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5.1.3 Enter page-out emergency repairs to appropriate Supervisor’s or 
assigned trade technician as appropriate. Put in appropriate trade box for 
recording.   

5.1.4 Update “Action Box” in ACT 1000 Work Order Maintenance showing 
status, which includes dates. Close out completed work order with time, 
labor and materials.   

  5.1.5 Return all closed out work orders forms to the Trade Supervisor. 

 

6.0 ASSOCIATED DOCUMENTS:  

6.1 Work Order/Estimate Request Form #MOP-F010 

6.2 Detailed Work Order Request form from Act 1000 Work Order Maintenance System 

6.3   Work Order Job Estimate form #MOP-F005 

 

6.3 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection 

Work Orders Act 1000 1999 to present Discard as 
desired 
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