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1. PURPOSE

Maintenance and Repair Operations

One of the department’s primary roles is to keep all vehicles and equipment in safe and operational condition.
This includes preventive maintenance, inspections, repairs, troubleshooting mechanical problems, and
replacing damaged parts to minimize downtime and avoid delays in construction activities.

Support for Project Operations

The motor pool department supports the daily construction activities by ensuring that transportation and
equipment needs are available on time. This includes dispatching operators and drivers, supplying fuel and
lubricants, coordinating equipment mobilization, and helping maintain continuous workflow at the project
site.

2. SCOPE
Preventive Maintenance and Repair
e Conducting regular inspections and preventive maintenance
e Performing repairs and troubleshooting mechanical issues
e Coordinating major repairs and replacement of parts
Documentation and Reporting
o Preparing maintenance reports, incident reports, and utilization reports
o Keeping records of repairs, downtime, and equipment history
e Monitoring registration, permits, and insurance documents
Safety and Compliance
o Ensuring vehicles and equipment are safe for operation

e Conducting safety inspections and compliance checks
e Supporting implementation of company safety standards
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3. RESPONSIBILITIES
Role Responsibility
Service Advisor Receiving and Evaluating Repair Concerns
Warehouse Checker Documentation and Record Keeping
Mechanics Repair and Troubleshooting
Auto Electricians Repair and Replacement of Electrical Components
Welders Reinforcement and Modification of Equipment

Tire man Preventive Tire Maintenance

4. PROCEDURES

MAINTENANCE REQUEST

1. On Odoo Dashboard https://arkyconstruct.odoo.com/odoo, click Helpdesk App.
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2. Go to Customer Care and click Tickets.

%5 Helpdesk Overview Tickets Reporting ~Configuration o T A ® @ ArkyConstruction and Supply ¥l

Helpdesk Overview & ‘ Q Search

1171 < >
My Tickets 0 0 0 My Performance 0 /%
Open Tickets Tickets High Priority Urgent Today Closed Tickets SLA Success Rate
Avg Open Hours Oh Oh oh Avg Last 7 days 0 /%
Failed Tickets 0 0 o Daily Target 1 85%

Customer Care

& customer-care@arkyconstests.odoo.com

Tickets Closed 0
32 0 s o
Open Unassigned Urgent Failed
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3. You will see here all the report tickets. Check for new “Service Request”.

4. Once you check the new Service Request, Go back to “Odoo Dashboard” and Click “Maintenance

App”.

J ' 3 a Z N
Discuss Calendar Appointments Properties To-do Knowledge

il AW gl <

B 1T =
Contacts Dashboards Al Documents Planning Helpdesk

- L2 Q X)

L 4 -

Website Maintenance Employees Appraisals Recruitment Referrals
/‘ 0. Q. AL
= = A | 4

Fleet Time Off Expenses Approvals Phone Apps

4.When you opened the Maintenance app, click the “Corrective Maintenance”

f Maintenance Dashboard Maintenance  Equipment Reporting  Configuration

Maintenance Teams # ‘ Q Search... v

Corrective Maintenance Team Preventive Maintenance Team

9fscheduled 16To Do 11 Scheduled
4 Top Priorities

9Top Priorities
7 Unscheduled 5 Unscheduled

[TERNeS)
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5. To make a new Maintenance Request, Click “New”

f Maintenance Dashboard Maintenance  Equipment  Reporting Configuration
t.l.uuir'l.ﬂl-:r Tearna
- x o
m aintanance Requests € Q, R Corrective Maintenarce Team n Open -

MNew Rjeq‘u% + Waiting For Parts + In Progress + Ri

& 1o 1M
EQS525 Toyota Hilux EQ0Z2 Dumptruck 12W EQ524 Transit Mixer 10W E
Machal Brioso Dencrigwien Victar Dexniewien Victor ]
B2 S HILLRGPARCH B LHE T 162 95 (HILLEX) ECHIAA MK SBT3l SR AT ES4 7 (DLIMP ECI58_ T RANSIT BBERSLLSSEUS A HAT Fht E
@ L2 TRLICK 12 WHEELER) [TRAMSIT MIXER) [
L May 5. 4:00 Abd Py 7. 5:00 A
EQI05 Road Vibratory Roller (o] B @ B
Mechal Brinso E
EC015_DLIMP TRUCKSLE ZAELSDZEC 190545 EQ401 Grader EQZ28 Transit Mixer 10W L]
[DUMAP TRLWCK 10 WHEELER) Dhemsrpsiony Wiclor Dy ryegriss Wi Laar E
6 o ECEEDT_GRALIERACL T AHOCHAT S EClA88 T RANSIT BALCERSL £S5 S UOALE 505 I
L [GRADER) [TRAMSIT MIXER)
EQEE1 Backhoe WT Apr 24, 3:00 AM May 6. 5:00 AM
Machel Brioso o] B @ B E
ECIE81_RACKHOE/HHIHZA12P0001127 ]
[BACKHOIE) prod. Genset EQO01 DTI0W E
Mow 19, 2025, 2:00 PM Dhenscryestieny Wil Dy rysviesns Wichar
o ) production genset ECQ001_DUBAP TRUCKSLZZSELSD2ZHAT TR0 4
b D 12, 2025, 500 A0 [OLIMP TRUCE 10 WHEELER]) E
EQO54 Transit Mixer aQ (o | Hpr 23, 3:00 A b
Mechel Brinsa o o E
E054_TRAMSIT MIXER/LIZSBLSDNGATDZ162 EQ344 Isuzu Boom Truck

6. Input first the requested Equipment for maintenance, go to Equipment, search the EQ number and click
the same EQ number that will appear below

f Maintenance Dashboard Maintenance Equipment Reporting Configuration

| Me | Maintenance Teams Maintenance Requests

W I New & o x
Cancel | Mew Request > Whaiting For Parts In Progress Recommended for PMS Repaired Cleared Clearance

Request In Progress
EQ820 Trailer Head 10W
Created By i Dexnevien Wictor Teamn Corrective Maintenance Team
For Equipment Responsible
Equipment EQEZD - Scheduled Date *
Worksheet 1&\ I EQ820_TRACTOR HEAD/LZZSCLVBGFADIGTOD I:-ch:dulcd End’
Maintenance Type et R Tricrity

Create and edit.

