective operation of security measures, the department has established the following 
protocols:

	� Regular patrols: Security personnel conduct regular patrols of the yard to monitor activity and respond 
to any suspicious behavior.

	� Incident response plan: A comprehensive incident response plan is in place, outlining procedures for 
responding to security breaches or other emergencies.

	� Training and drills: Regular training exercises and drills are conducted to ensure that security personnel 
are prepared to respond effectively in case of an emergency.

Security Standards
Department security measures adhere to industry standards and regulations, including:

	� OSHA guidelines: Security protocols comply with Occupational Safety and Health Administration (OSHA) 
guidelines for workplace safety.

	� ISO 9001: The department is committed to maintaining the highest standards of quality and security, as 
outlined in ISO 9001.

These security measures ensure that equipment, personnel, and property remain safe and secure.

SECTION 7.4
Equipment and Vehicle Management

The Equipment and Vehicle Management section of this manual is designed to provide guidance on 
the proper care, use, and maintenance of equipment and vehicles within the department. This includes 
information on storage, transportation, and tracking of these assets. It is essential to follow the guidelines 
outlined in this section to ensure that all equipment and vehicles are properly maintained, reducing downtime 
and optimizing utilization.

This section provides information on specific areas designated for on-road vehicle and equipment storage, 
as well as a status marking system to track availability and readiness. Additionally, this section includes 
information about the maintenance schedule and procedures, including the annual hazardous material sump 
cleaning in the wash bay. The use of GPS tracking technology, such as Verizon Connect, is also covered, 
providing insights into maintenance scheduling and utilization reporting. Furthermore, weekly idling reports 
are discussed to help monitor fuel usage and prevent unnecessary wear on equipment. By following these 
guidelines, department personnel are able to effectively manage equipment and vehicles, ensuring optimal 
performance and minimizing potential issues.

On-Road Vehicle and Equipment Storage

To ensure the safekeeping of departmental assets, specific designated areas have been allocated for 
on-road vehicle and equipment storage. These areas are specifically designed to provide a secure and 
controlled environment for storing equipment and vehicles.
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	� Designated Parking Areas: The department has allocated parking spaces in the following locations:

	� [Location 1]: Available for large equipment, such as cranes or bulldozers.

	� [Location 2]: Designated for smaller equipment, including generators and compressors.

	� [Location 3]: Reserved for departmental vehicles, including company cars and utility vehicles.

	� Equipment Storage Areas: The following areas are designated for storing equipment:

	� [Area 1]: Large equipment storage area with adequate clearance for tall items.

	� [Area 2]: Medium-sized equipment storage area with shelving and tie-down points.

	� [Area 3]: Small equipment storage area for miscellaneous items.

	� Vehicle Storage Areas: The following areas are designated for storing vehicles:

	� [Area 1]: Vehicle maintenance area with a lift and various tools.

	� [Area 2]: Vehicle storage area with shelving and tie-down points.

Storage Requirements
When storing equipment or vehicles, please adhere to the following requirements:

	� Ensure all equipment is securely tied down to prevent movement during transportation.

	� Store vehicles in a way that prevents damage from other vehicles or obstacles.

	� Keep all stored equipment and vehicles clean and free of debris.

These guidelines ensure that on-road vehicles and equipment are stored safely and efficiently, reducing the 
risk of damage or loss.

Status Marking System

The Equipment and Vehicle Management section of this manual emphasizes the importance of maintaining 
accurate records and tracking the status of equipment and vehicles. The department maintains a 
standardized status marking system to ensure that all assets are properly documented and easily identifiable.

	� Available/Not Available: The following statuses indicate whether an asset is available for use or not:

	� Available: indicates that the asset is ready for use and can be scheduled for maintenance, rental, or 
sale.

	� Not Available: indicates that the asset is currently in use, under repair, or otherwise unavailable.

	� Ready/Not Ready: The following statuses indicate whether an asset is ready to be used or requires 
additional preparation:

	� Ready: indicates that the asset is fully functional and prepared for use.

	� Not Ready: indicates that the asset requires maintenance, repair, or inspection before it can be used.

Marking Assets
To accurately track the status of assets, please follow these guidelines:

	� When an asset is available, mark it with a “Available” stamp on the designated logbook page.

	� When an asset is ready to use, mark it with a “Ready” stamp on the designated logbook page.

	� When an asset is not ready due to maintenance or repair, mark it with a “Not Ready” stamp on the 
designated logbook page.
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Logbook Requirements
The Equipment and Vehicle Management section requires the use of a standardized logbook for recording 
asset status. The logbook should include the following information:

	� Asset description

	� Status (Available/Not Available, Ready/Not Ready)

	� Date and time of last inspection or maintenance

	� Next scheduled maintenance or inspection

When the department maintains accurate records using the status marking system, equipment and vehicles 
are effectively managed, ensuring optimal performance and minimizing potential issues.

Wash Bay and Sump Cleaning

The Equipment and Vehicle Management section of this manual emphasizes the importance of maintaining 
a clean and safe environment for equipment and vehicles. A designated wash bay is provided to facilitate 
regular cleaning and maintenance of departmental assets.

	� Wash Bay Requirements: The following guidelines must be followed when using the wash bay:

	� All waste, including oil, coolant, and other hazardous materials, must be disposed of in accordance 
with company policies.

	� The wash bay is for equipment only. Vehicles should not be washed here to prevent damage to the 
facility and equipment.

	� Annual Hazardous Material Sump Cleaning: The following guidelines outline the process for cleaning 
the sump:

	� Schedule a professional sump cleaning service annually to ensure compliance with regulatory 
requirements.

	� The service must use approved equipment and materials to safely remove hazardous materials from 
the sump.

	� Clean water and other non-hazardous substances are flushed through the system during the cleaning 
process.

	� Wash Bay Inspection: Regular inspections of the wash bay are necessary to ensure that it remains in 
good working condition:

	� The wash bay should be inspected monthly for signs of wear or damage.

	� Report any issues to maintenance personnel promptly so they can address them before they become 
major problems.

These procedures help maintain a clean and safe environment for departmental assets.

GPS Tracking with Verizon Connect

The Equipment and Vehicle Management section of this manual highlights the importance of using GPS 
tracking technology to optimize asset management. The department utilizes Verizon Connect for GPS 
tracking, allowing for more efficient maintenance scheduling and utilization reporting.

	� Verizon Connect Features: The following features are provided through the use of Verizon Connect:

	� Real-time vehicle location tracking: allows for precise monitoring of equipment movement.

	� Automated maintenance scheduling: enables maintenance personnel to schedule appointments 
based on equipment usage patterns.

	� Utilization reports: provides insights into asset utilization, helping identify areas for improvement.
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	� Maintenance Scheduling: The following guidelines outline the process for using Verizon Connect to 
schedule maintenance:

	� Log in to the Verizon Connect system and select the equipment to be serviced.

	� Choose the desired service date and time.

	� Submit the request for approval, which authorized personnel review.

	� Utilization Reporting: The following guidelines outline how to access utilization reports through Verizon 
Connect:

	� Log in to the Verizon Connect system and select the equipment to view reports.

	� Choose the desired time period (e.g., daily, weekly, monthly).

	� View the generated report to gain insights into asset usage patterns.

The GPS tracking technology in Verizon Connect optimizes equipment management practices, reducing 
downtime and improving overall efficiency.

Weekly Idling Reports

The Equipment and Vehicle Management section of this manual emphasizes the importance of tracking 
fuel usage and preventing unnecessary wear on equipment. The department requires all on-road vehicle 
operators to submit weekly idling reports.

	� Purpose of Weekly Idling Reports: The primary purpose of these reports is to track fuel consumption 
patterns, identify areas where equipment can be optimized, and prevent unnecessary wear.

	� Reporting Requirements:

	� Each report must include the following information:
	– Date range
	– Vehicle identifier
	– Total distance traveled
	– Total fuel consumption
	– Fuel efficiency (mpg)
	– Any comments or observations

	� Submission Process: Reports should be submitted electronically through the company’s designated 
reporting system by the end of each week. Late reports may not be accepted.

	� Data Analysis: The weekly idling reports are analyzed to identify trends and patterns in fuel 
consumption. Based on this data, targeted interventions can be implemented to optimize equipment 
performance and reduce fuel waste.

	� Benefits of Weekly Idling Reports:

	� Improved fuel efficiency

	� Reduced fuel costs

	� Extended equipment lifespan

	� Enhanced overall operational efficiency

Implementing a weekly idling report system enables the department to monitor fuel consumption patterns 
and reduce unneeded wear on their equipment. This data-driven approach improves fleet performance, 
minimizes waste, and increases overall profitability.
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SECTION 7.5
Shoring and Steel Road Plates

The Shoring and Steel Road Plates section of the department rental equipment offers a range of solutions 
for providing temporary support to construction sites. The comprehensive rental system allows project 
stakeholders to access the necessary equipment for their projects at a competitive weekly rate that includes 
maintenance and repairs. To ensure compliance with regulatory requirements, the department thoroughly 
cleans, inspects, tests, and tags all shoring units upon return.

For road plate applications, the fleet consists of numbered units, each weighed and marked to meet specific 
load capacity standards. The lifting eyes on these plates enable efficient loading and unloading operations. 
Following each rental period, the department reapplies the anti-skid coating to prevent skidding on various 
surfaces. Units are transported by truck or pickup trucks depending on the quantity required for the project, 
ensuring timely delivery to the job site.

Rental System and Weekly Rates

The rental system for shoring and steel road plates is designed to provide flexibility and cost savings. The 
department offers competitive weekly rates that cover all necessary maintenance and repairs, ensuring the 
equipment is always in good working condition.

The weekly rate for shoring units includes:

	� Regular inspections to identify potential issues

	� Replacement of worn or damaged parts as needed

	� Cleaning and lubrication to maintain smooth operation

	� Testing to ensure compliance with regulatory standards

Similarly, the weekly rate for road plates covers:

	� Repainting or reapplying anti-skid coating after each rental period

	� Weighing and marking units to ensure accurate load capacity tracking

	� Transport costs, depending on quantity required for the project

The weekly rate includes all necessary maintenance and repairs. The Project Manager or Foreman can focus 
on underground projects, while the department handles the upkeep of the equipment.

Important: Rates and services are subject to change, so please consult the company website or contact the 
department for the most up-to-date information on rental system and weekly rates.

In addition to standard rental options, customized packages are available to suit specific project 
requirements. Please see below for more details:

	� Short-term rentals (less than 4 weeks)

	� Long-term rentals (more than 4 weeks)

	� Project-specific package deals

Shoring Rental Procedure

To ensure compliance with regulatory requirements and maintain equipment safety, shoring units undergo a 
thorough inspection and testing process before returning to stock. This includes:

	� Cleaning: All shoring units are thoroughly cleaned to remove dirt, debris, and any substances that may 
have accumulated during use.

	� Inspection: Trained technicians conduct a visual inspection of the unit, checking for any signs of wear or 
damage. This includes examining the structural integrity, mechanical components, and safety features.
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	� Testing: Each shoring unit is tested to ensure it meets regulatory standards for stability, load capacity, 
and operational functionality. This may include dynamic testing, where the unit is subjected to simulated 
loads to verify its performance.

	� Tagging: Once the shoring unit has passed inspection and testing, the team tags it with a unique 
identification number and date of last inspection. This ensures that the unit’s maintenance history is 
recorded and easily accessible.

Shoring unit procedures include rigorously cleaning, inspecting, testing, and tagging, so that each rental 
unit meets the highest standards of quality and safety. This protects all job site personnel and helps prevent 
costly rework or replacement due to equipment failure.

Shoring Inspection and Testing Schedule
To ensure compliance with regulatory requirements, shoring units are inspected and tested at regular 
intervals. The following schedule applies:

	� Daily: Unit cleaning and quick visual inspection
	� Weekly: Thorough inspection and testing (as outlined above)
	� Monthly: Deep cleaning and maintenance checks
	� Quarterly: Comprehensive testing and certification

Please note that this schedule may be subject to change based on specific project requirements or weather 
conditions. The Equipment Manager works with Project Managers and Foremen to develop a customized 
inspection and testing plan.

What to Expect During the Inspection and Testing Process

Expect the following when returning shoring units:
	� A thorough visual inspection by technicians
	� Testing of the unit’s stability, load capacity, and operational functionality
	� Cleaning and lubrication as needed
	� Tagging with a unique identification number and date of last inspection

Road Plate Rental Procedure

Steel road plates are designed to provide a stable and level surface for underground projects. Strict 
guidelines for the rental of these units are followed to ensure safe and efficient operation.

	� Numbering and Identification: Each road plate is numbered uniquely for identification purposes. This 
allows the department to track the unit’s history, maintenance records, and any relevant testing or 
certification results.

	� Weight-Marking: Numbered road plates are weight-marked according to their load capacity standards, 
ensuring safe determination of maximum permitted weight for any equipment or loads.

	� Fitting with Lifting Eyes: Road plates are fitted with lifting eyes, which enable efficient loading and 
unloading operations. The lifting eyes are designed to be secure and durable, ensuring a safe working 
environment.

Pre-Inspection Checklist
Before returning steel road plates, the following pre-inspection checklist should be completed:

	� Visually inspect the unit for any signs of damage or wear
	� Check that all lifting eyes are securely attached and functioning properly
	� Verify that the weight-marking is accurate and visible

	� Confirm that the unit has been properly cleaned and maintained
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Post-Return Inspection
After returning the steel road plates, the department conducts a thorough inspection to ensure that the unit 
meets quality standards. This includes:

	� Verifying the unit’s number and identification

	� Checking the weight-marking for accuracy

	� Inspecting the lifting eyes for security and functionality

	� Recording maintenance history and any relevant testing or certification results

Maintenance and Repair
To maintain the condition of steel road plates, follow these guidelines:

	� Regularly clean the unit to prevent dirt and debris accumulation

	� Lubricate moving parts as needed

	� Report any damage or wear to Equipment Managers promptly

These procedures and guidelines ensure that steel road plates are in top condition for the next underground 
project.

Special Considerations
Please note the following special considerations when renting steel road plates:

	� Ensure that all loads are within the recommended weight capacity

	� Use proper loading and unloading techniques to avoid damage or injury

	� Follow local regulations and guidelines for road plate usage

Anti-Skid Coating Application

To prevent skidding and ensure safe operation, steel road plates feature an anti-skid coating. The department 
reapplies this coating after each rental period to maintain its effectiveness.

The anti-skid coating is a critical component of steel road plates, as it:

	� Prevents Skidding: The anti-skid coating helps prevent the plate from skidding or sliding on various 
surfaces, including wet or oily conditions.

	� Improves Traction: By providing improved traction, the anti-skid coating enables safe loading and 
unloading operations.

	� Extends Plate Life: Regular reapplied coatings help extend the life of the steel road plate by reducing 
wear and tear caused by skidding.

Coating Application Process
Equipment Managers follow a strict process for applying the anti-skid coating:

1.	 Cleaning: The steel road plate is thoroughly cleaned to remove any dirt, debris, or substances that may 
have accumulated during use.

2.	 Inspection: The plate is inspected for any signs of damage or wear that may affect the coating’s 
effectiveness.

3.	 Coating Application: A new coat of anti-skid material is applied to the plate using a specialized 
equipment and process.

4.	 Drying Time: The coated plate is allowed to dry before being returned to stock.
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Coating Thickness and Durability
Anti-skid coatings meet industry standards for thickness and durability, ensuring that they provide optimal 
performance in various conditions. Coatings are:

	� Thickness- tested: To ensure compliance with industry standards

	� Durable: Designed to withstand wear and tear caused by regular use

Reapply the anti-skid coating after each rental period to ensure that steel road plates remain in top condition 
for the next underground project.

Tips for Safe Operation
To get the most out of steel road plates with anti-skid coatings:

	� Regularly Inspect: Check the plate’s surface for any signs of wear or damage.

	� Clean Regularly: Clean the plate after each use to maintain its effectiveness.

	� Follow Guidelines: Follow local regulations and guidelines for road plate usage.

Transportation of Shoring and Steel Road Plates

Shoring and steel road plates are transported to project sites using a variety of methods, depending on 
the quantity required. The department uses a fleet of trucks and pickups to ensure timely delivery of these 
equipment items.

Truck Transportation
For larger quantities, department drivers transport shoring units via truck. Experienced drivers carefully load 
and secure the units to prevent damage during transit. This method is ideal for projects requiring multiple 
shoring units or specialized equipment.

	� Load Capacity: Trucks are equipped with high-capacity trailers that can safely transport large quantities 
of shoring units.

	� Safety Features: Safety equipment such as straps, nets, and tie-downs are used to secure the units 
during transit.

	� Delivery Time: Truck transportation allows for faster delivery times, enabling faster project start times.

Pickup Transportation
Pickup transportation is provided for smaller quantities or projects with limited access. Experienced drivers 
deliver the shoring unit directly to the job site, saving time and increasing efficiency.

	� Convenience: Pickup transportation is ideal for projects with limited space or accessibility issues.

	� Flexibility: The department can accommodate a wide range of project schedules, ensuring that 
equipment arrives on time.

	� Cost-Effective: Pickup transportation is often more cost-effective than trucking, making it an attractive 
option for smaller projects.

Quantities and Transportation Options
The Equipment Department offers a range of transportation options for specific needs:

	� Single Unit: For small quantities or specialty items, a single shoring unit can be delivered via pickup.

	� Small Quantities: For medium-sized projects, truck transportation is often the best option.

	� Large Quantities: For larger projects or high-volume orders, truck transportation is usually the preferred 
method.
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Delivery and Installation
When equipment arrives at a project site, the delivery team will:

	� Unload and Inspect: Carefully unload and inspect the equipment to ensure it’s in good working 
condition.

	� Deliver and Install: Deliver and install the shoring unit according to project specifications.

Transportation options ensure that shoring and steel road plates arrive at project sites quickly and efficiently.

