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PURPOSE: 
 
To establish a standardized policy for the reporting of apparatus and equipment 
maintenance issues 
 
 
GENERAL ORDER: 
 

Any personnel discovering an apparatus or equipment maintenance issue shall 
immediately report the item to the on-duty supervisor who shall then take one of 
the following actions: 
 

 Properly complete the Maintenance Work Order in the electronic reporting 
software. 

OR 

 Have the person reporting the issue properly complete a written request 
and present it to the on-duty officer who shall then ensure the form is 
properly completed and complete the Maintenance Work Order in the 
electronic reporting software. 
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