Search more_.

Maotes Instructions
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7. Input the Responsible motor-pool personnel for the maintenance, put the Schedule date, and Schedule
end then the “priority stars”.

J Maintenance Dashboard Maintemance Eguipment Reporting Configuration

| Maintenance Teams / Maintenance Requests

| New | £1820 Trailer Head 10W &

Cancel Mew Request P Waiting For Parts In Progress Recommended for PMS Repaired Cleared Clearance
Request In Progress
Created By é Dexnevien Victor Team Corrective Maintenance Team
For Equipment Responsible arky construction and supply, Dexnevien Vi..
Equipment EQS20_TRACTOR HEADYLZZSCLVEEFA... Scheduled Date ? |May 13, 11:00 AM |
Waorksheet Template * Scheduled End ©  [May 13, 12200 PM
Category TRACTOR HEAD Priority :

Maintenance Type O Corrective
Preventive
Motes Instructions
8. Go to Note, Input the Requested maintenance and the technicians
‘P Maintenance  Dashboard Maintenance  Equipment  Reporting Configuration
M | Maintenance TEams MMaintenance ReEquUeEsts
ECH20 Trailer Head 10W £ £
Cancel | My Regquest -> Waiting For Parts In Progress Recommended for PRMS Repaired Cleared Clearance
Request In Progress
EQ820 Trailer Head 10W
Created By é Drescrvevien Victor Team Corrective Maintenance Team
Faor Equipment Responsi ble arky construction and supply, Dexnevien Vi
Eqquiarment EQB20 TRACTOR HEADYLZZSCLVBGFA. .. Scheduled Date 7 May 13, 11:00 AM
Waorksheet Template 7 Scheduled End © May 13, 12:00 PM
Category TRACTOR HEAD Priority
Maintenance Type O Corrective
/’)&mim
Motes Instrsctions
- _ene il [ Eih iE] EI it I

= Technicians:
-Jastine masamoc

-Bryan Meaza
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9. Go to Instructions and input the steps of Checking then serve the Service Order and Equipment
Inspection Checklist to the technicians.

cF Faintenanss Drashibesard LS F L EE Ty Exgiiliniriant Faprorting Conflguration

T FMasntenance Teams Bdainmtenance Reqursic
ECBE20 Traker Head 1000W €8 [+ T
"

Cancel Mew Request > Waiting For Parts I Progress Recommended for PRS Repaired Cleared Clearance
Equiprmant ECIEA0_THALTOR HEADLESS DLV BGES,.. Scheduled Date " Bay 13 11:00 Ak

Worksheet Termplate © Scheduled End © Moy 13, 1500 P

Category TRACTOHE HEALY Dri.:lril:ll

Maintenance Type O Corrective

F‘lw-lin‘ti—“/
Pt Instructions

Comacect Whalk-Around Inspection
Check Engine Cul

Chack Coolant Lesel

Check Brake System

Check Tires and Whaals

Chech Battery Comdition

Check Lights and Electrical System
Check Air and Fuel System

Check Stesring and Suspension

Chack Tramermission and Clutch

Inspect Traller Connection Componenis
Start the Engine

Perform Functional Test

/"—l?l(_/l

Checklist
[Pre-inspection [Pousea: T ]
AR I e o —
[Eavipment 10 Wumber: _#=0 [owe: BE/ 5728 ]
I—‘—:mmmn.Mk =T

s odormeer ]
AR NT RTATLE EEROET [RRicE ORDIFE] E

Suspension and Steering:

TR e TR

wheel for excessive play
Exhans Systerm:

leaks, damage, and rust
Creck cataivuic canverter for damage or ciEEnE.
Fiuids snd Lubricants

and "

2 pplicaie
Creex airterential fuid tevel it applicaste
Body and Exterior:

—— S — Sl ey S b o e
o e e e e e e o
—_— __.__E i o =
%— - e L
: .:

inspect headlights, tailights, turn signals
e = —_ - = — and brake fights.

Check horm funciionaity.

- = 1 n ot wtrmizbactd hpers ars eshor.
- . Cmecn scamatertioar mevers
— { e
'n%l- _mm— _ri-{lw__—tl_. e o e P S
i 1 | Checkedy:
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10. Once the Technicians started the checking. Go back to Notes and input the Started date, then click In

Progress to state the equipment is now under inspection.
& Maintenance Repaorting

e https://arkvconstruction.ph

haintenamoe ¥ n-l'lfigl iratican

Lrashomrd Eqquipmant

Paintenance Teams Baintenance Requests

Mew | EAnz0 Trailer Head 10W 43

Cancel Mew Recuest Waiting For Pﬂrl4 * I Progress > Recommended for PMS R parirecd Cleared Clearance

EQ820 lrailler Head 10W

Created By ‘ Diexnevien Wictor Team Corrective Maintenance Teamn
For Ecpuipmeni Responsible arky constrection and supply, Desnedien Vi
Eqquiprment ECE20 TRACTOR HEAD/LZZSCLVHERA., Scheduled Date Py 13, 11:00 Abkd

Worksheet Template Scheduled End ’ By 13, 12:00 P

Categary TRACTOR HEAD

Priarity

Maintenance Type 0 Caorrective

Pressesntive

Motes Imstrisctions

= Gemeral Checking of wnit
& Technicians
Jastine Masamos
-Bryan Masa
I » Started date: may 13, 2026 I

11. If the Checking is done, the technician will turn over the complete SO (service order) and Checklist
provided the corrective action to the motor pool head.

