MAINTENANCE RECORDKEEPING POLICY 
Effective Date: February 2014
Policy:  To assure appropriate recordkeeping is maintained by the Maintenance Department. 
Policy Specifications:  
1. The Maintenance Director is responsible for maintaining the following records/reports:

a. Monthly inspection of building;
b. Work order requests;
c. Maintenance schedules;
d. Authorized vendor listing;
e. Warranties and guarantees;
f. Fire and disaster drill records;
g. Manufacturer’s guidelines for equipment and medical devices.

2. Records shall be maintained in the Maintenance Director’s office.
