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1. PURPOSE

This procedure intends to provide the Parole and Probaton Administration the standard
approach and the detailed sbps of activities or couBe of action to be obsen/ed by the
Property and Supply Officer in order to accurately perform the process and procedures.

2. SCOPE

This procedure applies only or specifically on the prevention maintenance for the Department
of Justice-Parole and Probation Mministration on hovv to carry out activites and tasks, which
includes ttrc guklelines, procedures and forms needed in the preventi\re maintenance of
properties

DOJ-PPA - refurs to the Parole and Probation Administration
PSO - refers to the Property and Supply Officer
MOV - Means of Verification (source document to validate the data)
TSC - Technical Support Crrnmittee
GSS - General Services Section (Central Office)

4. RESPONSIBILITIES:

5, PROCEDURE DETAILS

Person Responsible Functions / Responsibilities
RevieY the prgrentive maintenance schedule for
computers and facilities

Property and Supply Officer Draft the Preventive Maintenance Schedules and
closely monitor the proper implementaUon to ensure
the proper rnaintenanae of the equipment

Actavity Inputs Person
Reeponsible

Control Mechanism Output
Criteria MOV

1. Reviews the
preventive
maintenance
schedule for
computers and
facilities

Inventory of
Infrastructure
Status of
Functionality

Administrator/
Regional
Director/
Property and
Supply Officers
(PSo);
Technical
Support
Committee;
General

Timely
submission
of rhedule
on
preventive
mainEnarr
e durirE
planning

*Calendar

of Activities
*Annual

Inventory
*Annual

Pre\r'entive
Maintenanc
e Form

Annual
Preventive
Maintenance

3. DEFINITIOT OF TERI{S:

Administrator, Regional Director
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Services
Section

2.Management
reviews and
annua I

preventive
maintenance
proqram

Annual
Pro/entive
Maintenance

Adminisb-ator/
Regional
Director/ PSO/
General
Services Section

Accuracy
and
Completen€
ss of data
or
infonnation

xDocument

Monitoring
Sheet
iOcular
inspection

Annual
Preventive
Maintenance

3.Implement
the preventive
maintenance
activities on
sctEdule

{o- Accomplishm
ent Reporu
Status on
Preventive
Maintenance

Infrastructu re
Maintenance

-do {o
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ANNUAL INVENTORY (Us€ the existing fo.m)
Covered Period : January - December
Revision: O

Date of Issuance

Prepared by: Revievred and Approved by:

I\aamc Name

Equipment/
Facility
Component

Code o.
(no.-
year)

Specffication Date
Purchased

Responsible Stahrs
(Functional/
Repair/
Disooeal)

1. ACU 001-2017
2. Printer 001-2017
3. Table 001-2017
4. Table oo2-2017
5. Chairs 001-2017
6.
7
8.
9
10.
11.
12,
13.
t4.
15.
15.
t7.
18
19.

z0
21.
22
23
24

I

tT--
I
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ANNUAL PREVENTWE MAIIITENANCE for DOJ-PPA
Covered Period : January - December
Revision: 0
Date of Issuance

Code
I{o.

(no'-
year)

Mainbnance
Activity

ActiYity
Schedule

Responsible Status
(Compl€t

dl
Deferrcd)

1. Building/
Infrastructur€

Central Offtce
Regional
OfEe/Field
OfEe

Oeaning

Inspection

Daily

Quarterly

lanitorial
Servbes, JOs
AAIV

BuildirE
Administrdtor
/LGUS/GSS

lanitor/lOs
Cleaning
materials

Done daily

2. Compubl Dusting Daily AAIV Cleaning
Materials

Done Daily

Oeaning and
Parts
Inspection

Quarterly TSQSupplier Computer
Tools/USB
External
Harddrives

Systems
Updating

Quarterly TSgSupplier

Data Back-up

3. Printer Dusting Daily AAIV Cleaning
Materials

Done Daily

Equipment/
Facitity
Component

Resources
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Inspection Quarterly PSOTRU

4. Aircon Dusting Daily AAIV/JOs/
lanitors

Cleaning
Materials
Ja n itors/J Os

Oeaning/Parts
Inspection

Semi Annually Serv'lce
provider

Service
Providers

5. Cars Periodic
l@0km/l m

Finished

5000km/3m Finished

10000km/6m

7 t 6rfryrh-l-

Prepared Rwiewed by: Approved by:

oTro* TEAM ,#ane.ALcAt-A
OIC Deputy Administrator

OMS Team Leader
OIC Administrator

JULTTO DIRAY

Date: l|lXtn Date: Date: A'cA--ry

Car
supplier/GSS/
PSO