- l

= <<

Equipment Inspection Checklist

[ preinspection | [Passes: T~ | A.
[ Jposvinspecton | e —
Equipment ID Number: 520 [Bate: 05/ G726 ]
[Driver Name: ST LS [Odameter:
EQUIPMENT STATUS REPORT (SERVICE ORDER)
Egine Compartment: Suspension and Steering: ESR/SR#: MP-00001
|Check engine oil level and condition. | Check shock absorbers/struts for leak and wear. -
~ |inspect caolant levei and condition. Inspect stearing linkage and tie rods for wear EQNo.: 520
= |Check transmission fluid lever. 7| and tightaess. m
~_|Inspect power steering fluid level. #_|Test staering wheel for excessive play. Equipment Type:
7 |check brake fluid level. Exhaust System: 5
[~ inspect beits and hoses for wear and inspect exhaust for lesks, demage, snd rust i Spare Parts Required
7 |proper tension. 7 |check catalytic converter for damage or clogging. ¢ | Requestedsy| """ Description of Problem Olagnosis R ity o neaent] pate |t eraf] ComPeted | €
7 |check for ail, coolant, or fuel leaks. Fluids and Lubricants I'm::n“g pamnied EbescW prey Date By:
7 |inspect air place if dirty and suspension - I " - e
[ [check battery terminals for corrosion and applicable. T A ey 2 LTS AT T F ) TEpCraT T Goemt AVl LI Y A Y
Z Jugntness. [ =_|check differential fluid level if applicable. Tine e P hedione o ﬂmmnﬂc,
Grakes: and Exterior: 7 iy qfv_ihbo pecEing
7 |Check brake pads/shoes for wear. 7 |inspect mirrors for damage and proper Yoicc OuE Trpirs [
7 lines for leaks 3 el
[Take brake pedals for proper feel , |Check doors, windows, and locks for proper Tee 5
# [and response. loperation. . Y - TS
7 |inspect brake fluid level and condition. Check for loose or missing trim pieces. ]
Tires: inspect body panelsfor damage, rust,or - AP TEY 2 iy
7 Jcheck tire pressure {including spare tire). # |cerrosion. = 1
Jinsmect tire for tread wear and damage. Tnterior: - -
7 |Rotate tires if necessary. rm gauges and warning lights for praper Actual Activity:
7 Jcheck wheel alignment. fuction. Name Tate. Targrt Hours Actual Time Started Actval Time Finkhed Total Hours Remaria. Vaidated inmedate
ieciat Sytem: nspectseat bets for wear and praper fuction. S 17 03 5 Toow 2 T — T —
 [inspect headiights, tailights, turn signats Equipment: T __._//\;g
and brake lights. 7 |Creck fire extinguisher for proper charge 7
7 _|Check harn functionality. [and placement. y
7 _|Test windshield wipers and washer. i3 Inspect emergency triagles or flares for
7 Jinspec v
7 Jcheck odemeter/Hour meters 7 Jinstall fuel lock
GPS tracking device Remarks:
7 _|inspect fuel censor OPEEATIOBAL
Checked By: &wn Mesn
Joskire. Poemoc
Verified By: Noted By: .
Fen Wichor
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12. Go back to Odoo, and click Maintenance App.

W) S 33 - Zz =

Discuss Calendar Appointments Properties To-do Knowledge

i A & > o+

Contacts Dashboards Al

Documents Planning Helpdesk
- ®. . o
Website Maintenance Employees Appraisals Recruitment Referrals

®

w B B8 A

Fleet Time Off Expenses Approvals Phone Apps

13. Then click the Corrective Maintenance Team.

f Maintenance Dashboard Maintenance  Equipment Reporting  Configuration

Maintenance Teams & Q, Search..

Corrective Maintenance Team Preventive Maintenance Team

39cheduled 16 To Do 11 Scheduled
39

lop Priorities 4 Top Priorities
7 Unscheduled 5 Unscheduled

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any
unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful.




ARKY

CONSTRUCTION & SUPPLY

Pinamarbuhan M , Masbate

Philippines, 5401
333-1258 / +63 9998882759

2% info@arkvconstruct.com

e https://arkvconstruction.ph

14. Once you open the dashboard, go to In Progess then click the EQ number of maintenance request that

you made.
&° Maintenance Dashboard ~Maintenance  Equipment  Reporting ~ Configuration ® 7 Al 9P @ Ay Construction and Supply
m;’.ﬂiﬁ;ﬁ'ﬁ‘;;&;gﬁm o | o BB corective Maintenance Team % Open X Search - [ " | = 5 ~ ®
New Request +  Waiting For Parts + + Recommended for PMS + Repaire
1 / e ¢
EQ525 Toyota Hilux EQ022 Dumptruck 12W EQ820 Trailer Head 10W H EQ192 Prod. Genset EQO87
Mechel Brioso Dexnevien Victor Dexnevien Victor Mechel Brioso Dexnevi
EQ525_HILUX/MRO0JBSDD0G3116299 (HILUX) EQO22_NCX7613/LZZ5EXSD7GA164947 (DUMP EQ820_TRACTOR HEAD/LZZ5CLVBGFA099709 EQ199 Diesel Genset EQO87_
© " TRUCK 12 WHEELER) (TRACTOR HEAD) Dec 15, 2025, 9:30 AM (TRAILE
d May 5, 4:00 AM May 13, 11:00 AM o & May 14,
W o»
EQ105 Road Vibratory Roller (O] m (O]
Mechel Brioso EQ223 DT-10W
EQO15_DUMP TRUCK/LZZAELSD3EC190549 EQ401 Grader EQ524 Transit Mixer 10W Mechel Brioso EQ287
(DUMP TRUCK 10 WHEELER) Dexnevien Victor Dexnevien Victor EQ223_DUMP TRUCK/LZZ5SESD3HA252260 Dexnevi
o = EQ401_GRADER/LCL713HOCH20000199 EQ524_TRANSIT MIXER/LZZ5BLSD2HA179665 (DUMP TRUCK 10 WHEELER) EQ287_
W (GRADER) (TRANSIT MIXER) o o (DUMP
- o an
Q881 Backhoe WT Apr 24, 3:00 AM May 7, 5:00 AM May 14,
Mechel Brioso o [p] o EQ359 Mobile Crane (Crawler type)
EQ881_BACKHOE/HHKHZ412PJ0001127 Mechel Brioso
(BACKHOE) prod. Genset EQ228 Transit Mixer 10W EQ359_CRAWLER CRANE (CRANE) EQ287
Now 19, 2025, 2:00 PM Dexnevien Victor Dexnevien Victor o ° Dexnev.
o & production genset EQ228_TRANSIT MIXER/LZZ5BLSDOFA097205 - EQ287_
b ;
Dec 12, 2025, 9:00 AM (TRANSIT MIXER) EQO60 Bulldozer (DumP
EQO54 Transit Mixer o) May 6, 5:00 AM Mechel Brioso May 1, !
Mechel Brioso (0] a EQO60 Bulldozer (Yishan) (BULLDOZER)
EQO54_TRANSIT MIXER/LZZ5BLSDOGA103182 EQ944 Isuzu Boom Truck o °
(TRANSIT MIXER) Mechel Brioso EQO01 DT10W - EQ286
Now 19, 2025, 2:00 PM EQ944 Isuzu Boom Truck (Boom Truck) Dexnevien Victor EQO73 Excavator (Crawler Type) Dexnevi
~ T Dec 1, 2025, 1:00 PM EQO01_DUMP TRUCK/LZZSELSD2ZHA176014 Aot i EQ286_

