Tool Room Work Orders



Purpose:   Approval and scheduling of tool room work orders
Scope:       Support the process for handling tool room work orders through various departments.   

1. Engineering shall be responsible for the initial set-up of the preventative maintenance schedule on the tools per Tool Preventative Maintenance Schedule 70.7861TR. 

2. Tool Room Work Orders are created in the IQMS MRO System. The history of the tool room work orders will automatically be kept on file in the IQMS MRO Module.

3. The Tool Room Work Order is then sent via IQMS MRO System to the Production Manager for an initial review to determine if the issue is related to tooling or process.

4. If the work order is related to tooling, the Production Manager will assign the work order and priority level to the Tool Room Manager or to the VP of Engineering, depending on the severity of the issue, for approval.

5. The VP of Engineering will decide whether the customer is to be billed for the work.

6. Non-Billable Work—Follow normal 70.7851TR Work Instructions

7. Billable Work—Engineering will:

a. Work with the Tool Room to determine the due date for the work to be completed.

b. Start a new tooling project. A project number will be assigned through the IQMS system.

c. If the work order is related to processing, the Production Manager will delete the work order and explain to the individual requesting the work order why it was deleted.
8. The Tool Room Manager shall assign the work order to tool room personnel.

When a work order is assigned, the IQMS MRO system automatically emails the task to tool room personnel. The work order will also be displayed on the work order log dashboard in the IQMS MRO system.
1. Once the work order job is complete, the tool room personnel shall enter the completion date and how the tasks were repaired into the IQMS MRO System along with the total hours.

2. Completed work orders will be displayed in IQMS.

3. Routine preventive maintenance reports are generated by IQMS.

a. are not subject to approval.

4. Tool Room Work Orders are not required for the following items:

a. Immediate press requests. Work Orders may be generated later at the Tool Room Manager's discretion.

Reference Material:

Work Instructions

70.7861TR Tool Preventive Maintenance
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