SECTION 7.6
Project Supply Storage

The Project Supply Storage section is designed to provide a comprehensive overview of the equipment 
utilized for storing project tools and supplies. A critical component of this system are the 20-foot shipping 
containers, strategically employed to keep project materials organized, secure, and easily accessible. Each 
container is equipped with shelving units, locks, and in some cases, lighting systems, ensuring that personnel 
can work efficiently throughout the day without interruption.

For jobs requiring access to specialized tools and equipment, a low daily rate is charged for usage of these 
containers, providing an economical solution for project needs while minimizing overhead costs. To maintain 
optimal storage conditions, the department conducts periodic inspections to verify the integrity of shelf units 
and wheel functionality, ensuring that supplies can be accessed quickly and safely. Additionally, chemical 
removal protocols are implemented to prevent spills and contamination, guaranteeing a clean and organized 
work environment throughout the project lifecycle.

20-Foot Shipping Containers

The 20-foot shipping containers are a crucial component of the Project Supply Storage system. These large, 
cylindrical containers are specifically designed to provide ample storage space for a wide range of project 
tools and supplies.

Specifications:
	; Length: 20 feet (6.1 meters)

	; Width: 8 feet (2.4 meters)

	; Height: 8 feet (2.4 meters)

	; Weight capacity: 30,000 pounds (13,608 kilograms)

Container Features:
The shipping containers used for project tool storage are equipped with various features to ensure efficient 
and organized storage:

	� Shelving units: Modular shelving systems are installed within the containers to provide a flexible and 
customizable storage solution. Shelving units can be adjusted to accommodate different sizes and types 
of equipment.

	� Locks: Containers are secured with tamper-evident locks to prevent unauthorized access and ensure the 
integrity of stored materials.

	� Lighting: In some cases, LED lighting systems may be installed within the containers to provide adequate 
illumination for working in low-light environments.

	� Wheel functionality: Containers have been equipped with functional wheels, allowing them to be easily 
moved around the storage area or transported to different locations as needed.
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Container Maintenance:
To ensure optimal performance and longevity of the shipping containers, regular maintenance is necessary. 
This includes:

	� Regular inspections for shelf integrity and wheel functionality
	� Periodic cleaning and sanitizing to prevent contamination and spills
	� Chemical removal protocols to maintain a clean environment

By utilizing these 20-foot shipping containers, the Project Supply Storage system provides an efficient and 
organized solution for storing project tools and supplies.

Low Daily Rate Charging

The Project Supply Storage system offers a competitive pricing structure to ensure that job requirements are 
met while minimizing overhead costs. A low daily rate is charged for usage of the containers, providing an 
economical solution for project needs.

Pricing Structure:
The daily rate for container usage is based on the following factors:

	� Container size and configuration
	� Job duration and complexity
	� Storage requirements and frequency

A flat rate per day is applied to all jobs utilizing the Project Supply Storage system, ensuring a predictable 
and cost-effective solution for project teams.

Factors Affecting Daily Rate:
The daily rate may be affected by various factors, including:

	� Container size and configuration: Larger containers or those with specialized features (e.g., shelving 
units) may incur higher rates.

	� Job duration and complexity: Longer or more complex projects may require additional storage space, 
resulting in higher daily rates.

	� Storage requirements and frequency: Projects requiring frequent access to stored materials may incur 
higher rates due to increased usage.

Payment Terms:
Payment for container usage is made on a per-day basis, with invoices sent to the job contact at the end of 
each billing cycle. Payment terms are as follows:

	� Net 30 days from invoice date
	� Late payment fees apply after 15 days

By offering a low daily rate, the Project Supply Storage system provides an attractive solution for project 
teams seeking efficient and cost-effective storage solutions.

Additional Costs:
While the daily rate provides a predictable pricing structure, additional costs may apply:

	� Equipment rental or leasing fees
	� Fuel surcharges (if applicable)
	� Travel and transportation expenses

These costs are subject to change and are communicated to job contacts prior to project commencement.
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Container Features

The 20-foot shipping containers used for project tool storage are equipped with various features to provide a 
functional and efficient storage solution:

	� Shelving units: Modular shelving systems are installed within the containers to provide a flexible and 
customizable storage solution. Shelving units can be adjusted to accommodate different sizes and types 
of equipment.

	� Locks: Containers are secured with tamper-evident locks to prevent unauthorized access and ensure the 
integrity of stored materials.

	� Lighting: In some cases, LED lighting systems may be installed within the containers to provide adequate 
illumination for working in low-light environments. This feature is particularly useful for projects requiring 
evening or night-time work.

Shelving System:
The shelving system consists of:

	� Durable steel shelves: Designed to withstand heavy loads and provide a stable storage surface.

	� Adjustable shelf configurations: Allowing for customization to accommodate different equipment sizes 
and types.

	� Vertical dividers: Providing additional storage space and helping to maintain organization within the 
container.

Locking System:
The locking system includes:

	� Tamper-evident locks: Securing the container’s entry point with a visible indicator of tampering, ensuring 
that unauthorized access is detected.

	� Key-based access control: Allowing authorized personnel to gain access to the container using a 
designated key.

Lighting System:
The LED lighting system is designed to provide:

	� Energy-efficient operation: Using advanced LED technology to minimize energy consumption and 
reduce heat generation.

	� Dimmable settings: Enabling users to adjust the light level according to their needs, reducing glare and 
improving visibility.

By incorporating these features, the Project Supply Storage system provides a comprehensive storage 
solution that meets the diverse needs of various projects.

Periodic Inspection Schedule

Regular inspections are crucial to maintaining the optimal condition of the Project Supply Storage containers 
and ensuring that all materials are stored safely and efficiently. A periodic inspection schedule is in place to 
verify the integrity of shelving units, wheels, and other components.

Inspection Frequency:
	� Shelving units: Inspections are conducted every 30 days to ensure that shelves are level, secure, and 

not damaged.

	� Wheels: Regular checks are performed every 60 days to verify that wheels are in good working 
condition, securely attached, and free from damage.
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Inspection Criteria:
During each inspection, the following criteria are evaluated:

	� Shelving units:
	� Levelness and stability
	� Damage or wear on shelves and supports
	� Condition of shelving brackets and connectors

	� Wheels:
	� Wear and tear on tires and wheel components
	� Damage to wheels or hubs
	� Proper attachment of wheels to the container

Inspection Protocol:
When performing an inspection, the following protocol is followed:

1.	 Review the inspection schedule to determine which items need attention.
2.	 Assess the condition of shelving units and wheels.
3.	 Document any issues or concerns found during the inspection.
4.	 Report the results of the inspection to the designated personnel.

Corrective Action:
In the event that any issues are identified during an inspection, the team takes corrective action promptly to 
address the problem:

	� Repair or replace damaged shelving units or wheels as needed.
	� Adjust or reattach loose parts to ensure proper function.
	� Notify the project team of any changes or updates.

Follow the periodic inspection schedule and address any issues that arise so that the Project Supply Storage 
system remains in optimal condition, ensuring the efficient storage and retrieval of materials for all projects.

Chemical Removal Protocols

The department implements chemical removal protocols to proactively prevent spills and contamination, 
maintaining a safe and organized work environment within the Project Supply Storage system.

Why is Chemical Removal Important?
Chemical spills can cause significant damage to equipment, personnel, and the environment. Removing 
chemicals from the storage containers as soon as possible helps to minimize this risk.

Protocol for Chemical Removal:
When a chemical spill is discovered, follow these steps:

1.	 Alert the Team: Inform all team members in the immediate vicinity of the spill.
2.	 Contain the Spill: Use absorbent materials or other containment methods to prevent further spread of 

the spill.
3.	 Neutralize the Chemical: Apply a neutralizing agent according to the manufacturer’s instructions to 

render the chemical inactive and non-toxic.
4.	 Dispose of Waste Properly: Remove any contaminated materials from the storage area and dispose of 

them in accordance with environmental regulations.
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Additional Precautions:
To further minimize the risk of spills and contamination:

	� Label Chemicals Correctly: Ensure that all chemicals are labeled and stored properly to prevent mix-ups 
or confusion.

	� Monitor Temperature and Humidity: Regularly check temperature and humidity levels within storage 
containers to ensure optimal conditions for chemical storage.

Chemical Storage Best Practices:
To minimize the risk of spills and contamination, follow these best practices when storing chemicals:

	� Store Chemicals in Appropriate Containers: Use containers that are specifically designed for chemical 
storage.

	� Keep Chemicals Away from Heat Sources: Store chemicals away from heat sources such as radiators, 
heaters, or open flames.

	� Label Containers Clearly: Ensure that all containers are clearly labeled with their contents and any 
relevant hazard information.

By following these protocols and best practices, the Project Supply Storage system will remain a safe and 
efficient storage solution for all project materials.

SECTION 7.7
Overhead Crane Certification

As a critical component of the Equipment Department’s operations, the overhead crane plays a vital role 
in lifting and moving heavy loads within the facility. To ensure compliance with federal law regulations 
and maintain the highest standards of safety, regular inspections are performed on overhead cranes at 
designated intervals. These inspections not only verify the crane’s operational readiness but also guarantee 
that it meets or exceeds the required specifications for safe usage.

In accordance with Federal regulations, the department conducts three types of inspections to ensure 
compliance: 

	� 90-day pre-operational checks

	� Annual routine inspections

	� Quadrennial (load test) examinations

These inspections are mandatory, and authorized third-party inspectors perform them. It’s essential as an 
operator of overhead cranes to understand the procedures for certification and adhere to the guidelines 
outlined in this section of the manual to ensure a safe working environment for all project personnel.



Fabrication	 8-1

Equipment Manual	

SECTION 8
Fabrication

The Fabrication section outlines the procedures, guidelines, and quality control measures for the in-house 
fabrication services. As a vital component of the Equipment departments operations, fabrication plays a 
critical role in producing custom tools, safety devices, and other metal-related builds that meet the highest 
standards of quality and safety.

The fabrication process involves a collaborative approach, where personnel submit ideas, review them for 
practicality, manufacture the components, and then engage engineering for safety-critical items to ensure 
compliance with regulatory requirements. This integrated method requires close collaboration with safety 
teams to guarantee that all products meet or exceed industry standards for safety and performance.

The timeline for fabrication projects can vary significantly, ranging from 1-6 weeks, depending on the 
complexity of the project and the required level of safety features. To maintain the highest standards of 
quality, we implement rigorous quality control measures, including:

	� Engineer stamps and approvals to verify design integrity

	� Welder certifications to ensure adherence to industry best practices

	� Safety team approvals to validate compliance with regulatory requirements

The department places a strong emphasis on safety-related fabrications and problem-solving to address 
the unique challenges faced in field operations. The fabrication process is designed to balance speed with 
quality, ensuring that all items meet or exceed industry standards.

SECTION 8.1
Purpose

The fabrication services in the Equipment Department are designed to support the organization’s 
commitment to safety, quality, compliance, customization, timeliness, cost-effectiveness, innovation, worker 
safety and productivity, and effective life cycle management.

One of the primary purposes of fabrication services is to ensure that critical safety devices and tools meet or 
exceed industry standards, thereby reducing the risk of accidents and harm to workers, customers, and the 
public. This is achieved through rigorous quality control measures that guarantee the reliability, durability, and 
performance of all fabricated products.

Fabrication services also enable the company to comply with regulatory requirements, ensuring that 
equipment meets or exceeds industry standards for safety, performance, and environmental impact. By 
implementing efficient fabrication processes and quality control measures, we can reduce production costs, 
minimize waste, and optimize resource utilization.

Furthermore, fabrication services enable the department to customize products to meet specific customer 
needs, making it possible to adapt to changing project requirements and ensure successful outcomes. This 
flexibility also allows us to manage time-sensitive projects effectively, ensuring that critical infrastructure is 
delivered on schedule and meets deadlines.

In addition, fabrication services encourage innovation and continuous improvement, enabling us to identify 
areas for improvement and implement new technologies and techniques. By implementing safe fabrication 
practices and quality control measures, the department reduces the risk of workplace accidents, improves 
worker productivity, and maintains a positive work environment.

Finally, effective fabrication practices enable the department to extend the life cycle of equipment, reducing 
maintenance requirements and minimizing the need for replacement parts.



8-2	 SECTION 8

	 Equipment Manual

SECTION 8.2
Scope of Services

Fabrication engineers utilize state-of-the-art equipment and techniques to create custom, modified, or 
repaired components that exceed industry standards.

Services encompass a broad spectrum of applications to assist on job sites, including:

Custom Fabrications

Custom-made fabrications for construction sites include “top hat” plates, utility covers, and other structural 
components designed to withstand the rigors of outdoor environments.

One area where the Equipment Department excels is in providing custom fabrications specifically designed 
for construction sites. These custom-made solutions are tailored to meet the unique demands of each 
project, taking into account factors such as:

	� Weather resistance: Ensuring that products can withstand harsh weather conditions, like heavy rainfall or 
scorching heat.

	� Load-bearing capacity: Designing structures and components to support heavy loads, such as machinery 
or personnel.

	� Ease of installation: Creating fabrications that are quick and easy to install, minimizing downtime and 
project delays.

By providing custom fabrications for construction sites, the Equipment Department can help clients overcome 
specific challenges, reduce project risks, and ensure successful outcomes. This includes:

	� “Top hat” plates (more on this later!)

	� Utility covers

	� Structural components

These custom-made solutions demonstrate the Equipment Department’s expertise in addressing unique 
client needs, ensuring that each fabrication meets or exceeds industry standards for safety, performance, and 
quality.

Examples of custom fabrication services:

Custom “Top Hat” Plates:

	� Design: The department works closely with the job site to design custom “top hat” plates that meet 
specific site requirements. These plates serve as a protective barrier between the top of the excavation 
and surrounding soil or rock.

	� Materials: Engineers use high-strength steel alloys to ensure durability and resistance to corrosion, 
reducing the risk of damage or collapse.

	� Finishing: The team finishes plates with a protective coating to prevent rust and extend their lifespan.

Utility Covers:

	� Design: Fabricators design utility covers that match the existing site layout, ensuring seamless 
integration with surrounding structures. These covers protect underground utilities from accidental 
damage.

	� Materials: The team uses durable materials, such as HDPE (High-Density Polyethylene), to ensure long-
term performance and minimize maintenance needs.

	� Installation: Technicians install covers, ensuring proper alignment and secure fastening.
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Other Structural Components:

	� Shoring: Engineers design custom shoring systems to provide temporary support for excavations, 
ensuring worker safety and stability.

	� Wall Bracing: Engineers fabricate wall bracing components to prevent structural collapse and maintain 
site integrity during construction or excavation activities.

	� Casing and Pipe Support: Engineers create custom casing and pipe supports to safeguard underground 
infrastructure from damage.

Modified Tools 

Fabrication engineers can modify existing tools to improve functionality, extend their lifespan, or adapt them 
to specific tasks. This enables job sites to optimize their equipment and increase productivity.

The Equipment department’s fabrication services include a range of modified tool modifications designed to 
enhance functionality, extend lifespan, and tailor tools for specific applications.

Examples of modified tool services:

	� Attachment Systems: The department designs and fabricates custom attachment systems for 
attachments such as grapples, hooks, or jibs. These systems are engineered to improve safety, stability, 
and efficiency on the job site.

	� Tool Upgrades: The team can upgrade existing tools with new components, replacing worn-out parts 
and improving performance. This service includes modifications such as:

	� Replacing worn-out bushings and bearings

	� Upgrading hydraulic systems for increased power and precision

	� Installing advanced sensors and monitoring systems for enhanced control

	� Task-Specific Modifications: Fabricators can modify tools to perform specific tasks more efficiently, such 
as:

	� Drilling or cutting equipment modifications for improved accuracy and speed

	� Tooling upgrades for handling specific materials (e.g., concrete, asphalt)

	� Custom-designed attachments for unique applications (e.g., aerial lifts, trenchers)

By modifying existing tools, teams on the job site can:

	� Increase Productivity: By optimizing tool performance and efficiency, project teams can complete tasks 
faster and with greater accuracy.

	� Improve Safety: Tool modifications often incorporate safety features and improvements, reducing the 
risk of accidents and injuries on the job site.

	� Extend Equipment Lifespan: By upgrading worn-out parts and replacing obsolete components, the 
department helps extend the lifespan of tools and equipment.

Safety Devices

Fabrication engineers specialize in designing and constructing safety devices, such as fall protection spikes, 
that provide critical protection for workers on construction sites.

Examples of safety devices include:

	� Fall Protection Spikes: Engineers design and fabricate spikes that attach to scaffolding, ladders, or 
other structures to prevent falls. These spikes are made from high-strength materials, such as steel or 
aluminum, and are designed to withstand heavy loads.
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	� Grip Straps: The team creates custom grip straps for utility poles, pipes, or other equipment to ensure a 
secure hold, even in harsh weather conditions. These straps are designed to reduce the risk of accidents 
and injuries.

	� Lockout/Tagout Devices: The department fabricates devices that help prevent accidental startup of 
machinery or equipment. These devices are designed to be easy to use and provide an added layer of 
safety for workers on construction sites.

	� Warning Signs and Labels: Department engineers create custom warning signs and labels to alert 
workers to potential hazards, such as uneven surfaces, sharp edges, or hot surfaces.

Benefits of Safety Devices Fabrication Services:

	� Improved Worker Safety: Department safety devices help prevent accidents and injuries on construction 
sites, ensuring a safer working environment for all employees.

	� Reduced Risk of Litigation: By providing critical protection against falls, slips, and other hazards, 
fabricated devices can help reduce the risk of litigation and costly settlements.

	� Increased Productivity: With the added layer of safety provided by department fabrications, job site 
workers can focus on their tasks without worrying about accidents or injuries.

Equipment Modifications

Fabrication engineers can modify trailers and trucks to enhance their performance, improve fuel efficiency, or 
add specialized features tailored to specific industries.