15. Go back to Notes and then input the Completed date then click “Repaired” to state the equipment is

now ready to release.
¢P Maintenance

Dashboard  Maintenance  Eguipment

Mlaintenance Teams Maintenance Reguests

| Mew | EQ2820 Trailer Head 10W -]

Cancel Mew Request Waiting For Parts
EQ820 Iraller Head 10W
Created By & Desnevien Victor
For Equipment
Equiprmert EQ820_TRACTOR HEAD/LZZSCLVBGFA.,

Worksheet Template 7
Category TRACTOR HEAD

Maintenance Type O Corrective

Preventive

Motes Instructions

« Gereral Checking of unit
& Technicians:
-lastine masamoc
-Bryan Mesa
= Started date: May 13, 2026
I + Lompleted date: May 13, 2020 l

Reporting

In Progress

Configuration

Recommended for PM5]  Repaired > Cleared Clearance

Team /.,‘C'::’: Maintenance Team

Responsible

arky construction and supply, Dexnevien Vi..
Scheduled Date ”  May 13, 11:00 AM
Scheduled End ©  May 13, 12:00 PM

Pricrity
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16. After the procedure is done, the Motorpool head will send a signed “Post Repair Clearance for
Equipment” including the Service Order and the Equipment Inspection Checklist to the Logistics office.

o T i< >

MR IC o7

Checklist

Post Repair C for T
Préjaspection [passed: [ 7 |
| |Postinspection | [anes: ||
#0000
Equipment ID: §20 [Equipment 1D Number: %20 [Date: 08/ 3/26
Type: Troiler head Briver Name: LOGSTACS [Ddometer:
vl s WA
:Mu s b_e'émm Egine Compartment: Suspension and Steering:
ce Order Numter;. N " Check engine oil level and condition. | check shock absorbers/struts for leak and wear.
Date Started: Wf ) 2028 Date Finish: Movy 13, 2025 = levei and condition. inspect steering finkage and ti rods for wear
= |check transmission fluid lever. 7| and tightness.
~_|Inspect power steering fluid level. [ Test steering wheel for excessive play.
This is to certify that EQ ¥ 2.0 TRALER NEAD ~_|Cheek brake fuid level. Exhaust System:
P Ll belts and hoses for wear and Inspect exhaust for leaks, damage, and rust
" o proper tension. Check catalytic converter for damage or clogging.
Had undergone: Gencre) Check ( nspectio Creck for oil, coolant, or fuel leaks. Fluids and Lubricants
C A Comporents 7 |inspect air filter and replace if dirty. . JLubri i
Check battery terminals for corrosion and applicable.
7 |uightness. Check differential fluid level if applicable.
Braket Body and Exterior:

Inspect mirrars for damage and proper
adjustment.

Check daors, windows, and locks for proper
|operation.

Check for loase or missing trim pieces.
Inspect body panelsfor demage, rust,or

s
Check brake padsjshoes for wear.
inspect brake lines for leaks and damage.
[1ake brake pedals for proper feel

land response.

The equipment/ vehicle is now active and operational. inspect brake fluid level and condition.

o
N \E\\ NN N

Check tire pressura (including spare tire). corrasion.
Comformed by: Inspect tire for tread wear and damage. Interior:
Rotate tires if necessary. | Test gauges and warning lights for proper
Check wheel alignment. fuction.
cal System: inspect seat belts for wear and proper fuction.
Driver/ Operator Inspect headlights, tailights, turn signals Safety Equipment:
|and brake lights. 7 |cneck fire extinguisher for proper charge
Check harn functionality. | |and placement.
Checked by: Test windshield wipers and washer. ’ Inspect emergency triagles or flares for
7 v a condition.
Check odometer/Hour meters 7 Jinstall fuel lock
GPS tracking device Remarks:
Inspect fuel censor OPERATORAL
Checked By: Bryon Mean
Joshine Hasamoc
Verified By: Noted By: -
Sen Sicher

A IR IK >

EQUIPMENT STATUS REPORT (SERVICE ORDER)
ESR/SR # : MP-00001 -

EQNo.: 20
Type: Toiter Head
% Spare Parts Required
Requested o
# |RequestedBy| of Root Cause Analysis (Corrective Action /|  Date Data Dator| CoMPletad | Complated
Action) | Req: Parts Duts By:

O S ST T AT 7 W t—Cowpaents Aot op Jor | Gorerat \V/ia X |o5/5 /2L [Peam
’\k.‘ingy_«? \3“!& ey ob Wasamd7
2 Cainnls, e o1 ¥
Proyect 5\vve %«m" evel
) . ke ter
v,

