Asset Maintenance and Monitoring Protocols

This document outlines the standard protocols for maintenance and monitoring of organizational assets to ensure
optimal functioning, prolong asset life, and comply with regulatory standards.

1. Asset Identification and Categorization

e Create and maintain an Asset Register with unique IDs for each asset.
e Categorize assets by type, criticality, and maintenance requirements.

2. Maintenance Schedule

Asset Type Inspection Routine Maintenance Responsible
Frequency Personnel

HVAC Units  Monthly Filter cleaning, System check Maintenance Technician

m Quarterly Software updates, Hardware IT Specialist

Equipment inspection

Generators Monthly Qil check, Test runs Facility Supervisor

3. Monitoring Procedures

1. Install monitoring tools and sensors where applicable (e.g., temperature, usage hours).
2. Maintain logs of asset performance and event history.
3. Automate alerts for anomalies or maintenance due dates.

4. Reporting and Record-Keeping

¢ Record all maintenance activities in the Asset Register.
e Prepare periodic reports for management review.
¢ Archive maintenance logs as per regulatory requirements.

5. Response and Escalation Protocols

1. Immediate assessment of reported issues by responsible personnel.
2. Escalation to management if critical failure is detected.
3. Document corrective actions and preventive measures.

Important Notes

e Regularly review and update this protocol to reflect changes in assets or regulations.

¢ Training for personnel is essential for effective implementation.

e Documentation accuracy is vital for compliance and asset life extension.

¢ Proactive monitoring reduces risk of unexpected failures and operational interruptions.
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