Equipment modification services are designed to optimize the performance, efficiency, and functionality of 
trailers and trucks. The team works closely with job site personnel to identify areas for improvement and 
develop customized solutions that meet specific industry needs.

Some examples of equipment modification services include:

	� Suspension Upgrades: The department can upgrade suspension systems to improve payload capacity, 
reduce vibrations, or enhance overall stability.

	� Cab Overloading Solutions: Fabricators design and install custom cab overloading solutions to increase 
cargo capacity without compromising safety standards.

	� Safety Features Integration: The department integrates advanced safety features such as rearview 
cameras, lane departure warning systems, and automatic emergency braking into modified trailers and 
trucks.

Equipment Department fabrication services put a strong emphasis on safety-related fabrications and 
problem-solving for field operations. Fabrication engineers understand that every project presents unique 
challenges, and the team works closely with project stakeholders to identify potential risks and develop 
creative solutions.

SECTION 8.3
Steps in the Fabrication Workflow

The fabrication process workflow is designed to ensure that the fabricators produce high-quality, safety-
critical components. This process emphasizes collaboration and adherence to strict quality standards, 
ensuring that all products meet or exceed industry specifications.

The fabrication workflow steps include:

	� Design and Prototyping

	� Material Selection

	� Fabrication
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	� Quality Control

	� Collaboration with Safety Team

Let’s take an in-depth look at each of these steps.

Design and Prototyping

A custom fabrication request is submitted by any job site personnel based on the needs and/or requirements 
specific to an underground project. An experienced fabricator is assigned to and works closely with the 
project stakeholder to understand their specific needs and requirements. This involves:

	� Conducting thorough discussions to determine the desired outcome, including any specific dimensions, 
materials, or functional requirements.

	� Creating detailed designs using computer-aided design (CAD) software or other design tools.
	� Developing prototypes or mockups of the proposed fabrication to ensure that the end product meets 

expectations and can be realistically fabricated.

Ideation Development
The ideation process is designed to drive creativity, collaboration, and innovation. It lays the foundation for 
the development of new ideas and designs that ultimately lead to high-quality, safety-critical components.

The ideation process often begins with informal discussions on whiteboards. This allows the team to 
brainstorm, explore ideas, and refine designs in a collaborative environment. During these sessions, 
everyone can contribute their thoughts and suggestions without the constraints of formal presentations or 
paperwork. Whiteboard sketches enable real-time collaboration among team members. It’s easy to make 
changes, add new ideas, and refine existing ones in a dynamic environment.

Advantages of whiteboard sketches include:
	� Speed: Quick discussions on whiteboards allow for rapid exploration of ideas without the time-

consuming preparation of formal proposals.
	� Flexibility: Whiteboard sessions encourage spontaneous thinking and flexibility, enabling teams to pivot 

quickly if needed.
	� Engagement: Interactive whiteboard sessions foster engagement and involvement from all team 

members.
	� Innovation: The informal nature of whiteboard sessions fosters a culture of innovation, encouraging team 

members to think outside the box.
	� Efficiency: By iterating quickly on designs in real-time, teams can save time and resources by avoiding 

unnecessary revisions.
	� Problem-Solving: Whiteboard sessions are excellent for problem-solving. Multiple perspectives and 

ideas can be brought together in a short amount of time, leading to more effective solutions.

The goal of this step is to create a clear understanding of what is needed, while also identifying any potential 
challenges or limitations in the fabrication process. This ensures that the Equipment Department can deliver 
a high-quality product that meets the job site’s needs and exceeds expectations.

Material and Parts Selection

Once the design and prototyping phase is complete, the team selects materials and parts that meet or 
exceed industry standards for the specific fabrication. This involves:

	� Considering factors such as durability, weather resistance, load-bearing capacity, and cost to determine 
the most suitable material for the project.

	� Ensuring that all materials and parts are compatible with each other and can be properly joined or 
assembled.
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	� Conducting thorough research on different materials and parts, including their strengths, weaknesses, 
and limitations.

The goal of this step is to select the optimal materials and parts for the fabrication, taking into account the 
client’s requirements, site conditions, and any relevant regulatory standards or codes.

Fabrication

With the design and materials/parts selection complete, skilled fabricators use a range of techniques and 
tools to bring the design to readiness. Main tasks for fabrication involve the following:

	� Cutting, drilling, welding, or other processes as necessary to shape the materials into the desired form.

	� Ensuring precise tolerances and attention to detail in every aspect of the fabrication process.

	� Using specialized equipment and machinery, such as CNC machining centers, laser cutters, or 3D 
printers.

In order to successfully complete these tasks, the department should implement the following guidelines:

	� Skilled Professionals: Professionals with extensive experience in their respective fields.

	� Transforming Designs into Tangible Components: These professionals transform detailed specifications 
into tangible components. They possess a deep understanding of materials, manufacturing processes, 
and quality control methods.

	� Quality Control Measures: Throughout the fabrication process, the team implements quality control 
measures to ensure that each component meets the required standards.

The goal of this step is to create a high-quality fabrication that meets the job site’s requirements and is free 
from defects or errors.

Quality Control

Finally, each fabrication is thoroughly inspected and tested to ensure compliance with industry standards and 
client requirements. The goal of this step is to provide a high-quality tool that meets the job site’s needs and 
exceeds expectations. By conducting thorough quality control checks, the department can ensure that every 
fabrication leaves the facility in optimal condition, ready for installation or use on-site.

Quality control of fabricated equipment involves the following tasks:

	� Conducting visual inspections for any signs of defects or damage.

	� Testing the fabrication under various conditions, such as load-bearing tests or environmental simulations.

	� Verifying that all materials meet or exceed industry standards and regulatory requirements.

Let’s take a closer look at the steps that comprise the Quality Control process.

Conducting Visual Inspections
The team conducts a visual inspection of each fabrication to identify any signs of defects or damage. This 
includes:

	� A thorough examination of the fabrication’s surface, including any welds, cuts, or machined surfaces.

	� Checking for any signs of corrosion, rust, or other forms of deterioration.

	� Verifying that all components are properly assembled and secured.

The goal of visual inspections is to catch any minor issues before they become major problems. By 
identifying defects early on, fabricators can make repairs or adjustments as needed to ensure a high-quality 
product.
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Testing Under Various Conditions
To ensure that fabrications meet project requirements and industry standards, the department tests 
equipment under various conditions. This includes:

	� Load-bearing tests: apply controlled loads to the fabrication to simulate real-world scenarios and verify 
its structural integrity.

	� Environmental simulations: expose the fabrication to different environmental conditions, such as 
temperature fluctuations, humidity, or exposure to chemicals, to ensure it can withstand a range of 
situations.

By testing fabrications under various conditions, the department can identify any weaknesses or potential 
issues that may arise in real-world applications. This helps fabricators to refine designs and manufacturing 
processes to produce high-quality products that meet project needs.

Verifying Material Compliance
Finally, the department verifies that all materials used in the fabrication comply with industry standards and 
regulatory requirements. This includes:

	� Checking for certifications from recognized organizations.

	� Verifying that materials meet or exceed relevant industry standards, such as those related to strength, 
durability, or corrosion resistance.

	� Ensuring compliance with regulatory requirements, such as those related to environmental or safety 
regulations.

By verifying material compliance, the department ensures that fabrications not only meet project 
requirements but also adhere to the highest standards of quality and safety. This gives underground 
personnel confidence in the equipment they receive from the department.

Collaboration With the Safety Team:

The safety team remains integral throughout the entire process, providing critical feedback and ensuring 
compliance with safety standards. This collaboration is essential because it helps the Equipment Department 
to identify potential risks early on and incorporate measures to mitigate them, thereby enhancing the overall 
safety of fabrications.

The responsibilities while working with the Safety team include:

	� Risk Assessment: Identify potential risks and conduct feasibility studies.

	� Feedback and Guidance: Provide constructive feedback and guidance to engineers and fabricators 
throughout the process. Close collaboration ensures that any potential hazards or safety concerns are 
addressed promptly.

	� Compliance Monitoring: Ensure that all fabrications comply with relevant safety standards and 
regulations. All components fabricated during this phase must adhere to relevant regulations, such as 
OSHA guidelines.

SECTION 8.4
Safety/Critical Items Workflow

The involvement of engineering is crucial in fabrications that are categorized as safety-critical items. 
Engineers play a vital role in reviewing designs to ensure they meet the necessary specifications for safety. 
This step is imperative because it helps the department to identify potential risks and incorporate measures 
to mitigate them, thereby ensuring that fabrications not only comply with regulations but also provide 
enhanced safety.
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Responsibilities:

	� Reviewing design documents

	� Conducting feasibility studies and risk assessments

	� Providing recommendations for redesign or material changes

	� Ensuring compliance with industry standards and regulatory requirements

CAD Drawings

For safety-critical items, the creation of accurate CAD (Computer-Aided Design) drawings is a critical step. 
These drawings are not only used as a blueprint but also serve as a means to communicate the design 
specifications effectively among all stakeholders involved in the fabrication process.

Considerations

	� Accuracy: The drawings must be precise and free from errors to ensure that the final product meets the 
required standards.

	� Clarity: The drawings should clearly illustrate the design specifications, including dimensions, materials, 
and any relevant details.

	� Consistency: All stakeholders should have access to the same set of drawings to avoid confusion or 
miscommunication.

Testing and Certification

The department subjects safety-critical items to rigorous testing to ensure they meet the required standards 
for safety. This step is indispensable because it helps the department to validate the performance of 
fabrications under various conditions, including extreme loads or environmental factors.

Types of Testing

	� Load Testing: Evaluating the ability of a component to withstand specific loads or stresses.

	� Vibration Testing: Assessing the resistance of components to vibrations and other dynamic forces.

	� Environmental Testing: Exposing components to various environmental conditions, such as temperature, 
humidity, or exposure to chemicals.

Engineer Stamps Required

All safety-critical items must receive an engineer’s stamp to ensure they are ready for use. This stamp 
signifies that the item has been thoroughly reviewed and validated by a qualified engineer, thereby providing 
assurance that it meets the required standards for safety.

Requirements:
	� Qualifications: The engineer must possess the necessary qualifications, experience, and expertise to 

validate the design.

	� Review Process: The department maintains a thorough review process to ensure that all aspects of the 
design are carefully evaluated before issuing the stamp.

	� Documentation: Clear documentation of the validation process, including test results and any relevant 
findings.
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SECTION 8.5
Timeline and Scheduling

The timeline for fabrication projects can vary significantly depending on project complexity. Simple 
modifications typically take 1-2 days, while new, engineered items may require 4-6 weeks. The department 
prioritizes fabrications based on urgency and field needs, and some items are kept in stock for quick 
turnaround. 

Simple Modifications: 1-2 Days
On one end of the spectrum, simple modifications typically take only 1-2 days to complete. These might 
include minor adjustments, repairs, or customizations that don’t require extensive design or engineering 
work.

New, Engineered Items: 4-6 Weeks
At the other end of the spectrum, new, engineered items may require 4-6 weeks (or even longer) to 
complete. This is because these projects often involve:

1.	 Design and engineering: Creating CAD drawings, simulations, and prototypes.

2.	 Testing and certification: Verifying that the fabricated item meets safety and performance standards.

3.	 Material procurement: Sourcing materials or components for the fabrication process.

Prioritization

To ensure that fabrications are completed efficiently, the department prioritizes projects based on:

	� Urgency: Fabrications with critical deadlines take precedence over those with less pressing needs.

	� Field needs: Projects that support field operations and meet immediate demands are prioritized over 
those that don’t.

Stocked Items for Quick Turnaround

To meet immediate demands, some fabrications are kept in stock or pre-fabricated to ensure quick 
turnaround times. For example:

	� Custom wrenches: These are often pre-fabricated to meet the needs of field operations.

	� Other common items: The department may keep a selection of frequently requested fabrications on 
hand to minimize lead times.

SECTION 8.6
Documentation and Tracking

During the design phase, fabrication projects are documented using informal means such as:

	� Emails: Communication between fabricators, engineers, and stakeholders is primarily done through 
email.

	� Photos: Visual records of progress, prototypes, or completed fabrications are shared via email or instant 
messaging platforms.

	� Calls: Phone calls or video conferencing may be used to discuss project details, clarify questions, or 
provide updates.

These informal documentation methods allow the fabrication team to keep a record of the design process, 
which can be useful for future reference or auditing purposes.
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Final Documentation

Once the fabrication project is complete, final documentation includes:

1.	 Engineer-stamped drawings: For critical or load-bearing fabrications, engineer-stamped drawings are 
prepared and provided as part of the final documentation package.

2.	 CAD files: Computer-aided design (CAD) files may be used to create 2D or 3D models of the fabricated 
item, which can be useful for future modifications or replication.

These final documentation methods provide a formal record of the fabrication project, including 
specifications, dimensions, and materials used.

Tracking System

The department currently lacks a formal tracking system for managing fabrications throughout their lifecycle. 
Personnel use manual tools to track:

	� Fabrication projects from initiation to completion

	� Project status updates

	� Materials and labor costs

	� Maintenance schedules (if applicable)

	� Inventory levels of completed fabrications

SECTION 8.7
Cost Management

The department manages costs for each fabrication project by calculating labor and materials. Costs are 
typically charged to the requesting job or department. Inventory items, such as custom tools, have pre-
calculated costs. The calculation includes:

	� Labor costs: The time spent by fabricators and engineers working on the project, factoring in their hourly 
rates.

	� Material costs: The cost of raw materials, such as metals, fasteners, and other components needed for 
the fabrication.

These calculations are typically done at the outset of the project to ensure accurate pricing and budgeting. 
The team considers factors like project complexity, material choices, and labor requirements to estimate the 
total cost.

Charging Costs:

Once the project is completed, the department charges the requested job or department for the costs 
incurred. This ensures that the costs are properly allocated and accounted for within operations.

For instance:

	� If a fabrication project was requested by Job X, the department charges Job X for the labor and materials 
used to complete the project.

	� If a department (e.g., Maintenance) requests a custom tool, they would be charged for the pre-calculated 
cost of that tool.
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Pre-Calculated Costs:

Some inventory items, like custom tools, have pre-calculated costs. This means that the department has 
previously determined the total cost of producing or acquiring these items, and this cost is fixed.

For example:

	� A custom wrench with a specific design and material may have a pre-calculated cost of $500.

	� Once the wrench is produced, we would charge the requesting department (e.g., Maintenance) for that 
$500 cost.

By having pre-calculated costs for certain inventory items, the department can streamline internal processes 
and reduce administrative burdens. This approach also helps maintain accurate cost tracking and budgeting 
within department operations.
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SECTION 9
Department of Transportation (DOT)/Registration

The state Department of Transportation (DOT) requires all vehicles that operate within its jurisdiction to 
be registered. This involves submitting specific documents and information, such as the vehicle’s VIN 
verification, certified weight slip, and proof of insurance. The department then verifies this information and 
issues a registration certificate, which is valid for a specific period of time.

SECTION 9.1
Purpose

The DOT sets specific regulations for the operation of underground utility vehicles, including requirements 
for registration, inspections, and insurance. By registering all vehicles, the department meets the following 
obligations:

	� Compliance with DOT Regulations: Failure to comply with these regulations can result in fines or 
penalties.

	� Safety of Employees and the Public: Properly registered and inspected vehicles help to ensure the 
safety of workers and the public by reducing the risk of accidents caused by improperly maintained or 
unlicensed vehicles.

	� Verification of Vehicle Ownership: Vehicle registration provides proof of ownership and ensures that the 
company has the legal right to operate the vehicle on public roads.

	� Asset Tracking and Management: Registration helps to track the location and status of company vehicles, 
which can be important for inventory management and planning purposes.

	� Insurance Coverage: Registered vehicles are typically required to have insurance coverage, which 
protects the company from financial liabilities in case of accidents or damage caused by the vehicle.

	� Regulatory Compliance: Vehicle registration is essential for obtaining permits and licenses required 
for operating in certain areas or performing specific tasks, such as operating in public rights-of-way or 
working on private property.

Additionally, it helps to prevent vehicle theft and vandalism by making it easier to identify and track 
registered vehicles.

SECTION 9.2
DOT Personnel

The Equipment Department plays a vital role in supporting the state Department of Transportation (DOT) 
by ensuring that all equipment, vehicles, and tools necessary for performing day-to-day operations receive 
proper maintenance, management, and efficient utilization. Within the Equipment Department, there are two 
key roles that work closely together to fulfill DOT responsibilities:

Director of DOT

The Department of Transportation (DOT) Manager is responsible for ensuring that all aspects of 
transportation management are in compliance with federal, state, and local regulations. This role oversees 
all DOT compliance within the company, including reviewing driver qualifications and violations, ensuring all 
DOT inspections are completed with high standards of compliance

DOT Admin

The DOT Admin ensures compliance with federal and state transportation regulations and helps manage all 
driving operations safely and efficiently. This role includes maintaining driver records, conducting drive tests, 
training new drivers on DOT rules, and verifying e-logs and hours of service to prevent any violations.
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Please refer to the “Roles and Responsibilities” section for more information on each of these roles and 
associated responsibilities.

FMCSA (Federal Motor Carrier Safety Administration) compliance is fundamental to the transportation 
industry, ensuring that commercial motor vehicles (CMVs) operate safely and legally. By setting strict 
regulations for drivers, carriers, and vehicles, FMCSA compliance plays a key role in reducing accidents, 
maintaining road safety, and ensuring that transportation companies meet federal requirements. 

SECTION 9.3
Ensuring Safety and Legal Compliance in Transportation

Adhering to FMCSA regulations is more than just a legal requirement—it’s a crucial aspect of maintaining 
a well-functioning and responsible transportation system. These regulations cover various aspects of 
operations, from driver qualifications and hours-of-service (HOS) compliance to vehicle inspections and 
maintenance.