=
Botrery 1 TS
Yledvibnl SyStem
Tue | Systom

) Y

Actual Activity:
Name

Date Target Hours ‘Actual Time Started Actual Time Finished otal =
Mo L5/ 538 Q) 11000 1200 s, - "~ Eore — i
Wasmmoc
A
S
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REQUESTING OF PARTS and MATERIALS
1. Write the request parts and materials to a “MRS (material requisition slip)”

< i o .t
NARIKT = T
ONSTR VAN B RUPPLY -
MATERIAL REQUISITION SLIP
" conTrOLH: oate: 05 /WA jz6
. for GE Haject Te SHIP TO:

aTy UNIT DESCRIPTION PRODUCT 1.D. REMARKS
Ho——\:m Hydolic O CW-65)
I il | Frogve OV CON AC) |

10 Tz %\?\%d Bolls [ Feai- Wheel 1

7 Ya  [Myockess Tie TMRZZ S

£ Yoo, [Tire Wwherior  12..00K20

A Vs Wpeless, Tre ESRIF

A Yo |[Pwoke Shoe ( Nowo AT )

3 Yo  [Drake Reorn Spry

C Reor Byake | Howo fiF
APPROVED BY:

REQUESTED BY:.

RECEIVED BY:

ke
2.Go to Odoo, and click Approvals App.

J 4 33 o / ”

Discuss Calendar Appointments Properties To-do Knowledge
B (25 A & g s-
wis
Contacts Dashboards Al Documents Planning Helpdesk
- o. b
Website Maintenance Employees Appraisals Recruitment Referrals
;Q o, Q. ~
. . q
Fleet Time Off Expenses Approvals Phone Apps
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3.Go to “Create RFQ’s” and click New Request”

& Approvals Dashboard My Approvals ~ Manager

WEGELTES S Dashboard &

Business Trip

New Request

Payment Application

New Request

Borrow Items

Car Rental Application

New Request

New Request

Project material request

Cash Advance

New Request

Special Holiday Request

New Request

Leave Request

New Request

4
&

Salary Loan
Salary Loan

Regular Holiday Request

Diesel Request(project)

N

2@ QPO

&

DR/

General Approval

Job Referral Award

Project Equipment

Overtime

Official Business Request

Diesel Request(logistics)

4.Input the “Date” and “Period” of request and the “Reference”

S Approvals

m Dashboard
MNew £F o x

Dashboard

My Approvals  Manager

o T A * @ Arky Construction and Supply m

LSO

123/23 (>

Contract Approval

New Request

Procurement(Materials)

New Request

Procurement(Services)
Services

Credit Line Approval
Credit line approval

New Request

Incentive Bonus Request

Attach Document Submit To Submit Submitted Approved Refused
Approval Subject
Request Owner a arky construction and supply, Dexnevien Vic... Amount  0.00
Category Create RFQ's _——-> Reference I For labo Project site l
Date | May 14,1200 PM |
Period From: May 14, 12:00 PM
to: May 14, 12:00 PM

Products Description Approver(s)

Products Description Warehouse Quantity Unit Vendors

Add a line
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5.Go to “Products” and click “Add a line” to input the request

& Approvals Dashboard My Approvals Manager

Dashboard
New #£# o x

Approval Subject

New

New
Request Owner m arky construction and supply, Dexnevien Vic... Amount 0.00
Category Create RFQ's Reference For labo Project Site
Date May 14, 12:00 PM
Period From: May 14, 12:00 PM
to: May 14, 12:00 PM
Products Description Approver(s)
Products Description Warehouse Quantity Unit Vendors

6.Type the name of the of the parts or material and click “See more” to search and select the right
description of the product

S fpprovals  Deshbosd My Appovals Manager

" Duskbome
CAFPROOEDZ 4% 8 o

Submit To Submit > Submitted Approved Refused

Approval Subject y “"L
APPR0O0602 l oA

Reesisost Ownar T 2dos rnnctaiction and oinnke Nemayien Yic. Amount 0.0

[N

i

Hydraulic 04l Suction Filler HYD-SUCTELI-TLA020
Hydraulic Ol (H G5, Mobil)

Hydrauilic 08l (H- 63, Castrall

Mydraulic Ol {H-f8, Patron)

Reference  For lahn Projert Site

Hydraulsc Oal {11-32, Mobill

Hydraulic Ol (H 22, Castroll

Hydraulic 03l {H-32, Petion)

Hydraulic 03l (H-45, Makil)

use Quantity Unit Wendors

Scarch more..

II hedraudic: oil | - Wdarehouse Bingnme. 100 |

Mok lirne ‘\_"

93 Apgrovals Dasibusd by Appumuals Manager 02 1o @ iy Comtrumionsnd Sup
Dashboard Search: Products ¥
New | sprroneee & % # A
Q[ puctose % (R ik searc nycranioil X e ot () }
T a
Internal Reference  Name Wiebste  Variant Values SoleaPrice Gont Unit F
Approval Subiect oy
APPR00602 HID-SLCTRLT- TG0, Hyebalic O Suction Fiter 000 060 pe |
Hydranlc O tape 88 anct bl 00 000 Pl
Reguest Ouner [ arky censtrut
e | aicoi WeHE  and Casiol 050 o el
EY TmETR / Hyraulc O Wperks  ban Pevon 000 3024762 Pl
Period From: My 14,12 paraulic Ol woeiHAL  brand Mobil 000 R0 Pl
My 14,12 Hydaulic Ol WoeH  and Casrl 000 080 Fail
| Hyetanlic O Wpei R band Pevon 090 000 il
oroducts Descri n
| el [l Hydraulic Oil ypeH4E  brandt Mabil 000 000 Pl
Praducts Description
{ Hyranlc O ype 45 rane Castol 000 om0 pai
—_— Hydranlic Ol e 4 brand Peon 000 0o pal
Add & line.
|
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7. Go to warehouse and click dropdown arrow and make sure to always select the “Warehouse Motorpool”

2-', Approvals Dashboard

Dashboard
SW JAPPRO0G0Z & & X
Attach Document Submit

Approval Subject

APPR00602

Request Owner m arky construction and supply, Dexnevien Vic... Amount

My Approvals  Manager

Category Create RFQ's Reference
Date May 14, 12:00 PM
Period From: May 14, 12:00 PM
to: May 14, 12:00 PM
Products Description Approver(s)
Products Description Warehouse

Hydraulic Qil (H-...

