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	Contract/Client NAME:
	
	REV- 001 

	Week Dates:
	
	

	No.
	Checklist to keep work on schedule
	CHECKED SATISFACTORY

	
	
	N/A
	YES
	NO

	7 Day Daily/continuous Checklist for Work Management Center Supervisor/Manager.
	
	
	

	Every day/continuous
	
	
	

	1
	Have all emergency/priority 1 work orders been assigned?
	|_|
	|_|
	|_|

	2
	Have all urgent/priority 2 work orders been assigned?
	|_|
	|_|
	|_|

	3
	Have works orders requiring rescheduling been identified?
	|_|
	|_|
	|_|

	4
	Have work orders requiring rescheduling been resolved for issues preventing assigning?
	|_|
	|_|
	|_|

	5
	Has a Target Finish Date Report been run from the CMMS? 
	|_|
	|_|
	|_|

	6
	Have supervisors been chased to identify work orders at risk of failure?
	|_|
	|_|
	|_|

	7
	Have work orders requiring ‘access requests’ been identified?
	|_|
	|_|
	|_|

	8
	Have repeated access requests been made and recorded in the CMMS?
	|_|
	|_|
	|_|

	9
	Have work orders requiring parts been identified?
	|_|
	|_|
	|_|

	10
	Have suppliers been chased for update/priority service?
	|_|
	|_|
	|_|

	11
	Have requester enquiries been responded to?
	|_|
	|_|
	|_|

	12
	Have the communications logs within the CMMS been updated?
	|_|
	|_|
	|_|

	13
	Has any personnel/team been/at risk of being overloaded? 
	|_|
	|_|
	|_|

	14
	Have high impact/profile or statutory infringements work orders been identified?
	|_|
	|_|
	|_|

	15
	Have high impact/profile or statutory infringements work orders been prioritized?
	|_|
	|_|
	|_|

	Mid-week
	
	
	

	16
	Have access requests been recorded in the CMMS and escalated to the client/other as necessary?
	|_|
	|_|
	|_|

	17
	Has the CMMS been checked for duplicate work orders?
	|_|
	|_|
	|_|

	18
	Have work orders been grouped and assigned based on geography to maximize efficiency?
	|_|
	|_|
	|_|

	19
	Have work orders requiring multiple trades been identified?
	|_|
	|_|
	|_|

	20
	Have the supervisors of multiple trade work orders been made aware, coordinated?
	|_|
	|_|
	|_|

	21
	Have corrective maintenance work orders been efficiently combined with help desk work orders?
	|_|
	|_|
	|_|

	22
	Have requesters of work orders necessarily rescheduled and advised of the new dates? 
	|_|
	|_|
	|_|

	23
	Have work orders requiring parts been work flowed to stores/suppliers/purchasers?
	|_|
	|_|
	|_|

	24
	Has the average completion time for low priority work orders been reviewed?
	|_|
	|_|
	|_|

	25
	Has performance/risk/issues report been made to the manager/senior manager?
	|_|
	|_|
	|_|

	No.
	Comments
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	Work Management Center Supervisor signature:
	Line Manager signature:

	
	



EOM-ZW0-TP-000001 Rev 000 	Level - 3-E - External	Page 1 of 1
Electronic documents once printed, are uncontrolled and may become out-dated. Refer to ECMS for current revision.

image1.emf