Key Benefits of Compliance:

	� Accident Prevention: By enforcing strict safety standards, FMCSA compliance helps mitigate the risks of 
accidents caused by fatigue, poor vehicle maintenance, or unqualified drivers.

	� Driver and Public Safety: Regulations ensure that commercial drivers are properly trained, well-rested, 
and medically fit to operate large vehicles, reducing hazards on the road.

	� Avoidance of Fines and Penalties: Non-compliance can lead to hefty fines, operating suspensions, and 
loss of business opportunities.

	� Improved Fleet Efficiency: Compliant fleets experience fewer delays, improved safety ratings, and 
reduced liability risks.

SECTION 9.4
Key Aspects of UCCO/UECCO/IMC Compliance

To maintain compliance, carriers must focus on several critical areas:

1.	 Driver Qualification Standards

	� All CMV drivers must meet specific requirements related to age, licensing, and medical fitness to 
operate safely.

	� Companies must maintain Driver Qualification (DQ) Files, including employment history, safety 
performance records, drug and alcohol test results, and medical examiner certificates.

	� Regular drug and alcohol testing is required for safety-sensitive positions, including pre-employment, 
random, post-accident, and return-to-duty testing.

2.	 Hours-of-Service (HOS) Compliance

	� FMCSA Hours-of-Service (HOS) rules regulate the number of hours a driver can operate a vehicle 
before mandatory rest breaks.

	� Key HOS rules include:
	– 11-hour driving limit after 10 consecutive hours off-duty.
	– 14-hour maximum on-duty limit per day.
	– 30-minute mandatory break after 8 hours of driving.
	– 60/70-hour weekly limits with a 34-hour reset option.

	� Electronic Logging Devices (ELDs) are required to automate HOS tracking and ensure compliance with 
driving limits.

https://fleetworthy.com/blog/fmcsa-compliance-requirements/
https://fleetworthy.com/products/drug-and-alcohol-program-management/
https://fleetworthy.com/products/hours-of-service-driver-log/
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3.	 Vehicle Maintenance and Inspection Protocols

	� FMCSA mandates that carriers implement a Preventative Maintenance Program (PMP) to keep CMVs 
in safe operating condition.

	� Daily Driver Vehicle Inspection Reports (DVIRs) must be completed by drivers before and after each 
trip.

	� Carriers are responsible for Periodic Vehicle Inspections (Annual DOT Inspections) to verify that 
vehicles meet safety standards.

	� Failure to maintain vehicles properly can result in out-of-service violations and increased liability in 
accidents.

4.	 Hazardous Materials (HazMat) Handling

	� Strict regulations govern the transportation of hazardous materials, requiring:
	– Special training for drivers handling HazMat loads.
	– Proper labeling, packaging, and documentation.
	– Emergency response plans for incidents involving hazardous substances.

	� Non-compliance with HazMat regulations can lead to severe fines and suspension of operating 
privileges.

5.	 Safety Audits and NECS/FMCSA Inspections

	� New carriers must undergo a New Entrant Safety Audit within the first 12 months of operation.

	� Carriers with poor safety records are subject to Compliance Reviews (CRs) and intervention measures 
under the FMCSA Compliance, Safety, and Accountability (CSA) program.

	� FMCSA assigns Safety Measurement System (SMS) scores, which impact a carrier’s ability to operate 
and secure contracts.

6.	 Insurance and Financial Responsibility Requirements

	� FMCSA requires motor carriers to maintain adequate insurance coverage, including:
	– Public liability insurance (minimum coverage varies by vehicle type and cargo).
	– Cargo insurance for freight protection.
	– General liability insurance to cover third-party claims.

	� Insurance non-compliance can result in the revocation of operating authority.

SECTION 9.5
The Importance of FMCSA Compliance for CMV Operators

FMCSA compliance is not just a bureaucratic requirement—it directly impacts the safety, efficiency, and 
reputation of carriers. Non-compliance can lead to significant penalties, including fines, out-of-service orders, 
and even company shutdowns.

Consequences of Non-Compliance:

	� Financial Penalties: FMCSA violations can result in fines ranging from hundreds to thousands of dollars 
per infraction.

	� Legal Liability: Non-compliance can increase liability exposure in accidents and lawsuits.

	� DOT Audits & Increased Scrutiny: A poor safety record can trigger more frequent inspections and 
compliance reviews.

	� Loss of Operating Authority: Severe violations may lead to the revocation of FMCSA registration and 
business closure.

https://fleetworthy.com/blog/fmcsa-manual-inquiry-of-violations/
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On the other hand, prioritizing compliance benefits carriers by:

	� Reducing risk of fines and penalties.

	� Improving CSA scores, making it easier to secure contracts.

	� Increasing driver retention and satisfaction.

	� Enhancing operational efficiency through proactive safety measures.

SECTION 9.6
Best Practices for Maintaining FMCSA Compliance

To remain compliant and avoid violations, transportation companies should implement a structured 
compliance program:

1.	 Establish a Compliance Management System

	� Regularly review FMCSA regulations and update policies accordingly.

	� Use fleet management software to automate compliance tracking, including HOS logging, vehicle 
inspections, and driver records.

2.	 Conduct Regular Internal Audits

	� Periodically audit driver qualification files, HOS logs, and maintenance records.

	� Identify and correct compliance gaps before FMCSA inspections.

3.	 Invest in Driver Training and Education

	� Provide ongoing training on FMCSA regulations, defensive driving, and HOS management.

	� Encourage drivers to report safety concerns and violations.

4.	 Implement Robust Vehicle Maintenance Programs

	� Schedule routine maintenance checks and track vehicle service history.

	� Use telematics and diagnostic systems to monitor vehicle performance.

5.	 Monitor Compliance Metrics and CSA Scores

	� Regularly check FMCSA’s Safety Measurement System (SMS) to track safety performance.

	� Address rising CSA scores before they lead to interventions.

Understanding and maintaining FMCSA compliance is crucial for CMV operators, as it directly affects road 
safety, legal standing, and operational success. Compliance involves more than just meeting regulatory 
requirements—it’s about fostering a culture of safety that benefits drivers, companies, and the public.

SECTION 9.7
Hours of Service (HOS) Regulations: Preventing Driver Fatigue

Driver fatigue is a leading cause of accidents involving commercial trucks, often resulting in severe injuries or 
fatalities. HOS rules help mitigate these risks by structuring work-rest cycles, limiting the number of hours a 
driver can operate, and enforcing mandatory breaks. These measures not only protect truck drivers but also 
safeguard the general public from the dangers of overworked and fatigued drivers.

To ensure compliance and accuracy, Electronic Logging Devices (ELDs) enforce HOS rules by automatically 
tracking driving and rest hours. These devices have replaced traditional paper logs and reduce the possibility 
of falsified records or errors in tracking hours.
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SECTION 9.8
Breakdown of Key HOS Regulations

HOS regulations set strict limits on driving and on-duty hours to prevent overexertion. Below are the core 
components of the HOS framework:

1.	 12-Hour Driving Limit

	� Rule: A driver may drive a maximum of 12 hours after taking 10 consecutive hours off duty.

	� Purpose: This rule prevents drivers from staying on the road for excessively long stretches without 
adequate rest.

	� Impact: Limiting the number of driving hours reduces mental fatigue, slowed reaction times, and 
impaired decision-making.

2.	 16-Hour Workday Limit

	� Rule: A driver cannot drive more than 16 consecutive hours after starting a work shift.

	� What It Includes: This 16-hour window includes both driving time and all other on-duty activities, such 
as loading, unloading, inspections, and fueling.

	� Rest Period Requirement: The 16-hour work window can only begin after 10 consecutive off-duty 
hours.

	� Why It Matters: The 16-hour rule prevents drivers from extending their work shifts indefinitely, ensuring 
they have a set period of off-duty time to rest before their next shift.

3.	 30-Minute Mandatory Break

	� Rule: If a driver has accumulated 8 consecutive hours of driving time, they must take a break of at least 
30 minutes before continuing to drive.

	� Break Activities: The 30-minute break can be off-duty, in sleeper berth, or on-duty but not driving.

	� Purpose: Short rest breaks help drivers stay alert and focused, reducing risks of drowsiness and 
microsleeps while driving.

4.	 60/80-Hour Weekly Driving Limit

	� Rule: Drivers cannot be on duty for more than:
	– 60 hours in a 7-day period (for carriers operating 6 days per week).
	– 80 hours in an 8-day period (for carriers operating 7 days per week).

	� Resetting the Clock: Drivers can reset their weekly driving hours by taking a 34-hour consecutive off-
duty period (commonly referred to as the 34-hour restart rule).

	� Why It’s Important: These weekly limits prevent long-term fatigue buildup and promote a more 
structured work-rest schedule.

SECTION 9.9
Enforcing HOS Compliance: The Role of ELDs

Since December 2017, the FMCSA has mandated the use of Electronic Logging Devices (ELDs) for nearly all 
commercial drivers to enforce HOS compliance.

Benefits of ELDs:

	� Accurate tracking: Eliminates manual errors and falsified logs.

	� Real-time monitoring: Provides up-to-date driving and resting time.

	� Improved efficiency: Reduces administrative work by automating log management.

https://fleetworthy.com/blog/9-questions-to-ask-when-selecting-a-fleet-electronic-logging-device-eld/
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	� Compliance assurance: Helps carriers avoid costly violations and penalties.

Failure to comply with ELD requirements or HOS regulations can result in severe penalties, including:

	� Fines ranging from hundreds to thousands of dollars per violation.

	� Lower CSA (Compliance, Safety, and Accountability) scores, affecting business operations.

	� Potential suspension of operating authority for repeat violations.

SECTION 9.10
Challenges and Solutions for HOS Compliance

Common Challenges:

1.	 Unrealistic Schedules by Carriers – Some companies pressure drivers to exceed HOS limits to meet 
delivery deadlines.

2.	 Driver Fatigue Mismanagement – Even when compliant, some drivers do not utilize rest periods 
effectively.

3.	 Misinterpretation of Rules – Some drivers and fleet managers struggle to understand exceptions, such as 
short-haul exemptions.

Best Practices for Staying Compliant:

	� Educate drivers on HOS rules – Conduct training sessions to ensure they understand their limits and 
rights.

	� Leverage ELD technology – Use automated logging to track compliance effortlessly.

	� Encourage proper rest habits – Promote a culture of safety and well-being in the organization.

	� Schedule realistic routes – Plan deliveries within HOS limits to prevent violations.

By preventing driver fatigue, these regulations help reduce the number of accidents caused by exhaustion 
and overwork.

SECTION 9.11
Understanding Driver Qualification Requirements for FMCSA Compliance

Ensuring that commercial motor vehicle (CMV) drivers meet strict qualification standards is a fundamental 
responsibility for transportation companies. The Federal Motor Carrier Safety Administration (FMCSA) has 
established driver qualification regulations to ensure that only well-trained, medically fit, and legally eligible 
individuals operate commercial vehicles. These requirements are not only essential for road safety but also 
play a crucial role in FMCSA compliance and liability reduction for motor carriers.

For carriers, understanding and maintaining driver qualification records is essential to avoid 
penalties, enhance fleet safety, and prevent legal issues. Below is a comprehensive breakdown of FMCSA 
driver qualification requirements and the key documents that must be maintained.

SECTION 9.12
Core Driver Qualifications: Meeting FMCSA Standards

To qualify as a CMV driver, individuals must meet specific FMCSA requirements in the following key areas:

1.	 Age and Licensing Requirements

	� Minimum Age:
	– Drivers operating a CMV interstate must be at least 21 years old.
	– For intrastate operations, some states allow drivers as young as 18.

https://fleetworthy.com/blog/fleet-asset-management/
https://fleetworthy.com/blog/csa-program-guide/
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	� Commercial Driver’s License (CDL):
	– Drivers must hold a valid CDL appropriate for the vehicle class and cargo type.
	– Some specialized CMVs require additional endorsements (e.g., hazardous materials, passenger 
transport).

	� Proof of Licensing:
	– Employers must verify and document the driver’s CDL and any necessary endorsements.

2.	 Medical Certification & Physical Fitness

	� DOT Medical Certification:
	– All CMV drivers must undergo a medical examination by a certified DOT-approved medical 
examiner.

	– If medically fit, the driver is issued a Medical Examiner’s Certificate (MEC), which is valid for up to 2 
years.

	– Some medical conditions (e.g., diabetes, hypertension) may require more frequent evaluations.

	� FMCSA’s National Registry of Certified Medical Examiners (NRCME):
	– Employers must ensure that medical exams are conducted by an examiner listed in the NRCME.

	� Failure to Maintain Certification:
	– If a driver’s medical certification expires, they are disqualified from operating a CMV.

3.	 Road Tests and Driving Experience

	� FMCSA Road Test Requirement:
	– New CMV drivers must pass a road test conducted by a motor carrier or certified examiner.
	– Successful drivers receive a Road Test Certificate, which must be kept on file.

	� Equivalent Experience:
	– In some cases, a CDL holder with verifiable experience may be exempt from taking a road test.
	– Acceptable alternatives include a valid CDL with the proper endorsements or a certificate from a 
truck driving school.

4.	 English Language Proficiency

	� Regulation Requirement:
	– Drivers must be able to read, write, and speak English sufficiently to:

	– Understand traffic signs and signals.
	– Communicate with enforcement officials.
	– Complete required reports and documentation.

	� Why It’s Important:
	– Limited English proficiency can impact safety and compliance, potentially leading to violations.

5.	 Drug and Alcohol Testing Compliance

	� Pre-Employment Drug Screening:
	– FMCSA requires all new drivers to pass a drug test before beginning employment.

	� Ongoing Testing Requirements:
	– Carriers must conduct random, post-accident, and reasonable suspicion drug and alcohol testing.
	– Drivers who fail drug tests must complete a Return-to-Duty (RTD) process before resuming driving 
duties.
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SECTION 9.13
Best Practices for FMCSA Driver Qualification Compliance

To stay compliant with FMCSA regulations, carriers should implement the following best practices:

1.	 Standardize Hiring and Onboarding Procedures

	� Verify CDL, endorsements, and MVR history before hiring.

	� Ensure drivers pass pre-employment drug tests.

	� Complete and maintain a full Driver Qualification (DQ) File.

2.	 2. Conduct Regular Compliance Audits

	� Review DQFs quarterly to check for missing or expired documents.

	� Schedule MVR checks and medical certificate updates proactively.

3.	 Implement Automated Compliance Management

	� Use fleet management software to track driver qualifications, license expirations, and medical 
renewals.

	� Automate reminders for required updates to prevent compliance lapses.

4.	 Prioritize Ongoing Driver Training

	� Educate drivers on FMCSA qualification requirements and compliance policies.

	� Offer refresher training on medical certification, safety regulations, and drug testing policies.

By thoroughly vetting drivers and maintaining up-to-date qualification records, transportation companies can 
avoid costly penalties, reduce liability risks, and improve overall fleet safety.

SECTION 9.14
Drug and Alcohol Testing Protocols: Ensuring a Safe and Compliant Workforce

The Role of Drug and Alcohol Testing in Transportation Safety

Substance abuse among CMV operators poses severe risks—not only to drivers but also to passengers, 
other road users, and the transportation company itself. Testing programs serve as a proactive measure to 
detect and deter drug and alcohol use, reinforcing a culture of safety, responsibility, and accountability within 
the industry.

Comprehensive Overview of Drug and Alcohol Testing Programs

To ensure compliance with FMCSA regulations, employers must implement a drug and alcohol testing 
program that includes six types of mandatory tests:

1.	 Pre-Employment Testing

Requirement:

	� Before hiring, all CMV drivers must pass a DOT-mandated drug test.

	� Employers cannot allow a driver to operate a commercial vehicle until they receive a negative test 
result.

Purpose:

	� Prevents substance abusers from entering safety-sensitive positions.

	� Establishes a drug-free standard from the outset of employment.
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Key Considerations:

	� Pre-employment alcohol testing is not required, but carriers may choose to implement it.

	� If a driver has been out of the workforce for 30+ days, a new pre-employment drug test is required.

2.	 Random Testing

Requirement:

	� CMV drivers are subject to random, unannounced drug and alcohol testing throughout the year.

	� FMCSA sets an annual minimum testing rate that carriers must follow:
	– Drug tests: 50% of the workforce per year.
	– Alcohol tests: 10% of the workforce per year.

Purpose:

	� Deters drug and alcohol use by making testing unpredictable.

	� Encourages ongoing compliance with FMCSA regulations.

Key Considerations:

	� Employers must use a scientifically valid selection method to ensure fairness.

	� Testing must be conducted immediately after notification to prevent evasion.

3.	 Reasonable Suspicion Testing

Requirement:

	� If a trained supervisor observes signs of drug or alcohol impairment, the driver must immediately 
undergo testing.

Purpose:

	� Detects and removes impaired drivers from service before accidents occur.

	� Reinforces company commitment to a drug-free workplace.

Key Considerations:

	� Supervisors must complete FMCSA-approved training to identify:

	� Slurred speech, erratic behavior, poor coordination.
	– The smell of alcohol or drugs.
	– Bloodshot eyes, drowsiness, or signs of withdrawal.

	� Supervisors must document the observed behavior before testing.

4.	 Post-Accident Testing

Requirement:

	� A driver must be tested for drugs and alcohol if they are involved in an FMCSA-reportable accident 
that results in:

	– Fatality (mandatory).
	– Injury requiring immediate medical treatment (if driver cited).
	– Disabling vehicle damage requiring towing (if driver cited).

Purpose:

	� Determines whether substance use was a factor in the accident.

	� Ensures accountability and provides legal protection for the company.
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Key Considerations:

	� Alcohol testing must be conducted within 2 hours (no later than 8 hours).

	� Drug testing must be conducted within 32 hours after the accident.

	� Employers must document any reason for delay or inability to test.