Hydraulic Oil (H-68, Castr|| EaeNEERRNUEET S5 ~

Add a line

Zs Approvals Dashboard

Dashboard
W | APPRO0G02 &
Attach Document Submit

Approval Subject

APPR00602

Request Owner ﬂ arky construction and supphs Devnauian Vi Amount

My Approvals  Manager

Category Create RFQ's
Warehouse Asid
Date May 14, 12:00 PM Warehouse Crusher
Period From: May 14, 12:00 PM Warehouse Production
to: May 14, 12:00 PM IWarehouse Motorpool I
Warehouse Logistic
L Warehouse Tierra Pura
Products Description Approver(s)
Warehouse Litex
Products Description Srerdh TR

Hydraulic Oil (H-... Hydraulic Oil (H-68, Castr -ehouse Pinamarbuhar{ -

Add a line

Warehouse Pinamarbuhan

Warehouse Pinamarbuhan

Submitted Approved
0.00
For labo Project Site
Quantity Unit Vendors
1.00 Pail SJ General Merc...

To Submit Submitted Approved
N.00
or labo Project Site
Quantity Unit Vendors
1.00 Pail SJ General Merc...

Refused |

Refused
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8. Go to “quantity” and put the requested amount, next to “unit” and click dropdown arrow to select the

ul’llt & Approvals  Dashboard My Approvals ~ Manager
Dashboard
W ] APPRO0GO2 2%
Submit Submitted Approved Refused |

APPR00602 |

Request Owner a arky construction and supply, Dexnevien Vic... Amount 0.00

Category Create RFQ's Reference  For labo Project Site
Date May 14, 12:00 PM
Period From: May 14, 12:00 PM

tor May 14, 12:00 PM

Products Description Approver(s)
Products Description Warehouse Unit Vendors
Hydraulic Oil (H-68, Ca... Hydraulic Oil (H-68, Ca... Warehouse Motorpool Pail SJ General Merchandis... @
Add a line

& Approvals Dashboard My Approvals  Manager
Dashboard
| APPRO0602 ¢
Submit Submitted Approved Refused l

Approval Subject
APPR0O0602 (

Request Owner m arky construction and supply, Dexnevien Vic... Amount 0.00

Category Create RFQ's Reference For labo Project Site
Date May 14, 12:00 PM
Period From: May 14, 12:00 PM

to: May 14, 12:00 PM

Products Description Approver(s)
Products Description Warehouse Quantity] Vendors
Hydraulic Qil (H-... Hydraulic Oil (H-68, Castr Warehouse Motorpo... 10.0({ ) General Merc jz)
Add a line

& Approvals Dashboard My Approvals ~ Manager
Dashboard
W | APPRO0G02 &
Submit Submitted Approved Refused |

Approval Subject

APPR00602 reekets ‘ |

Days
Request Owner n arky construction and supply, Dexnevien Vic... Amount  0.00 Pack of 48
‘ Pack of 36
Category Create RFQ's Reference  For labo Prc acke
Pack of 24
Date May 14, 12:00 PM L
Period From: May 14, 12:00 PM kg
to: May 14, 12:00 PM m
.
- Pail
Products Description Approver(s)
Ton
Products Description Warehouse Quantity Searchimores I Vendors
Hydraulic Oil (H-... Hydraulic Oil (H-68, Castr Warehouse Motorpo... 10.00 Pail ~ SJ General Merc... w

Add a line m
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9.If multiple requests, just click the “Add a Line” to input the next product and follow the same instructions
from the first line

& Approvals Dashboard My Approvals  Manager
Dashbcard
€W | APPRO0GO? &¥

APPR00602 [

Request Owner a arky construction and supply, Dexnevien Vic... Amount 0.00

Approved Refused l

Category Create RFQ's Reference For labo Project Site
Date May 14, 12:00 PM
Period From: May 14, 12:00 PM
to: May 14, 12:00 PM '
Products Description Approver(s)
Products Description Warehouse Quantity Unit Vendors
Hydraulic Qil (H-68, Ca... Hydraulic Qil (H-68, Ca... Warehouse Motorpool 10.00 Pail SJ General Merchandis... @

Add a line ‘—

& Approvals Dashboard My Approvals Manager

Dashbcard
W |APPROOGOZ £+ & X

Submit Submitted Approved Refused
Request Owner m arky construction and supply, Dexnevien Vi... Amount 0.00
Category Create RFQ's Reference For labo Project Site
Date May 14, 12:00 PM
Period From: May 14, 12:00 PM
to: May 14, 12:00 PM
Products Description Approver(s)
Products Description Warehouse Quantity Unit Vendors
Hydraulic Qil (H-68, Ca... Hydraulic Oil (H-68, Ca... Warehouse Labo 10.00 Pail SJ General Merchandis... T
[OIL-ENG-SAE40] Engi... [OIL-ENG-SAE40] Engi... Warehouse Labo 4.00 Pail S.V Ang Hardware Cor... Tl
[STBOLT-RL] Stud Bolt ... [STBOLT-RL] Stud Bolt ... Warehouse Labo 10.00 Set Lim Enterprises, Inc. (0.... W
Tire (Tubeless) (11R 22... Tire (Tubeless) (11R 22... Warehouse Labo 7.00 pc B and B Truck Parts Tra... Wl
Tire Interior (Inner Tub... Tire Interior (Inner Tub... Warehouse Pinamarbu... 4.00 pc SSA Enterprises (0.0 pc... Wl
Tire (Tubeless) (265/65... Tire (Tubeless) (265/65... Warehouse Pinamarbu... 4.00 pc B and B Truck Parts Tra...

