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	Facility/Equipment Maintenance Work Instruction
Owner/ Department: IBU-BAH,Corporate



	Overview 
	Maintenance System to be implemented for SMSA premises and equipment’s. To identify any repairers or action to be taken to fix or replace equipment’s /assists to ensure its efficient performance.  Also maintaining a safe and clean work place through accurate reports, as well as reduction of maintenance cost effectively through a maintenance plan



	Persons Affected
	All SMSA employees

	Work Instruction
	Maintenance Criteria 
SN
Electricity
Fixed Assets

Building Maintenance 
1

LED/Emergency Lights and Signages
Operation Machinery
General Hygiene (Cleaning, Pest control, etc.)
2

 General Power Outage 
Racking system
Construction (Floor and ceiling Repaper, Wall Cracks. Painting. etc.) 
3

Power Points/Data Point
IT Supplies/TVs
Doors and Shutters 
4

Air Conditions/exhaust fans
Lockers and Safes
Wall Frames and signages 
5
Pantry equipment’s (fridge, Microwave, etc.)
Fire Equipments
6
Weighing scales 

Plumbing 
7
Chairs, Tables 

8
Security Equipments 

Maintenance Process:
· All Maintenance requests to be logged in through ticketing System (CORE).
· Ensure ticket to be addressed to the right category for assigned employee group area (BAH-ADMINSTARTION) and assigned group (BH-ADMIN-MAINTENANCE) with all information and justification needed. 
· Ticket resolving severity as below:
High

Normal

Low

3 days

5 Days

7 days

· High: Ticket effect Business Continuity or HSE.
· Normal and Low: All other maintenance excluding high, depending on urgency evaluated against request. 

· Maintenance in charge to Update the ticket process to reassure their problem is under process or resolved.
·  Ticket Escalation: Not responding Within 24 hours ticket will be escalated as per the below criteria.

· 1- Maintenance in Charge.

· 2- HR and Admin Supervisor.

· 3- SLS Manager.
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