5.	 Return-to-Duty (RTD) Testing

Requirement:

	� Drivers who fail a drug or alcohol test must complete a substance abuse evaluation and treatment 
program before the company allows them to return to safety-sensitive duties.

	� Before returning to duty, the driver must pass a DOT-mandated RTD test.

Purpose:

	� Provides an opportunity for rehabilitation while ensuring that only sober, compliant drivers return to 
work.

Key Considerations:

	� Testing must be directly observed.

	� The driver cannot resume normal duties until they pass the test.

6.	 Follow-Up Testing

Requirement:

	� After passing Return-to-Duty testing, a driver must undergo unannounced follow-up tests for at least 12 
months.

	� The Substance Abuse Professional (SAP) determines the number of follow-up tests (minimum of 6 
tests over 12 months).

Purpose:

	� Ensures continued sobriety and compliance after returning to duty.

	� Acts as a deterrent against repeat offenses.

Key Considerations:

	� Follow-up testing is in addition to random testing requirements.

	� If a driver fails any follow-up test, they must restart the RTD process.

SECTION 9.15
Strengthening Workplace Safety Through Drug & Alcohol Testing

A robust testing program fosters a culture of safety and accountability within a transportation company. By 
enforcing drug and alcohol testing:

	� Employees are less likely to work under the influence, reducing accident risks.

	� It discourages substance abuse and promotes responsible behavior.

	� Fleet efficiency improves, ensuring safer operations and fewer violations.

	� Companies enhance their carrier reputation, reinforcing public trust in the transportation industry.

Drug and alcohol testing protocols are not just regulatory requirements—they are essential safety measures. 
FMCSA’s strict guidelines help carriers protect their workforce, avoid costly violations, and contribute to 
overall road safety.
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SECTION 9.16
Leveraging Educational Resources for FMCSA Compliance

There are several valuable resources available to support continuous FMCSA compliance education. 
Companies should leverage a combination of online and in-person training to ensure all employees receive 
comprehensive, up-to-date compliance instruction.

1.	 Online Training Programs

	� Offer convenient and flexible learning that allows drivers and fleet managers to train at their own pace.

	� Cover topics like HOS compliance, driver qualification requirements, drug and alcohol testing, and 
fleet safety best practices.

	� Available through FMCSA-approved training providers, industry associations, and compliance 
platforms.

2.	 Workshops and Seminars

	� Provide hands-on, interactive learning experiences led by industry experts and FMCSA 
representatives.

	� Allow participants to ask questions, discuss real-world compliance challenges, and receive immediate 
feedback.

	� Cover a wide range of topics, including CSA score management, audit preparation, and new FMCSA 
rule updates.

3.	 FMCSA Website and Publications

	� The FMCSA website serves as the primary source of official regulatory information.

	� Provides access to guidance documents, regulatory updates, safety advisories, and training materials.

	� Offers downloadable resources such as FMCSA handbooks, HOS rule summaries, and inspection 
checklists.

4.	 Compliance Software and Learning Platforms

	� Help companies integrate training and compliance tracking into daily operations.

	� Provide real-time updates on regulatory changes to ensure immediate compliance adjustments.

	� Offer automated reminders for required actions, such as driver qualification file updates and random 
drug testing schedules.

	� Enable fleet managers to track employee training progress and identify areas for improvement.

5.	 Industry Associations and Professional Groups

	� Organizations like the American Trucking Associations (ATA), Commercial Vehicle Safety Alliance 
(CVSA), and National Safety Council (NSC) offer certification programs, training materials, and 
networking opportunities.

	� Membership in FMCSA-endorsed groups ensures companies receive first-hand updates on regulatory 
changes.

	� Webinars, conferences, and publications help businesses stay ahead of compliance challenges.

https://www.fmcsa.dot.gov/
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SECTION 9.17
How Companies Can Integrate Education into Their Compliance Strategy

To ensure continuous FMCSA compliance, companies should actively incorporate educational resources into 
their compliance management plan. Here’s how:

1.	 Establish a Formal Training Program

	� Develop a structured FMCSA compliance training curriculum for new hires and current employees.

	� Offer refresher courses every 6-12 months to ensure employees stay updated on new regulations and 
best practices.

	� Assign training based on job roles, ensuring drivers, fleet managers, and compliance officers receive 
appropriate instruction.

2.	 Require Regular Compliance Training for Drivers

	� Implement mandatory FMCSA compliance training as part of driver onboarding and annual safety 
meetings.

	� Cover critical topics, including HOS rules, pre-trip inspections, drug testing procedures, and FMCSA 
audits.

	� Use quizzes and real-world scenarios to assess understanding and retention..

3.	 Utilize Compliance Software for Training Management

	� Invest in fleet management and compliance tracking software that automates training assignments 
and regulatory updates.

	� Use digital dashboards to monitor employee progress and identify knowledge gaps.

	� Provide on-the-go mobile learning options for drivers who travel frequently.

4.	 Encourage a Culture of Continuous Learning

	� Make FMCSA compliance training an ongoing priority, rather than a one-time event.

	� Recognize and reward employees who demonstrate a commitment to compliance education.

	� Encourage staff to attend industry conferences, participate in webinars, and read FMCSA publications.

SECTION 9.18
Stay FMCSA Compliant with Fleetworthy

At Fleetworthy, we provide industry-leading compliance management tools and expert guidance to help your 
fleet stay road-legal, reduce risks, and optimize operations. From automated driver qualification tracking to 
vehicle maintenance management and audit support, our solutions are designed to keep your fleet safe & 
compliant.

	� Simplify FMCSA compliance with automated record management

	� Reduce risk and fines with proactive monitoring and reporting

	� Improve fleet efficiency with data-driven insights and real-time tracking

Take the stress out of FMCSA compliance—partner with Fleetworthy today!Contact us now to learn more 
about our compliance solutions or schedule a demo to see how Fleetworthy can help your fleet operate 
smarter and safer!

https://fleetworthy.com/blog/what-is-a-dot-audit/
https://fleetworthy.com/blog/what-is-a-dot-audit/
https://fleetworthy.com/request-demo/
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SECTION 10
Maintenance Program

The Equipment Department runs a maintenance program built on Equipment 360. The department uses 
Equipment 360 to track assets, schedule services, document inspections, and record repairs. The program 
combines manufacturer-recommended intervals with UCCo-specific schedules that match how crews use 
equipment in the field.

A disciplined maintenance program extends equipment life, reduces downtime, improves reliability, supports 
regulatory compliance, and lowers the risk of accidents and injuries.

When the department executes this program consistently, it can:
	� Extend equipment lifespan
	� Reduce maintenance costs
	� Improve equipment performance and reliability
	� Enhance workplace safety

SECTION 10.1
Personnel

The Equipment Department plays a vital role in supporting the state Department of Transportation (DOT) 
by ensuring that all equipment, vehicles, and tools necessary for performing day-to-day operations receive 
proper maintenance, management, and efficient utilization. Within the Equipment Department, there are two 
key roles that work closely together to fulfill DOT responsibilities:

Shop/Field Forman

The Shop/Field Forman is responsible for overseeing the maintenance, repair, and operation of equipment 
used by the field operations team. This role blends technical knowledge, administration skills, and hands-on 
expertise to ensure that the department properly maintains, repairs, and utilizes the equipment.

Additionally, the Shop/Field Forman is the primary point of contact for all equipment-related activities 
between the department and the field operations team. The role involves coordinating the maintenance and 
repair of equipment, supervising technicians and mechanics, and ensuring that all equipment is properly 
utilized to support all projects.

Shop/Field Mechanics

The Shop/Field Mechanic is responsible for maintaining, repairing, and overhauling equipment used by the 
field operations team. This role requires hands-on technical expertise to ensure that equipment is properly 
maintained and functions reliably.

The Shop/Field Mechanic is the primary technician responsible for maintaining and repairing equipment 
and performs routine maintenance tasks. The role involves working closely with field teams to ensure that 
equipment is available when needed, while also implementing preventative maintenance schedules to 
minimize downtime.

Parts Manager

The Parts Manager is responsible for managing the procurement, storage, and distribution of parts and 
equipment components needed for maintenance and repair operations, as well as the supplies needed at 
the job site.

The Parts Manager is also responsible for managing the parts supply chain, from procurement through 
storage and distribution. The role involves ensuring that the right parts are available when needed, at the 
right time, and at the right price.
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Yard Foreman

The Yard Foreman is responsible for maintaining the cleanliness and orderliness of the yard and building, 
organizing equipment and supplies, and ensuring the efficient operation of the department.

Equipment Manager

The Equipment Manager helps maintain the overall health, efficiency, and productivity of the Equipment 
department. The role is responsible for ensuring that the department properly maintains, repairs, and utilizes 
all equipment to maximize lifespan and effectiveness.

Equipment Superintendent

The Equipment Superintendent ensures that all necessary tools and machinery are available to support field 
operations. This position is responsible for managing the day-to-day activities of the equipment department, 
working closely with mechanics, supervisors, and other stakeholders to optimize equipment performance and 
efficiency.

Parts Associate

The Parts Associate is responsible for ensuring that the department has the necessary parts and materials to 
perform work efficiently and effectively.

Yard Laborers

The Yard Laborer is responsible for maintaining the organization, cleanliness, and readiness of all equipment 
and vehicles used by UCCo.

SECTION 10.2
Maintenance Program Components

To ensure optimal equipment performance and safety, the department employs both yard-based and field-
based mechanics to handle various maintenance scenarios. The program includes four main types of 
maintenance:

	� Scheduled maintenance
	� Equipment specific maintenance
	� On-site repairs
	� Breakdown replacement strategies

Let’s review each of these maintenance types in detail.

Scheduled Maintenance

The Department scheduled maintenance plan is a systematic approach to maintaining equipment at regular 
intervals. This plan ensures that UCCo equipment receives the necessary attention and care to prevent 
breakdowns, optimize performance, and comply with regulatory requirements.

The plan is based on a combination of three key factors:

	� Time Intervals: Regular inspections and maintenance activities are scheduled at predetermined time 
intervals, such as every 90 days or 250 hours.

	� Mileage: Maintenance activities may be scheduled based on mileage accumulated by the equipment, 
such as when a certain number of miles have been traveled.

	� Equipment Hours: Maintenance activities may also be scheduled based on the total number of operating 
hours for the equipment, such as when a set number of hours have been logged.
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By combining these factors, the scheduled maintenance plan ensures that equipment receives regular 
attention and care to prevent breakdowns and maintain optimal performance.

Examples of Scheduled Maintenance Procedures

Here are some examples of scheduled maintenance procedures:

	� 90-day inspections for regulated trucks and trailers: For vehicles subject to regulations, such as 
commercial vehicles or those transporting hazardous materials, the department schedules 90-day 
inspections to ensure compliance with regulatory requirements.

	� 250-hour service intervals for heavy equipment (oil and fuel filter changes): Heavy equipment, such 
as excavators or bulldozers, requires regular maintenance to prevent breakdowns. The department 
schedules oil and fuel filter changes every 250 hours to maintain optimal performance and extend the 
lifespan of the equipment.

	� Annual inspections for certain equipment types, such as dielectric and cranes: Certain equipment 
types, like dielectric equipment (e.g., bucket trucks) or cranes, require annual inspections to ensure safe 
operation and compliance with regulatory requirements.

These are just a few examples of our scheduled maintenance schedules. We tailor these schedules to 
the specific needs of each piece of equipment and adjust them as needed based on usage patterns, 
manufacturer recommendations, and other factors.

Schedule Maintenance Example

Read through the following example to gain a better understanding of how scheduled maintenance is 
performed:

As the sun rises over the construction site, our trusty excavator, “Bertha,” is already revving her engines 
and getting ready to tackle another day’s worth of heavy lifting. But before we can let her get back to 
work, it’s time to give her a little TLC - or rather, scheduled maintenance.
Every 250 hours or so, Bertha needs a bit of a tune-up to keep her running smoothly and prevent any 
breakdowns that could put our project behind schedule. It’s not just about keeping her in top shape; it’s 
also crucial for ensuring compliance with regulatory requirements and maintaining the safety of every-
one on site.
So, let’s get started! First things first, we need to prepare Bertha for her maintenance makeover. We’ll 
park her on level ground, turn off the engine, and engage that trusty parking brake. Then, we’ll discon-
nect any hydraulic hoses or electrical connections to prevent any accidental movements or fluid leaks 
while we’re working under the hood.
Next up, it’s time to swap out Bertha’s oil filter. We’ll locate the old one, remove it by hand or with a filter 
wrench, and dispose of it according to company procedures for hazardous waste disposal. Then, we’ll 
install a brand-new oil filter, making sure it’s properly seated and tightened.
After that, we’ll move on to Bertha’s fuel filter. Same drill: locate the old one, remove it by hand or with a 
filter wrench, and dispose of it according to company procedures. Then, we’ll install a new one, making 
sure it’s properly seated and tightened too.
Now that we’ve got the filters taken care of, it’s time for Bertha’s visual inspection. We’ll take a close 
look at her hydraulic system for any signs of leaks or wear, check out her tracks or wheels for excessive 
wear or damage, and give the engine compartment a once-over for any oil leaks or other issues.
Finally, we’ll start up Bertha’s engine and listen for any unusual noises or vibrations. Then, we’ll take 
one last walk-around to make sure everything looks good from top to bottom.
And that’s it! With Bertha’s scheduled maintenance all done, she’s ready to get back to work and keep 
our project on track. By keeping up with regular maintenance like this, we’re not only extending the life 
of our equipment but also ensuring the safety and efficiency of our operations.
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Equipment-Specific Maintenance

The Department’s maintenance program is designed to ensure that all equipment is properly maintained 
and operated in a safe and efficient manner. This section outlines the specific maintenance requirements for 
different types of equipment, including regulated and non-regulated trucks, dielectric equipment, cranes, and 
other lifting equipment.

Regulated vs. Non-Regulated Trucks:
The Department recognizes that regulated vehicles, such as those subject to Federal Motor Carrier Safety 
Administration (FMCSA) regulations, require more frequent inspections and maintenance than non-regulated 
vehicles. Regulated vehicles must meet specific safety standards and regulations, which include regular 
inspections every 90 days and annually.
While non-regulated trucks may not be subject to the same level of regulation as regulated vehicles, they can 
still pose risks if not properly maintained. For example:

	� Tire blowouts or brake failures can lead to accidents and injuries.
	� Suspension and steering system malfunctions can affect handling and stability, increasing the risk of 

accidents.
	� Failure to lubricate moving parts can cause wear and tear, leading to premature component failure.

By performing regular maintenance tasks, you can help prevent these types of issues and ensure that non-
regulated trucks remain safe and efficient.

Essential maintenance tasks for non-regulated trucks
The following tasks should be performed regularly on non-regulated trucks:

	� Cleaning and inspecting critical systems:
	� Tires: Check tire pressure, look for signs of wear (e.g., cracks, bulges), and ensure proper inflation.
	� Brakes: Inspect brake pads and rotors for wear; check fluid levels and condition.
	� Suspension: Check for signs of wear on shock absorbers, springs, and bushings.
	� Steering: Inspect steering components (e.g., tie rods, idler arms) for signs of wear or damage.

	� Lubricating moving parts:
	� Grease moving parts, such as wheel bearings, suspension components, and steering joints.
	� Check lubricant levels and condition; replenish as needed.

	� Checking for signs of wear or damage:
	� Look for signs of excessive wear on brake pads, rotors, or suspension components.
	� Inspect for signs of corrosion or rust on metal parts.

Additional maintenance tasks to consider:

	� Perform routine inspections and maintenance: Regularly inspect and maintain non-regulated trucks to 
prevent component failure and reduce downtime.

	� Keep records: Keep accurate records of maintenance activities, including dates, tasks performed, and 
any issues found.

	� Follow manufacturer recommendations: Consult the truck’s owner’s manual or manufacturer guidelines 
for specific maintenance requirements.

Specialized Maintenance for Dielectric Equipment:
This section outlines the specific maintenance requirements for dielectric equipment, such as bucket trucks 
and digger derricks. These types of equipment are particularly important because they operate at high 
voltages, which makes them more susceptible to damage or malfunction if not properly maintained.
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Here’s a breakdown of the specialized maintenance tasks:

Clean and inspect electrical components:

	� This task is crucial to preventing corrosion and damage to the electrical components.

	� Regular cleaning helps remove dirt, grime, and other debris that can accumulate on the equipment’s 
surfaces and compromise its performance or even lead to electrical shock.

	� Inspectors should check for signs of wear, cracking, or damage on insulation, wiring, and connections. 
Any issues found during inspection should be addressed promptly to prevent further deterioration.

Lubricate moving parts and check for signs of wear or damage:

	� Moving parts in dielectric equipment, such as gears, bearings, and pivot points, require lubrication to 
reduce friction and prevent overheating.

	� Lubricants help keep these components running smoothly and quietly, which is especially important in 
bucket trucks and digger derricks where vibrations can be intense.

	� Inspectors should also check for signs of wear or damage on moving parts, such as worn-out bearings or 
loose fasteners. Any issues found during inspection should be addressed promptly to prevent equipment 
failure or malfunction.

Conduct annual dielectric inspections:

	� Annual dielectric inspections are a critical component of maintaining dielectric equipment safely and 
efficiently.

	� During these inspections, trained technicians will:

	� Verify that all electrical components are functioning within safe parameters (e.g., voltage levels, 
insulation resistance).

	� Check for signs of wear, corrosion, or damage on electrical components, including insulation, wiring, 
and connections.

	� Ensure that all safety procedures and guidelines are being followed by operators.

Annual Dielectric Inspections:
The Department conducts annual inspections specifically designed to ensure the safe and efficient operation 
of dielectric equipment. Dielectric equipment refers to devices or systems that rely on electrical insulation to 
function properly, such as high-voltage transmission lines, transformers, or equipment like bucket trucks and 
digger derricks.