Add a line
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10. After putting the requested products, click the “Attach Document” to include the copy of Material
Requisition Slip

S2 Approvals Dashboard My Approvals Manager

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any
unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful.

[ New ] Dashboard
APPROO602 £x
Submit To Submit > Submitted Approved Refused 2
Approval Subject
APPRO0602
Request Owner n arky construction and supply, Dexnevien Vi... Amount 0.00
Category Create RFQ's Reference For labo Project Site
Date May 14, 12:00 PM
Period From: May 14, 12:00 PM
to: May 14, 12:00 PM
Products Description Approver(s)
Products Description Warehouse Quantity Unit Vendors
Hydraulic Oil (H-68, Ca... Hydraulic Qil (H-68, Ca... Warehouse Labo 10.00 Pail SJ General Merchandis...
[OIL-ENG-5AE40] Engi... [OIL-ENG-5AE40] Engi... Warehouse Labo 4.00 Pail S.V Ang Hardware Cor... T
[STBOLT-RL] Stud Bolt ... [STBOLT-RL] Stud Bolt ... Warehouse Labo 10.00 Set Lim Enterprises, Inc. (O.... T
Tire (Tubeless) (11R 22... Tire (Tubeless) (11R 22... Warehouse Labo 7.00 pc B and B Truck Parts Tra... @
Tire Interior (Inner Tub... Tire Interior (Inner Tub... Warehouse Pinamarbu. 4.00 pc SSA Enterprises (0.0 pc... @
Tire (Muhelece) (265/A5  Tire Muhaless) (2AR5/65  Warshoice Pinamarhi 400 ne R and R Trick Parte Tra @l -
-] 1:44 PM
L 6111 -
Approved Refused
L J
= &
@ M o
B videos e
B BES 111 e DOCX Docurm
B camern
Upload from
Products Description Approver(s)
Products Description Warehouse Quantity Unit Vendors
Hydraulic Oil (H-68, Ca... Hydraulic Oil (H-68, Ca... Warehouse Labo 10.00 Pail SJ General Merchandis... @
[OIL-ENG-SAE40] Engi... [OIL-ENG-SAE40] Engi... Warehouse Labo 4.00 Pail SV Ang Hardware Cor... T
[STBOLT-RL] Stud Bolt ... [STBOLT-RL] Stud Bolt ... Warehouse Labo 10.00 Set Lim Enterprises, Inc. (0. @
Tire (Tubeless) (11R 22... Tire (Tubeless) (11R 22... Warehouse Labo 7.00 pc B and B Truck Parts Tra... &
Tire Interior (Inner Tub... Tire Interior (Inner Tub... Warehouse Pinamarbu. 4,00 pc SSA Enterprises (0.0 pc... @
Tire (Tubeless) (265/65... Tire (Tubeless) (265/65... Warehouse Pinamarbu... 4.00 pc B and B Truck Parts Tra... -

&3 Approvals Dashboard My Approvals  Manager

Dashboard

0T 4 9 O iy Constuction and Suppy m

Documents N
| New | aporossiz & @ x 8] N1/ ?
N o MRS for labe proj.,
m Attach Document Submit ) Submitted  Approved  Refused Prol-Jpg
af
B N 2B
/[ MATERIAL REQUISITION SUP
Request Owner narh; canstruction and supply, Dexnevien V... Amount  0.00 conTROlS oan: B/0f6
ooy T ol e G swete:
Category Create RFQ's Refe ject S
ference  For labo Project Site 3 Besca [ PRODUCTED, | memams
Date May 14, 12:00 PM E O O AT)
N [ d
Period From: May 14, 12:00 PM v e & 1
L] il I
tor May14,12:00 PM LR Eid
3 i S
Products  Description  Approverls)
Products. Description Warehouse Quantity Unit Vendors
[QIL-ENG-SAE40] Engi.. [OIL-ENG-SAE40] Engi.. Warehouse Labo 400 Pail SN Ang Hardware Cor.., B v st
[STBOLT-RL] Stud Bolt .. [STBOLT-RL] Stud Bolt .. Warehouse Labo 1000 Set Lim Enterprises, Inc. 0.... & T
Tire (Tubeless) {118 22... Tire (Tubeless) (11R 22... Warehouse Labo 700 pe B and B Truck Parts Tra.. @
Tire Interior {Inner Tub... Tire Interior (Inner Tub... Warehouse Pinamarbu... 400 pc SSA Enterprises (0.0 pc... &
Tire (Tubeless) (265/65... Tire (Tubeless) (265/65... Warehouse Pinamarbu. 400 pe B and B Truck Parts Tra... &
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11. Click “Submit” and check the first approver to appear, then the Request is now complete.

#)

A ® O Ay Construction and Supply

Dashboard Documents
APpRoasozg & | g 1<

Q MRS for labo proj..jpg
e — i D et > [
Approval Subjec\ ﬂ

& Approvals Dashboard My Approvals  Manager o

APPR00602

Request Owner arky construction and supply, Dexnevien V... Amount  0.00

Category Create RFQ's Reference  For labo Project Site
Date May 14, 12:00 PM
Period From: May 14, 12:00 PM

tor May 14, 12:00 PM

Products Description Approver(s)

Products Description Warehouse Quantity Unit Vendors
[OIL-ENG-SAE4Q] Engi... [OIL-ENG-SAE40] Engi... Warehouse Labo 400 Pail S.V Ang Hardware Cor... &
[STBOLT-RL] Stud Bolt ... [STBOLT-RL] Stud Bolt ... Warehouse Labo 10.00 Set Lim Enterprises, Inc. (0.... &
Tire (Tubeless) (11R 22... Tire (Tubeless) (11R 22... Warehouse Labo 700 pc B and B Truck Parts Tra... &
Tire Interior (Inner Tub... Tire Interior (Inner Tub... Warehouse Pinamarbu... 400 pc SSA Enterprises (0.0 pc... &
Tire (Tubeless) (265/65... Tire (Tubeless) (265/65... Warehouse Pinamarbu... 400 pc B and B Truck Parts Tra... &
(DL ADI1C) Beabn i MOV_ADIAE) Brabn lin Wlarmboworn §abn Ann -
o Approvals Dashboard My Approvals ~ Manager T AN ﬂ @ Arky Construction and Supply ﬂ
Dashboard Documents
APPRODEOZQ 31 RV P