Inspection Process

The inspection process involves a series of checks and tests to verify the proper functioning and condition 
of dielectric equipment. These inspections are typically performed by trained personnel with expertise in 
electrical systems and safety procedures.

	� Visual Examination: A thorough visual examination is conducted to identify any signs of wear, corrosion, 
or damage on electrical components and connections. This includes:

	� Inspecting for cracks, cuts, or exposed wires

	� Checking for signs of overheating, burning, or discoloration

	� Verifying that all connections are secure and not loose

	� Voltage Level Measurement: The equipment’s voltage levels are measured to ensure they remain within 
safe operating parameters. This helps detect any potential issues with insulation breakdown or electrical 
discharge.
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	� Electrical Circuit Testing: Electrical circuits are tested to verify proper function, including:

	� Checking for shorts or opens in the circuit

	� Verifying that voltage is being properly distributed and controlled

	� Identifying any signs of malfunctioning or faulty components

	� Component Inspection: A thorough inspection is conducted on all electrical components, including:

	� Insulation: checking for cracks, cuts, or exposed areas

	� Wiring: inspecting for damage, wear, or corrosion

	� Connections: verifying that all connections are secure and not loose

	� Safety Procedure Verification: The Equipment Department verifies that all safety procedures and 
guidelines are being followed, including:

	� Proper usage and handling of equipment

	� Adherence to lockout/tagout procedures (if applicable)

	� Compliance with electrical safety standards and regulations

Annual and Quad (Every 3-4 Years) Load Inspections for Cranes:
Cranes and equipment with lifting capabilities require regular inspections to ensure they can safely lift and 
move heavy loads. Annual load inspections typically involve:

	� Weighing the crane or equipment

	� Measuring its capacity and stability

	� Checking the condition of lifting hooks, cables, and other critical components

Quad (every 3-4 years) load inspections are more comprehensive and may include additional tests, such as:

	� Load testing to verify capacity

	� Functional checks on lifting mechanisms and controls

	� Visual inspection of wear and damage on critical components

Annual Load Inspections for Cranes

The Department conducts annual load inspections for cranes and equipment with lifting capabilities. These 
inspections are designed to ensure that these machines can safely lift and move heavy loads.

During an annual load inspection, the following tasks are typically performed:

	� Weighing the crane or equipment: This involves verifying the weight of the crane or equipment to 
determine its capacity and stability. This is important because the weight and distribution of the load can 
affect the machine’s ability to lift safely.

	� Measuring capacity and stability: The inspector will measure the crane’s capacity and stability to ensure 
it is operating within safe limits. This includes checking the machine’s ability to handle different types of 
loads, such as heavy objects or oversized equipment.

	� Inspecting lifting components: The inspector will check the condition of critical components, including:

	� Lifting hooks: These are the parts that attach to the load and connect it to the crane. Inspectors will 
look for signs of wear, corrosion, or damage.

	� Cables: These are the wires or chains that lift the load. Inspectors will check for signs of wear, 
corrosion, or damage, as well as proper tensioning and anchoring.

	� Pins: These are the parts that connect the lifting components to the crane. Inspectors will look for 
signs of wear, corrosion, or damage.
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Quad (Every 3-4 Years) Load Inspections

In addition to annual load inspections, cranes and equipment with lifting capabilities require more 
comprehensive inspections every 3-4 years. These quad-load inspections are designed to identify potential 
issues before they become safety hazards.

During a quad-load inspection, the following tasks may be performed:

	� Load testing: This involves verifying the crane’s capacity and stability by applying a load that simulates 
real-world lifting scenarios.

	� Functional checks on lifting mechanisms and controls: The inspector will check the crane’s lifting 
mechanisms and controls to ensure they are functioning properly. This includes checking for proper 
operation of valves, pumps, and other components.

	� Visual inspection of wear and damage: The inspector will conduct a thorough visual inspection of 
all critical components, including hooks, cables, pins, and other parts that may be affected by wear or 
damage.

These quad-load inspections are designed to provide an extra layer of assurance that the crane or 
equipment is operating safely and efficiently.

Equipment Specific Maintenance Example
Read through the following example to gain a better understanding of how maintenance is performed for 
specific equipment:

Benicia Yard houses a fleet of bucket trucks and digger derricks, ready to tackle the toughest jobs. But 
these high-voltage pieces of equipment require special care to keep them running smoothly and safely.
On a typical morning, Bob, a seasoned shop mechanic, noticed that his trusty bucket truck was showing 
signs of wear and tear. The electrical components were dusty and clogged with debris, and the moving 
parts were squeaking and groaning under the strain. Bob knew that neglecting these issues would put 
himself and others at risk.
That’s when he remembered the importance of regular cleaning and inspection. Every quarter, Bob 
made it a point to give his equipment a thorough once-over. He removed dirt and grime from the sur-
faces, inspected insulation, wiring, and connections for signs of wear or damage, and addressed any 
issues promptly to prevent further deterioration.
But Bob didn’t stop there. He also knew that lubrication was key to keeping his equipment’s moving 
parts running smoothly and quietly. Every quarter, he applied a fresh coat of lubricant to the gears, 
bearings, and pivot points, and checked for signs of wear or damage on these components. Any issues 
found during inspection were addressed promptly to prevent equipment failure or malfunction.
As the years went by, Bob’s routine became second nature. He even started performing annual di-
electric inspections to ensure that his equipment was operating within safe parameters. During these 
inspections, he verified that all electrical components were functioning properly, checked for signs of 
wear or damage on insulation, wiring, and connections, and ensured that all safety procedures and 
guidelines were being followed by operators.
One year, Bob’s diligence paid off when a colleague’s digger derrick suffered a sudden failure due to 
neglect. The equipment had been operated without proper maintenance, leading to a catastrophic 
breakdown. Bob’s own equipment, on the other hand, remained reliable and efficient thanks to his com-
mitment to regular maintenance.
As the story of dielectric equipment maintenance came full circle, it became clear that attention to 
detail was not just a recommendation, but a necessity for ensuring the safety and efficiency of these 
high-voltage workhorses.



10-8	 SECTION 10

	 Equipment Manual

Breakdown Replacement Strategies

The term “breakdown replacement strategies” refers to a set of procedures or plans that are implemented 
when an equipment item fails or breaks down, requiring immediate repair or replacement.

In the context of the Maintenance Program, breakdown replacement strategies are part of the overall plan to 
manage equipment failures and minimize downtime. The goal is to have a well-structured process in place 
for replacing failed equipment as quickly and efficiently as possible, while also ensuring safety, quality, and 
compliance with regulations.

The goal of breakdown replacement strategies is to:

	� Minimize downtime and disruption to operations

	� Ensure public safety and regulatory compliance

	� Maintain equipment quality and performance standards

	� Optimize resource utilization and reduce costs

	� Improve overall equipment availability and reliability

By having a well-planned breakdown replacement strategy in place, organizations can better manage 
equipment failures, minimize the impact on operations, and ensure business continuity. In today’s fast-paced 
and competitive environment, downtime can be costly and detrimental to an organization’s reputation. A well-
executed breakdown replacement strategy helps mitigate these risks by ensuring that critical equipment is 
replaced or repaired quickly and efficiently.

Breakdown Replacement Strategy Process
The department breakdown replacement strategy process consists of six key steps:

Identification

The Identification step is where you start by identifying the specific piece of equipment that has failed or is 
faulty, and then determine how that failure affects your operations.

Here are some key elements to consider during this step:

	� Equipment location: Where is the broken or faulty equipment located? Is it in a production area, 
storage room, or a remote location? Knowing the location helps you understand the potential impact on 
operations and determines the best course of action.

	� Equipment type: What type of equipment has failed or is faulty? Is it a critical piece of machinery, a tool, 
or a device that’s used in a specific process? Understanding the equipment type helps you determine its 
importance to your operations and prioritize repairs or replacements accordingly.

	� Reason for failure: Why did the equipment fail or become faulty? Was it due to wear and tear, improper 
use, maintenance issues, or some other factor? Knowing the reason for failure can help you identify 
potential root causes and take steps to prevent similar failures in the future.

During this step, you should also consider the following:

	� How does the failed equipment affect your operations? Is it a critical component that’s essential to 
production, or is it a non-essential item?

	� What are the potential consequences of not repairing or replacing the equipment promptly? Could there 
be safety risks, environmental hazards, or financial losses if the equipment remains inoperable for an 
extended period?

	� Are there any regulatory compliance issues at play? Do you need to comply with industry standards or 
regulations related to equipment maintenance and operation?
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Assessment

The Assessment step involves evaluating the severity of the failure, estimating the costs associated with 
repairing or replacing the equipment, and prioritizing repairs based on business needs and operational 
requirements.

Here’s what this step entails:

1.	 Evaluating the Equipment’s Condition: This involves assessing the extent of the damage to determine 
whether the equipment is still functional or if it has ceased to operate altogether. You’ll need to consider 
factors such as:
	� The type of failure: Is it a minor issue that can be easily fixed, or is it a catastrophic failure that requires 

immediate attention?
	� The extent of the damage: Has the equipment suffered significant wear and tear, or is it still in 

relatively good condition?

2.	 Estimating Repair or Replacement Costs: This step involves calculating the costs associated with 
repairing or replacing the equipment. You’ll need to consider:
	� The cost of parts and materials needed for repair
	� Labor costs for personnel required to perform the repair or replacement
	� Any additional expenses, such as transportation or storage costs if the equipment needs to be moved 

or stored during the repair process

3.	 Prioritizing Repairs: Based on your assessment, you’ll need to prioritize repairs based on business 
needs and operational requirements. This may involve considering factors such as:
	� The impact of downtime: How will the failure affect operations, and what are the potential 

consequences if the equipment is not repaired or replaced quickly?
	� Business criticality: Is the equipment essential to ongoing operations, or can it be temporarily shut 

down without significant disruption?
	� Resource availability: Are there sufficient resources (e.g., personnel, materials) available to perform the 

repair or replacement?

These factors help determine the severity of the failure and prioritize repairs accordingly. The most critical 
equipment can be addressed first, minimizing downtime and maximizing overall equipment availability.

Some examples include:
	� If a critical piece of manufacturing equipment fails, it may take priority over less critical equipment to 

minimize production downtime.
	� If a repair requires specialized personnel or equipment, you may need to prioritize based on the 

availability of those resources.
	� If the cost of replacement is significantly higher than the cost of repair, you may prioritize repairs to 

minimize costs.

Replacement options

The “Replacement Options” section is a crucial part of the breakdown replacement strategy process. It’s 
where you explore alternative equipment options to replace or repair the failed equipment item.

Here are some key points to consider when exploring replacement options:

	� Cost: Compare the costs of different replacement options, including purchasing a new unit, renting one, 
or repairing the existing equipment.

	� Availability: Consider the availability of the replacement option. For example, if you need a specific type 
of equipment that’s only available from a single manufacturer, it may take longer to receive than if you 
had multiple options.
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	� Performance: Evaluate the performance of each replacement option. Does it meet your operational 
requirements? Will it provide similar or better results than the original equipment?

	� Lead time: Consider the lead time required for delivery or installation of the replacement option. You 
want to minimize downtime and ensure continuity of operations, so choose an option that can be 
implemented quickly.

	� Warranty and support: Look into the warranty and support offered by each replacement option. Do they 
have a good reputation for reliability and customer service?

Some common replacement options include:

	� Purchasing a new unit: Buying a brand-new piece of equipment to replace the failed one.

	� Renting a unit: Renting an alternative piece of equipment until your original equipment is repaired or 
replaced.

	� Leasing a unit: Leasing a piece of equipment for a set period, which can be a good option if you need 
the equipment for only a short time.

	� Repairing the existing equipment: Repairing the failed equipment instead of replacing it.

	� Using alternative equipment: Using an alternative piece of equipment that’s not your primary choice but 
is available and meets your operational requirements.

When selecting a replacement option, consider the following:

	� Prioritize business needs: Choose an option that best aligns with your organization’s goals and 
objectives.

	� Evaluate risk and uncertainty: Consider the level of risk involved with each option, including potential 
downtime or disruptions to operations.

	� Assess maintenance requirements: Evaluate the maintenance requirements for each replacement 
option to ensure it fits within your organization’s maintenance schedule.

Procurement

When equipment fails, it’s crucial to procure replacement parts or equipment quickly to prevent further 
damage or disruption. This step ensures that the necessary components are ordered and delivered promptly, 
minimizing downtime and reducing the risk of additional failures.

Procurement involves several key activities:

	� Ordering Necessary Components: Identify the specific replacement parts or equipment needed 
to repair or replace the failed equipment. Ensure that the correct specifications, quantities, and 
documentation are included in the order.

	� Ensuring Timely Delivery: Work with suppliers or vendors to ensure that the ordered components are 
delivered promptly, taking into account factors like lead times, shipping schedules, and potential delays.

	� Minimizing Downtime: Implement measures to minimize downtime during the procurement process. 
This might include:
a.	 Having a backup equipment or temporary solution in place
b.	 Coordinating with suppliers to prioritize expedited delivery
c.	 Developing contingency plans for unexpected delays

Follow these best practices to ensure successful procurement:
	� Maintain Accurate Inventory Records: Keep accurate records of spare parts and equipment on hand, 

including quantities, condition, and location.
	� Establish Relationships with Suppliers: Develop strong relationships with trusted suppliers to ensure 

prompt delivery and reliable service.
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	� Develop a Procurement Plan: Create a plan for procuring replacement parts or equipment, including 
timelines, budgets, and contingency plans.

	� Communicate Effectively: Communicate clearly with stakeholders about the procurement process, 
including timelines, expectations, and any changes or issues that arise.

When implementing procurement processes, be prepared to address potential challenges, such as:
	� Supplier Availability: Ensure that suppliers have the necessary components in stock or can provide them 

quickly.
	� Delivery Delays: Plan for potential delays due to factors like shipping, customs clearance, or supplier 

issues.
	� Budget Constraints: Manage budgets and prioritize procurement activities based on business needs 

and operational requirements.

Installation and Testing

When the new equipment arrives, the Department installs it according to the manufacturer’s instructions and 
any specific guidelines for the type of equipment being replaced. This may involve connecting pipes, wires, 
or other components, as well as ensuring that all necessary safety features are properly installed.

Conduct Thorough Testing

After installation, we’ll conduct a series of tests to verify that the new equipment is functioning correctly and 
safely. These tests may include:

	� Functional testing: Test the equipment’s basic functions to ensure it operates as expected.
	� Performance testing: Measure the equipment’s performance against specific standards or benchmarks 

to ensure it meets our quality expectations.
	� Safety testing: Verify that all safety features, such as alarms, interlocks, or emergency shutdowns, are 

functioning correctly and in accordance with regulatory requirements.

Uphold Regulatory Compliance

As part of this step, the Department confirms the new equipment complies with relevant regulations, 
standards, or industry guidelines. This may involve:

	� Verify the equipment meets specific performance, safety, or environmental standards.
	� Conduct inspections to confirm compliance with applicable regulations or codes.
	� Obtain certifications, stamps, or labels indicating compliance with regulatory requirements.

Additional Considerations
Consider other factors when conducting installation and testing, such as:

	� Equipment calibration: Properly set up calibrated components and confirm they are functioning 
correctly.

	� Training and familiarization: Train operators and maintenance personnel on the operation, maintenance, 
and safety procedures for new equipment.

	� Documentation: Maintain accurate records related to installation, testing, and commissioning process for 
all equipment, including test results and any certifications or compliance documentation.

Documentation
Maintain accurate and detailed documentation to provide valuable insights into equipment performance, 
failure modes, and repair or replacement activities.
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Effective documentation serves several purposes:

	� Track Equipment History: Maintain a record of all breakdowns, repairs, and replacements to track the 
equipment’s history, including its age, usage patterns, and maintenance schedules. This information 
helps us identify trends and predict potential failures.

	� Identify Trends: Analyze data to identify patterns and trends in equipment failure modes, and proactively 
develop strategies for maintenance and replacement.

	� Data-Driven Decision Making: Generate a baseline for informed decision-making regarding 
maintenance and replacement activities. Use historical data to formulate informed decisions about 
resource allocation, prioritization of repairs or replacements, and equipment upgrades.

Include the following information to generate comprehensive documentation:

	� Equipment Details: Record details about the equipment, such as its type, serial number, location, and 
current condition.

	� Breakdown Information: Document the date, time, and cause of each breakdown, along with any 
relevant notes or observations.

	� Repair or Replacement Activities: Record the repair or replacement process, including the steps taken, 
parts replaced, and any necessary testing or inspections.

	� Lessons Learned: Document any lessons learned from the experience, including recommendations for 
future improvements or best practices.

	� Maintenance Schedules: Track equipment maintenance schedules, including dates, types of 
maintenance performed, and any resulting downtime.

Follow these best practices to produce accurate and efficient documentation:

	� Establish a Standardized Format: Develop a standardized format for documenting breakdowns, repairs, 
and replacements to facilitate easy analysis and comparison.

	� Assign Responsibilities: Designate specific personnel or teams responsible for documenting equipment-
related activities.

	� Regularly Review and Update: Review and update documented information to ensure accuracy and 
completeness.

	� Make Data Accessible: Ensure that documentation is easily accessible and shareable among relevant 
stakeholders, such as maintenance staff, management, and regulatory authorities.

Breakdown Replacement Strategy Options
The breakdown replacement strategy may involve one or more of the following options:

Emergency Replacement

Emergency replacement involves exchanging a failed equipment item immediately, typically when the failure 
has caused significant downtime or poses a risk to public safety. This option is usually chosen when:

	� Equipment failure has a direct impact on operations and cannot be temporarily worked around.

	� Cost of downtime outweighs the cost of emergency replacement.

	� Equipment failure poses an immediate safety hazard.