: MRS for lab:
Cancel  Attach Document To Submi |Approved  Refused or 1abo proj-Jpg
J— as v

~ Planned Activities

Today: for Sheryl Delos Reyes @
e . Approve % Refuse

ﬂ arky construction and supply, Dexnevien Victor 2:14 Pv
Approval Status Change

To Submit = Submitted (Request Status)
B arky construction and supply, Dexnevien Victor 1:39 P

arky construction and supply, Dexnevien Victor 12:41 v
Approval Request created
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5. RECORDS
201 File Records

1. The Logistic office will return the submitted clearance to the Motorpool after the driver signed the
clearance.

2. Once the clearance was returned, the Motorpool head will submit the clearance to the warehouse checker
for the recording of 201 File.

ARKY

CONSTRUCTION & SUPPLY
Equipment 201 File Template
Equipmentinformation
Equipment Name/ Type: DUMPTRUCK - 10W - EQ425 - Dumptruck Howo AT371
Plate if: NEM962
Serial Number MV FILE / VIN #: 1301-00001012167 LZ75ELSDAHAZS 7516
Location | Assigned Department: MPL Asid
Date Acquired:
Supplier / Manufacturer: HOWGO
Warranty Details:
Activity & Repair Log
Date Service Request § Activity Type Description of Wark Parts Replaced Tedwnician, St aff Remarks
Preventive Cleaned fiters, checked oil .
4/21/1026 12345 Mairtenance el WA T. ABARICO Next PM dus in 3 months
Repair Motor [Modsd
315026 32564 Replaced faulty metor x123) 1. MASAMOC Tested, wor king fine
1072026 5464 Iropatinn Reuting safety cherk WA 1.CORTEZ Pasmed i paction
Preventive Maintenance Schedule
Frequency: [e.g, Monthly / Quarterly)
Next Due Date: Jun-21
Respansible Persan:. Tirso Abarico
incident / Breakdown Record
Date of Breakdown:
Issue Reported:
Immediate Action Taken:
Resolution:

Downtime Duration:

Approval & Sign-Off
Prepared By:
Reviewed By:
Approved By:
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3. After the clearance submitted to warehouse checker, go to “Odoo” and click “Maintenance App” and then

click the “Corrective Maintenance”

3 33 = 7z

Discuss Calendar Appointments Properties To-do

B —= A & >
. e
Contacts Dashboards Al Documents Planning
- ®. -
Website Maintenance Employees Appraisals Recruitment
» O, O,
S S
Fleet Time Off Expenses Approvals Phone

f Maintenance Dashboard Maintenance Equipment Reporting  Configuration

Knowledge

e

Helpdesk

Referrals

Apps

Maintenance Teams & Q Search..

Corrective Maintenance Team Preventive Maintenance Team

39Fcheduled 16To Do 11 Scheduled
39

lop Priorities 4 Top Priorities
7 Unscheduled 5 Unscheduled
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4. Go to search bar and type the EQ number of cleared equipment, go to “Repaired” and click the Maintenance
request, click the “Cleared Clearance” to confirm that the equipment is now Operational.

cP Maintenance Dashboard Maintenance Equipment Reporting  Configuration o T A * @ Arky Construction and Supply m
]
m:z?::;f;i?ﬁ:sjests o ‘ Q Corrective Maintenance Team X Open X l Eq425 X Search.. v EI =E § s B 0
L

arts +  In Progress + Recommeﬂﬂﬁ'PMS + ( Repaired +

1

Cleared Clearance

EQ425 dump truck 10-w

Dexnevien Victor

EQ425 DUMP TRUCK/LZZ5ELSDAHA257516
(DUMP TRUCK 10 WHEELER)

Dec 18, 2025, 6:00 AM

° §
Wy
f Maintenance Dashboard Maintenance Equipment Reporting Configuration
[ N ]Maintenan(? Teams / Maintenance Requests
W EQ425 dump truck 10-W €%
- -
Cancel New Request Waiting For Parts In Progress Recommended for PMS ) Repaired Cleared Clearance

EQ425 dump trUCI( 10-\W / n Progress

Created By B, Dexnevien Victor Team Corrective Maintenance Teamn
For Equipment Responsible Mechel Brioso

Equipment EQ425 DUMP TRUCK/LZZ5ELSDAHAZ. .. Scheduled Date 7 Dec 18, 2025, 6:00 AM
Worksheet Template 7 Scheduled End * Dec 18, 2025, 7:00 AM
Category DUMP TRUCK 10 WHEELER Priority

Maintenance Type © Corrective

Preventive

Notes Instructions

Tire Replacement
Exploded worn tire-rear outer tire
Cleaning and washing of unit

Technicians: Michael Rayos
Jason mark Lupango
Kenneth Magno

Rill insenh Nalannn-assistina OIT
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6. RISKS & CONTROLS
Risk Possible Effect Control / Mitigation
Vehicle breakdown Delays in operations and project Conduct  regular  preventive

downtime maintenance and daily inspection

. . . . . int hedul
Poor maintenance scheduling  Equipment failure and costly repairs Use matntenance s cdules and
monitoring logs
Conduct tire pressure and

Tire blowouts or tire damage Accidents and operational delays e .
condition inspections regularly

Equipment malfunction or fire Regular inspection by auto

Electrical failure hazards electricians

Use PPE, fire extinguishers, and

Welding hazards Fire, burns, and injuries welding safety procedures

Require safety helmets, gloves,

Lack of PPE Worker injuries goggles, and safety shoes

Difficulty tracking maintenance

Failure to document repairs i
history

Maintain repair and service records

Oil spills and improper waste Environmental hazards and unsafe Implement proper waste disposal
disposal workplace and spill control procedures
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