Emergency replacement typically involves expedited procurement and installation of the new equipment, 
often with minimal testing or inspection. This option is usually more expensive than other options but helps to 
minimize downtime and prevent further damage or accidents.
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Emergency Replacement Example
On an unassuming Tuesday morning, a crew working diligently to meet a tight deadline suddenly expe-
rienced a critical failure strike: the main pump on one of the department’s trusty Type A digger derrick 
gave out, leaving the project team high and dry in the middle of an excavation project.
The crew was stunned as the project shut down immediately, unable to continue working without this 
essential component. The Project Manager, John, acted quickly, calling an emergency meeting with the 
Equipment Department to devise a plan to get his operation back on track.
After assessing the situation, the department and project team determined that renting a suitable 
digger derrick from a reputable supplier was the best course of action for Days 1-2 of the project. This 
allowed the operations team to maintain project momentum and prevent costly delays. Meanwhile, the 
procurement team went into high gear to source a new main pump or rent necessary parts for an emer-
gency repair.
By Day 3-4, the department secured the necessary equipment, and the maintenance team worked hard 
to install the replacement pump. The company’s Quality Control department verified that all safety and 
performance standards were met before giving the thumbs-up for the unit’s return to service.
As planned, by Day 5, the digger derrick was back in operation, ready to take on the excavation project 
once more. The crew breathed a collective sigh of relief as the equipment returned to full functionality, 
minimizing downtime and ensuring project completion on schedule.
Throughout this ordeal, the department maintained its commitment to public safety by providing a 
suitable replacement option, ensuring the well-being of everyone involved in the project. Department 
resource utilization was optimized, reducing costs and minimizing the financial impact of this unexpect-
ed failure.
In the end, the emergency replacement strategy proved effective in mitigating the effects of the main 
pump failure, allowing the operations team to get back on track while maintaining the company’s repu-
tation for reliability and quality.

Temporary Repair

Temporary repair involves repairing a broken equipment item temporarily until a permanent solution can be 
implemented. This option is chosen when:

	� Equipment failure is not critical to operations, allowing for temporary workarounds.

	� A more comprehensive repair or replacement would take too long to complete.

	� Cost of emergency replacement or a new unit is prohibitively high.

Temporary repairs are often quicker and less expensive than permanent solutions. However, they may not 
address the underlying issue, potentially leading to further breakdowns if the root cause is not addressed.

Responsibilities

Implement the breakdown replacement strategy to ensure minimal downtime and maximum productivity.

Equipment Operator Responsibilities

As the first point of contact for equipment failures or breakdowns, it is essential that equipment operators:

	� Immediately report any equipment failures or breakdowns to their supervisor or designated maintenance 
personnel.

	� Provide a detailed description of the issue, including any relevant symptoms or error messages.

	� Confirm that all necessary safety precautions are taken to prevent accidents or injuries.
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Maintenance Personnel Responsibilities

When notified of an equipment failure or breakdown, maintenance personnel should:

	� Conduct an initial assessment of the problem to identify the root cause and determine the extent of the 
damage.

	� Implement temporary fixes to minimize downtime and prevent further damage. This may include:

	� Replacing worn-out parts with spare components.

	� Performing emergency repairs to restore basic functionality.

	� Adjusting or modifying the equipment to compensate for the failure.

	� Document all temporary repair activities, including the nature of the problem, the temporary fix 
implemented, and any subsequent actions taken.

Supervisor/Maintenance Manager Responsibilities

As the overseer of temporary repair activities, supervisors/maintenance managers are responsible for:

	� Ensuring public safety during temporary repair operations. This includes:

	� Verifying that all necessary safety measures are in place to prevent accidents or injuries.

	� Providing guidance and training as needed to equipment operators and maintenance personnel.

	� Coordinating with other departments as required, including:

	� Scheduling alternative equipment arrangements if the broken equipment cannot be temporarily repaired.

	� Notifying relevant stakeholders of any changes or disruptions to normal operations.

	� Conducting regular reviews and assessments of temporary repair activities to identify areas for 
improvement and optimize downtime reduction strategies.

Guidelines

The following principles guide all temporary repair activities:

	� Prioritize public safety above all else.

	� Minimize downtime by implementing temporary fixes promptly.

	� Ensure that all temporary repairs are properly documented and communicated to relevant stakeholders.

	� Coordinate with other departments as needed to ensure efficient resolution of breakdowns.

	� Continuously review and improve temporary repair procedures to optimize equipment availability.

Procedures

This section outlines the step-by-step procedures for conducting temporary repairs to minimize downtime 
and prevent further damage.

Initial Assessment

When an equipment operator reports a breakdown or failure, the supervisor or maintenance personnel 
must conduct a preliminary assessment to determine the cause of the failure. The initial assessment should 
include:

	� Gather information from the operator about the nature of the problem

	� Conduct a visual inspection of the affected equipment

	� Review maintenance records and history of the equipment

The goal of this step is to identify the root cause of the failure and determine whether a temporary repair is 
necessary.
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Repair Decision

Based on the results of the initial assessment, the maintenance personnel must decide whether a temporary 
repair can be implemented safely and effectively. This decision should consider factors such as:

	� Severity of the failure

	� Potential impact on operations or customer service

	� Availability of replacement parts or materials

	� Expertise and resources available to perform the temporary repair

If a temporary repair is deemed necessary, the maintenance personnel must develop a plan outlining the 
temporary fix.

Temporary Fix

The maintenance personnel must implement the temporary fix in accordance with the approved plan. This 
may involve:

	� Replace faulty parts or materials

	� Make adjustments or modifications to the equipment

	� Develop workarounds or temporary solutions to bypass failed components

The goal of this step is to prevent further damage or disruption until a permanent repair can be made.

Temporary Repair Plan

A written plan outlining the temporary repair should include:

	� Description of the failure and its impact on operations

	� Details about the temporary fix, including parts, materials, and procedures used

	� Estimated duration of the repair and any expected downtime

	� Anticipated cost savings or benefits from implementing the temporary fix

This plan should be reviewed and approved by the supervisor or maintenance manager before 
implementation.

Communication

The supervisor/maintenance manager must notify relevant departments, including:

	� Operations: To ensure that they are aware of the temporary repair and can plan accordingly.

	� Customer Service: To keep customers informed about any expected downtime or disruptions to service.

	� Safety Teams: To ensure that safety procedures are in place during the temporary repair.

Monitoring and Review

Regularly monitor the progress of the temporary repair and review its effectiveness with the maintenance 
personnel. This includes:

	� Track the duration and cost of the temporary repair

	� Evaluate the impact on operations or customer service

	� Identify any issues or concerns that need to be addressed

	� Develop a plan for transitioning back to normal operations once the permanent repair is complete
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Temporary Repair Criteria:

To determine whether a temporary repair is acceptable, the following criteria must be met:

1.	 Public Safety and Business Operations: The equipment failure or breakdown does not pose an 
imminent threat to public safety or business operations. Consider the potential consequences of 
delaying the repair and assess the impact on customers, employees, and stakeholders.

	� Is the equipment failure affecting critical systems or processes?

	� Are there alternative solutions or backup systems available?

	� Can the repair be delayed without compromising safety or operational requirements?

2.	 Reasonable Timeframe: A permanent solution can be implemented within a reasonable timeframe (e.g., 
24-48 hours). Consider the complexity of the repair, availability of resources and personnel, and the 
potential impact on business operations.

	� Are the necessary resources and personnel available to complete the repair?

	� Can the repair be completed within the specified timeframe without compromising safety or quality 
standards?

	� Are there any dependencies or interdependencies that may affect the repair timeline?

3.	 Integrity and Risk Assessment: The temporary fix does not compromise the integrity of the equipment 
or pose an increased risk of further failures.

	� Will the temporary repair compromise the structural integrity or performance of the equipment?

	� Are there potential risks associated with the temporary repair, such as increased vibration, heat 
generation, or electrical issues?

	� Have all possible failure modes and consequences been considered and mitigated?

Temporary Repair Timeline:

Stage Duration
Initial Assessment 1 hour max
Temporary Fix Implementation 2-4 hours max
Review and Approval 1-2 hours

Temporary Repair Reporting:

	� A written report detailing the temporary repair, including the failure cause, temporary fix implementation, 
and estimated cost savings or benefits.

	� Maintenance personnel submit the report to the supervisor/maintenance manager for review and 
approval.
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Temporary Repair Example
The start of a work week found the Equipment Department providing multiple underground crews with 
equipment requests and fulfillment. Derek, a seasoned yard mechanic, noticed that one backhoe broke 
down due to a faulty hydraulic system. While not critical to operations, the project team couldn’t simply 
shut down and wait for a permanent fix.
After assessing the situation, the department Equipment Manager, Maria, determined that a temporary 
repair was the best option. The crew worked around the issue by using an auxiliary pump to keep the 
backhoe running until a more comprehensive solution was implemented.
The temporary repair involved patching up the faulty hydraulic system with some creative problem-solv-
ing and a few well-placed band-aids (or in this case, gaskets and tubing). The maintenance team 
worked their magic, getting the backhoe back into service just enough to keep the project on schedule.
In hindsight, Maria realized that a permanent fix would take too long to complete, and the cost of 
emergency replacement or a new unit was prohibitively high. Temporary repairs, however, allowed the 
department to help the project team get back on track quickly without breaking the bank.
While the backhoe’s patch job may not have addressed the underlying issue, it kept it running well 
enough for now. Maria scheduled a more comprehensive repair for later in the week, when mechanics 
could give the hydraulic system the attention it deserved. In the meantime, crews were able to continue 
working on schedule, thanks to the temporary fix.
Temporary repairs like the backhoe patch job have their place in the department’s equipment manage-
ment strategy. By choosing the right solution for the situation, the team can minimize downtime and 
keep operations running smoothly – even when unexpected breakdowns occur.

Regular Maintenance

The Department is committed to properly maintaining and operating equipment in a safe and efficient 
manner. Regular maintenance extends the life of all equipment, preventing breakdowns, and reducing 
downtime.

Daily Checks

Operators should perform daily checks prior to using any equipment. This includes:

	� All safety guards and covers are in place

	� All controls and valves are functioning properly

	� All warning lights and alarms are functioning correctly

	� The equipment is clean and free from debris

Weekly Maintenance

Weekly maintenance should be performed on all equipment to prevent minor issues from becoming major 
problems. This includes:

	� Clean and lubricate moving parts

	� Checking and replacing worn or damaged components (e.g., belts, seals, gaskets)

	� Inspecting for signs of wear or damage to hoses, pipes, and fittings

	� Verifying that all safety features are functioning correctly

Monthly Maintenance

Monthly maintenance on all equipment should be performed to reduce risk of equipment failure. This 
includes:

	� Conduct a thorough inspection of all electrical components (e.g., motors, starters, controls) to identify any 
signs of wear or damage
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	� Clean and maintain air filters and other air intake components

	� Inspect and clean cooling systems (e.g., fans, pumps)

	� Verify that all safety features are functioning correctly

Quarterly Maintenance

Perform quarterly maintenance on all equipment to prevent more significant issues. This includes:

	� Conduct a thorough inspection of all mechanical components (e.g., gears, shafts, bearings) to identify 
any signs of wear or damage

	� Clean and maintain hydraulic systems (e.g., pumps, valves)

	� Inspect and clean pneumatic systems (e.g., air compressors, cylinders)

	� Verify that all safety features are functioning correctly

Annual Maintenance

Perform annual maintenance on all equipment to ensure long-term reliability and performance. This includes:

	� Conduct a thorough inspection of all major components (e.g., engines, transmissions) to identify any 
signs of wear or damage

	� Clean and maintain fuel systems (e.g., tanks, pumps)

	� Inspect and clean cooling systems (e.g., radiators, heat exchangers)

	� Verify that all safety features are functioning correctly

Procedures

Regular maintenance procedures are essential to prevent equipment failures, reduce downtime, and 
minimize costly repairs. This section outlines the procedures for regular maintenance, which are crucial for 
maintaining a high level of equipment efficiency and overall plant productivity.

Maintenance Scheduling

Schedule regular maintenance and inspections to ensure all equipment receives the necessary attention at 
the right time. The Equipment Department uses a combination of manufacturer recommendations, industry 
standards, and company-specific requirements to determine the best schedule for each piece of equipment.

To schedule maintenance, follow these steps:

	� Review manufacturer recommendations: Consult the equipment manual or contact the manufacturer for 
recommended maintenance intervals.

	� Consider industry standards: Research industry standards and guidelines for similar equipment types.

	� Evaluate company-specific requirements: Take into account any unique requirements or regulations 
specific to your company or facility.

Create a schedule that outlines the necessary maintenance tasks, frequency, and deadlines. This schedule 
should be reviewed and updated regularly to ensure it remains relevant and effective.

Maintenance Interval Planning

Plan and schedule maintenance intervals accordingly to confirm that all necessary tasks are completed within 
the specified timeframe. The Equipment Department uses a calendar system to track maintenance intervals, 
ensuring that no task is missed or overlooked.

When planning maintenance intervals:

	� Identify the equipment item: Clearly specify the piece of equipment being maintained.

	� Determine the interval: Establish the frequency at which the maintenance task will be performed (e.g., 
daily, weekly, monthly).
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	� Set a deadline: Schedule the maintenance task for a specific date or time frame to ensure timely 
completion.

	� Prioritize tasks: Identify critical maintenance tasks and schedule them accordingly to minimize 
downtime.

Inspection Frequency

Regular inspections are essential for identifying potential issues before they become major problems. The 
Equipment Department conducts regular inspections at designated intervals to maintain equipment reliability 
and prevent unexpected failures.

When conducting inspections:

	� Review the schedule: Consult the scheduled maintenance calendar to determine when the next 
inspection is due.

	� Inspect the equipment: Visually inspect the equipment item, paying attention to any signs of wear or 
damage.

	� Document findings: Record any issues or concerns identified during the inspection in a maintenance log 
or report.

	� Schedule repairs: Prioritize and schedule repairs based on the severity of the issue.

Preventive Maintenance Tasks

Perform routine preventive maintenance tasks to maintain equipment reliability and prevent failures. The 
Equipment Department identifies and schedules these tasks to ensure that they are completed within the 
specified timeframe.

Examples of preventive maintenance tasks include:

	� Oil changes: Regularly change oil in equipment items that require lubrication.

	� Filter replacements: Replace air filters, oil filters, or other types of filters as needed.

	� Lubrication: Apply lubricants to moving parts or bearings to reduce wear and tear.

	� Cleaning: Clean equipment items regularly to prevent the buildup of debris or contaminants.

Equipment Condition Monitoring

Continuously monitor equipment conditions through sensors, data logging, or other means to identify 
potential issues early. Methods to monitor equipment conditions include:

	� Sensor technology: Install sensors that detect changes in temperature, vibration, or pressure.

	� Data logging: Record performance data, such as speed, torque, or flow rates.

	� Visual inspections: Regularly inspect equipment items visually to identify signs of wear or damage.

Monitor equipment conditions to provide:

	� Identification of potential issues early: Detect minor problems before they become major failures.

	� Schedule maintenance: Prioritize and schedule maintenance tasks based on equipment condition.

	� Reduce downtime: Minimize unexpected failures by performing routine maintenance tasks.

Documentation

Keep detailed records of all maintenance activities to comply with regulatory requirements and to track the 
maintenance history of equipment. These records include:

	� Record the date and time of each maintenance activity

	� Describe the work performed and any parts replaced
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	� Note any issues or concerns identified during the maintenance activity

	� Verify that all safety features are functioning correctly

Example
The UCCo Equipment Department takes pride in the fleet of heavy-duty dump trucks, like our trusty 
workhorse, Daisy. She’s a reliable companion to our crews on many projects across town. However, 
even with regular use, equipment can deteriorate over time if not properly maintained.
One day, during a routine inspection, the maintenance team noticed some signs of wear and tear on 
the transmission system for a regularly used truck. The gears were showing signs of fatigue, and the hy-
draulic fluid was dirty and low. If left unchecked, this issue could lead to costly repairs or even a break-
down in the middle of a project.
The Equipment Manager, Maria, decided that regular maintenance was the best course of action. She 
scheduled a series of tasks to address the problem:

•	 Inspection: Mechanics inspected the trucks transmission system thoroughly to identify the root cause of 
the issue.

•	 Cleaning: Debris and contaminants that might be affecting the gears’ performance were cleaned out.

•	 Lubrication: The hydraulic fluid was replaced with new, high-quality lubricant to reduce wear and tear 
on the transmission.

•	 Adjustments: Mechanics made necessary adjustments to ensure the gears were functioning properly.

By performing regular maintenance, the team prevented potential equipment failures from occurring in 
the first place. The workhorse dump truck is now running smoothly, and crews can continue their work 
without interruption. By catching potential issues early, the department reduced downtime and costs 
associated with equipment failure.
Regular maintenance like this proactive tune-up for a heavily used and critical piece of equipment 
demonstrates the department’s commitment to minimizing equipment failures and downtime. By prior-
itizing regular inspections, cleaning, lubrication, and other activities, the team ensures that equipment 
remains reliable and efficient, ultimately benefiting operations and customers.

SECTION 10.3
Maintenance Tracking and Documentation

Effective maintenance tracking and documentation ensures that equipment is properly serviced and 
maintained to optimize performance and minimize downtime. Accurate records of maintenance activities, 
repairs, and inspections provide valuable insights for predictive maintenance, troubleshooting, and 
compliance with regulatory requirements. By keeping detailed records, the department can also verify that 
staff properly calibrate, test, and certify equipment, reducing the risk of accidents and injuries.

Equipment 360

The Equipment Department utilizes Equipment 360 software to track maintenance history, schedule 
upcoming maintenance, document inspections and repairs, and reset maintenance timers upon work order 
completion.

Mechanics use tablets to input inspection results and repair details directly into the system, ensuring 
accurate and up-to-date records.

Additionally, Excel spreadsheets are used to record inspections. Multiple signatures are required on Daily 
Vehicle Inspection Reports (DVIRs), including:

	� Mechanic performing the work
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	� Master mechanic reviewing the work

	� Driver confirming the repair

This documentation ensures transparency and accountability throughout our maintenance process.

[**Reference/link to the Equipment 360 section Tracking**]

Outsourced Inspections

As part of the Department’s commitment to ensuring the reliability, safety, and efficiency of our equipment, 
the department has implemented a program for outsourced inspections. This program allows us to leverage 
the expertise of outside certified professionals for specific types of inspections that require specialized 
knowledge or certification.

Dielectric Inspections
Dielectric inspections are an essential component of the maintenance routine. These inspections involve 
testing the electrical insulation of equipment, including cables, connectors, and other components, to ensure 
that they meet established safety standards. Mechanics are not certified to perform these inspections, which 
is why the Department outsources to specialized companies.

The benefits of outsourced dielectric inspections include:

	� Expertise: Certified professionals with extensive experience in dielectric testing provide accurate and 
reliable results.

	� Compliance: Outsourced inspections ensure compliance with industry regulations and standards.

	� Cost-effective: Internal resources on other critical maintenance tasks.

Crane Inspections
Cranes require regular inspections to ensure they meet industry safety standards and regulatory 
requirements. Crane inspections are outsourced to certified professionals who have the necessary expertise 
and training to perform these complex tasks.

The benefits of outsourced crane inspections include:

	� Expertise: Certified crane inspectors provide thorough and accurate assessments of our equipment.

	� Compliance: Outsourced inspections ensure compliance with industry regulations, OSHA standards, and 
manufacturer recommendations.

	� Minimized downtime: By identifying potential issues early on, we can schedule repairs during planned 
maintenance windows, minimizing the risk of unexpected downtime.

Tracking and Documentation
The department will do the following to ensure seamless tracking and documentation of outsourced 
inspections:

	� Coordinate with external inspectors to schedule appointments and provide necessary equipment 
information.

	� Ensure that all inspection reports are received, reviewed, and documented in our maintenance tracking 
system.

	� Update our equipment records with any findings or recommendations from the inspections.

Responsibilities
	� The Department is responsible for coordinating outsourced inspections, reviewing inspection reports, 

and updating equipment records.
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	� External inspectors are responsible for conducting the inspections and providing accurate and 
comprehensive reports.

	� All equipment operators and maintenance personnel are responsible for ensuring that all necessary 
inspections are completed as scheduled and documented in our maintenance tracking system.

Sample 10-1: 90 Day Inspection for Trailers
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Continued, 90 Day Inspection for Trailers
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SECTION 11
Outgoing

Timely delivery of equipment and supplies drives construction success. Delays disrupt schedules, increase 
costs, and reduce customer satisfaction. When the Equipment Department streamlines the outgoing process, 
teams receive what they need on time, start work sooner, and reduce downtime. Reliable, damage-free 
delivery also strengthens customer trust, improves repeat business, and builds long-term relationships.

SECTION 11.1
Key Performance Indicators

The Equipment Department tracks key performance indicators (KPIs) to keep the outgoing process efficient 
and predictable:

	� On-time delivery rates

	� Equipment condition upon arrival at job sites

	� Customer satisfaction ratings

	� Inventory management accuracy

	� Turnaround time for equipment requests

The department uses these KPIs to identify improvement opportunities, make data-driven decisions, and 
refine the outgoing process as operational needs evolve.

SECTION 11.2
Best Practices

The team follows best practices in equipment handling, tracking, and delivery to prevent delays and protect 
equipment condition:

	� Inspect equipment thoroughly before shipment.

	� Use barcoding and/or RFID to track equipment movement and location.

	� Load and unload efficiently to reduce delays.

	� Communicate clearly with Project Managers and Foremen about shipment schedules and status updates.

	� Review the outgoing process regularly and improve it based on performance data and feedback.

SECTION 11.3
Steps in the Outgoing Process

The Outgoing procedure schedules equipment deployment and ensures a smooth transition from the 
Equipment Department to the job site. This procedure applies to all outgoing equipment movements—
scheduled and unscheduled—and involves site contacts, internal or outsourced trucking, and equipment 
operators.

The outgoing process includes these key activities:

	� Equipment Scheduling: The Dispatcher schedules trucking and coordinates delivery details based on 
equipment availability, delivery windows, and job requirements.

	� Pictures Taken: Department personnel photograph equipment before departure to document condition 
and readiness.

	� Completion of Job: The Foreman or Superintendent notifies the Dispatcher when the job ends and 
coordinates return logistics.
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	� Equipment Return: The team returns equipment to the yard or another designated location, then stores, 
maintains, and stages it for future use.

	� Internal or Outsourced Trucking: The department selects internal or outsourced trucking based on 
budget, distance, timing, and equipment weight.

	� Alternate Location: The team selects a delivery location based on job requirements and transportation 
feasibility.

	� Equipment Arrival: The team unloads, inspects, and stages equipment at the destination for safe use.

	� Site Contact: The department provides a site contact so the driver can coordinate arrival, setup, and 
issue resolution.

	� Receipt Recording: The team photographs equipment upon receipt to document condition and confirm 
accuracy.

	� Delivery to Jobsite: The team delivers equipment to the job site, then sets up, tests, and prepares it for 
use.

The sections below describe each step in detail.

Equipment Scheduling

Purpose
Equipment Scheduling ensures the department delivers equipment to work sites on time, minimizes 
downtime, and protects equipment availability. The Dispatcher drives this process by coordinating trucking 
and delivery details.

Responsibilities
The Dispatcher schedules trucking services and considers:

	� Equipment availability: Confirm the requested equipment is available and not assigned to another job or 
in maintenance.

	� Delivery timeframes: Coordinate delivery timing with Project Managers and Foremen and account for 
constraints and special requirements.

	� Project requirements: Confirm job-specific needs such as liftgates, pallets, special loading/unloading 
procedures, or access constraints.

Procedure
1.	 The Dispatcher receives a delivery request from a Project Manager or internal department.

2.	 The Dispatcher checks equipment availability and confirms the department can release the equipment 
for delivery.

3.	 The Dispatcher coordinates with the trucking provider to identify the earliest delivery window that meets 
the Foreman’s requirements.

4.	 The Dispatcher schedules the delivery and accounts for constraints and special requests.

5.	 The Dispatcher updates the scheduling system with the delivery date and time.

6.	 The Dispatcher notifies the Project Foreman of the delivery date/time and any delivery instructions.

Guidelines
	� Confirm equipment availability before scheduling delivery.

	� Prioritize deliveries based on urgency and job-site requirements.

	� Communicate clearly with the Project Foreman to align expectations and prevent delays.
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	� Maintain accurate records of deliveries and schedule changes to support coordination with trucking 
services.

Pictures Taken

Purpose
The Equipment Department photographs outgoing equipment to document condition, support accountability, 
and confirm readiness before the equipment leaves the yard. Photos help the department:

	� Document equipment condition before departure

	� Capture visible damage or defects before transportation

	� Confirm readiness for job-site use

Procedure
To take pictures of outgoing equipment, follow these steps:

1.	 Identify the equipment: Verify the make, model, and serial number of the equipment to ensure accurate 
documentation.

2.	 Inspect the equipment: Perform a visual inspection and identify damage, defects, or issues that could 
affect performance or safety.

3.	 Take photographs: Use a camera or smartphone to take clear, high-quality photos of the equipment from 
multiple angles (front, back, sides, and top). Ensure that each photo is well-lit and in focus.

4.	 Document the photos: Record the date, time, and location and attach the photos to the equipment 
record in the department’s system.

5.	 Review and sign off: The technician preparing the equipment reviews the photos and signs off to 
confirm accuracy and completeness.

Guidelines
	� Use a consistent file naming convention (include the equipment ID/serial number).

	� Store photos in a secure location (approved cloud storage or internal network drive).

	� Use a standardized documentation template that includes date, time, location, and equipment identifiers.

Completion of Job

When the job ends, the Foreman or Superintendent closes the loop with Dispatch to confirm delivery and 
coordinate equipment return.

Confirm Delivery

Purpose

Confirming delivery helps the department:

	� Verify the job site received the equipment at the correct location

	� Confirm operating condition before return

	� Reduce miscommunication that can lead to delays or misplaced equipment

Procedure

The Foreman or Superintendent:

	� Contacts the Dispatcher using the designated communication channel (phone, radio, or messaging app).
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	� Provides the Dispatcher with:

	� Job number or identifier

	� Equipment type and serial number

	� Location of delivery

	� Confirms the Dispatcher received the information and recorded the delivery successfully.

Report Completion

Purpose

Completion reporting supports accurate records and continuous improvement.

Report contents

Include:

	� Job number/identifier

	� Equipment type and serial number

	� Delivery location

	� Work summary, including challenges or issues

	� Supporting documentation (as needed):

	� Photos/videos

	� Test results or QC notes

	� Project Foreman feedback

This information helps the department:

	� Maintain accurate records and track job performance

	� Identify trends and recurring issues

	� Improve planning, scheduling, and customer satisfaction

Coordinate Equipment Return
The Foreman or Superintendent:

	� Contacts the Dispatcher to schedule pickup.

	� Prepares required documents for the return process:

	� Job completion report

	� Equipment inspection reports

	� Any required documentation or certifications

Coordination helps the department:

	� Prevent lost or misplaced equipment

	� Trigger maintenance/inspection workflows immediately upon return

	� Improve communication across stakeholders
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Equipment Return

Purpose
Equipment Return ensures the team returns equipment to the yard (or designated location), inspects it, stores 
it correctly, and prepares it for future use.

Responsibilities
	� Department personnel return equipment to the yard or designated location after each use.

	� Equipment Operators / Maintenance Personnel inspect equipment before return and report damage/
issues.

	� Yard Staff receive returned equipment, inspect it, record issues, and store it properly.

Procedure
1.	 Pre-return inspection

The Equipment Operator/Maintenance Personnel inspect the equipment and confirm:
	� The equipment operates correctly
	� Safety features function as intended
	� No damage or wear affects performance or safety

2.	 Report issues

If the operator finds issues or damage, they complete a Maintenance Report (Appendix A) and submit it 
to the Maintenance Supervisor.

3.	 Return equipment

After inspection, the operator:
	� Secures or removes tools and accessories
	� Cleans the equipment as needed
	� Returns the equipment to the designated location

4.	 Yard receipt

Yard Staff:
	� Inspect the equipment for damage and wear
	� Record issues on the Yard Receipt Form (Appendix B)
	� Store the equipment in its assigned bay or designated area

5.	 Maintenance and storage

Yard Staff maintain storage conditions by:
	� Cleaning and lubricating moving parts as needed
	� Storing equipment in a dry, ventilated area
	� Protecting equipment from weather exposure

6.	 Availability for future use

Yard Staff stage equipment so it remains:
	� Visible and accessible
	� Stored correctly and maintained
	� Ready for issue as needed



11-6	 SECTION 11

	 Equipment Manual

Guidelines
	� Follow all safety procedures when handling equipment and wear required PPE.

	� Report equipment damage/issues to the Maintenance Supervisor within 24 hours of discovery or 
occurrence.

	� Maintain return and storage records, including condition and maintenance performed.

Internal or Outsourced Trucking

The department transports equipment using internal trucking or outsourced trucking based on project needs 
and operational constraints.

Internal Trucking Services
The Equipment Department uses its own fleet and logistics team when internal capacity fits the move. The 
department typically uses internal trucking for:

	� Short-distance moves (less than 50 miles)

	� Moves requiring specialized handling

	� Budget-sensitive projects where cost drives the decision

The logistics team maintains documentation and tracking for internal moves.

Outsourced Trucking Services
The department uses outsourced trucking when distance, equipment weight, timing, or specialized 
requirements exceed internal capabilities. The team works with third-party providers to:

	� Maintain compliance with applicable regulations and standards

	� Schedule and coordinate delivery

	� Monitor transit time and communicate issues quickly

The department maintains relationships with qualified providers to support reliable service and competitive 
pricing.

Procedure
1.	 Select internal or outsourced trucking based on distance, weight, timeline, and budget.

2.	 Schedule and plan the move with the internal logistics team or outsourced provider.

3.	 Confirm documentation and tracking requirements before dispatch.

4.	 Monitor transit progress and communicate issues quickly to protect delivery timelines.

Guidelines
Consider:

	� Distance: Internal works well for short moves; longer distances often require outsourcing.

	� Equipment weight: Heavy loads may exceed internal capacity or require specialized hauling.

	� Budget: Internal may reduce costs for short, lower-weight moves; outsourcing may offer flexibility and 
better fit for complex moves.
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Alternate Location

Purpose
When the original delivery site does not support safe or feasible delivery, the team selects an alternate 
location (staging area, nearby facility, transfer point) to protect safety and delivery success.

Procedure
1.	 Identify onsite requirements: Review project requests, specifications, and special constraints that affect 

delivery location.

2.	 Evaluate transportation feasibility: Consider road conditions, weather, access restrictions, and 
infrastructure limitations.

3.	 Select an alternate location: Choose a practical staging/transfer location when the original site cannot 
support delivery.

4.	 Notify stakeholders: Inform the Project Manager and other stakeholders of the location change.

5.	 Update logistics: Adjust schedules and coordinate changes with transportation providers and involved 
parties.

Example
A project requires equipment delivery to a remote site with limited access. The team stages equipment near 
the main road network, then transfers it to a suitable vehicle for final delivery. The team evaluates:

	� Equipment dimensions and weight
	� Road clearance and constraints
	� Lifting/rigging requirements for transfer
	� Safety procedures for the environment and work conditions

Equipment Arrival Procedure

Purpose
When equipment arrives at a facility, the Equipment Department receives it, inspects it, documents condition, 
and prepares it for use.

Procedure
1.	 Unload equipment: Unload equipment promptly after arrival. Department staff coordinate with the 

delivery team for safe unloading.

2.	 Inspect equipment: Inspect equipment and check for:

	� Physical damage (dents, cracks, scratches)

	� Electrical damage (broken cords/connectors)

	� Missing components/accessories

	� Signs of misuse or neglect

3.	 Prepare equipment for use:

	� Clean/sanitize as needed

	� Charge batteries (if applicable)

	� Test functions and verify operation

	� Document defects or damage found during inspection
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Documentation
Record in the inventory system:

	� Arrival date

	� Equipment description (serial number and distinguishing features)

	� Defects/damage noted

	� Equipment status (ready, restricted, needs repair)

Exceptions
If equipment arrives damaged/defective, follow claim/reporting procedures with the manufacturer or supplier.

Site Contact

Purpose
A site contact ensures clear communication during delivery and setup to reduce delays and resolve issues 
quickly.

Responsibilities
	� The Equipment Department provides the site contact’s name, phone number, and email to the driver.

	� The driver contacts the site contact upon arrival and coordinates setup.

	� The site contact coordinates staging/setup and helps resolve issues or obstacles.

Procedure
1.	 The driver contacts the site contact upon arrival.

2.	 The site contact provides setup information, including:

	� Storage/staging locations

	� Power availability (if applicable)

	� Hazards or obstacles

3.	 The driver confirms the information and proceeds with setup coordination.

4.	 The site contact and driver address issues quickly to minimize downtime.

Guidelines
	� If the driver cannot reach the site contact, the driver follows emergency protocols and contacts the 

Equipment Department for support.

	� Apply the Site Contact procedure to all deliveries regardless of size or complexity.

Documentation
Maintain a record of site contacts and key communications in the department’s record system for audit 
support and trend tracking.

Receipt Recording

Purpose
Receipt Recording documents incoming equipment accurately and captures condition upon arrival to support 
accountability and inventory control.
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Procedure
	� Initial inspection: Inspect the equipment on receipt and document condition.

	� Visual examination: Take clear photos from multiple angles (front, back, top, sides).

	� Functional testing: Test equipment and document any malfunctions.

	� Collect equipment information: Record:

	� Model/serial number and manufacturer specifications

	� Equipment type/category

	� Condition rating (excellent, good, fair, poor)

	� Complete receipt form: Fill out the Equipment Receipt Form:

	� Equipment description

	� Condition on receipt

	� Defects/damage

	� Serial/specifications (as applicable)

	� Review documentation: Confirm the form is complete and accurate.

	� Store equipment properly: Place equipment in the designated area using correct handling and storage 
procedures.

Guidelines
	� Take clear, well-lit photos to create a reliable condition record.

	� Report defects/damage immediately and follow issue-resolution procedures.

	� Update the equipment database promptly to maintain accurate inventory records.

Delivery to Jobsite

Purpose
Delivery to Jobsite transports equipment from the facility to the job site safely and on schedule.

Procedure
1.	 Pre-delivery checks: Confirm the shipment includes all required items:

	� Equipment documentation (manuals, certifications, etc.)

	� Tools and accessories required for the job

	� Special handling/storage requirements from specifications

2.	 Labeling and marking: Label equipment with the project number, equipment type, and relevant 
maintenance information (as applicable).

3.	 Transportation: Use company vehicles, rental trucks, or contracted services. Load and secure equipment 
properly and comply with safety regulations.

4.	 Job-site arrival and setup:

	� Inspect the setup area for hazards/obstacles

	� Position equipment safely and accessibly (power, drainage, weather exposure)

	� Test equipment and complete any required checks before service

5.	 Equipment handover: Brief the recipient on condition, capabilities, and operating requirements.
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6.	 Documentation: Update records to reflect delivery status and document issues encountered during 
transport or setup.

Guidelines
	� Load securement: Secure equipment to prevent shifting or falling during transit.

	� Route planning: Plan routes to reduce travel time and avoid hazards and severe weather when possible.

	� Driver training: Confirm drivers meet training requirements and hold a valid CDL when required.

Quality Control
	� Maintain inspection and test records completed during delivery.

	� Verify equipment condition before departure and upon job-site arrival.
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