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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 

• Conducting regular inspections and preventive maintenance  

• Performing repairs and troubleshooting mechanical issues  

• Coordinating major repairs and replacement of parts 

Documentation and Reporting  

• Preparing maintenance reports, incident reports, and utilization reports  

• Keeping records of repairs, downtime, and equipment history  

• Monitoring registration, permits, and insurance documents  

Safety and Compliance  

• Ensuring vehicles and equipment are safe for operation  

• Conducting safety inspections and compliance checks  

• 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. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

2. Go to Customer Care and click Tickets. 
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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”. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.When you opened the Maintenance app, click the “Corrective Maintenance” 
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5. To make a new Maintenance Request, Click “New” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 
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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”. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Go to Note, Input the Requested maintenance and the technicians 
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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. 
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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. 

 
 

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. 
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12. Go back to Odoo, and click Maintenance App.  

 

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

you made. 

 
 

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

now ready to release. 
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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. 
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REQUESTING OF PARTS and MATERIALS 

1. Write the request parts and materials to a “MRS (material requisition slip)” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.Go to Odoo, and click Approvals App. 
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3.Go to “Create RFQ’s” and click New Request” 

 

4.Input the “Date” and “Period” of request and the “Reference” 
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5.Go to “Products” and click “Add a line” to input the request 

 

 

 

 

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 
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7. Go to warehouse and click dropdown arrow and make sure to always select the “Warehouse Motorpool”  
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8. Go to “quantity” and put the requested amount, next to “unit” and click dropdown arrow to select the 

unit 
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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 
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10.  After putting the requested products, click the “Attach Document” to include the copy of Material 

Requisition Slip 
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11. Click “Submit” and check the first approver to appear, then the Request is now complete. 
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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. 
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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” 
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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. 
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6. RISKS & CONTROLS 

 

Risk 
Possible Effect Control / Mitigation 

Vehicle breakdown 
Delays in operations and project 

downtime 

Conduct regular preventive 

maintenance and daily inspection 

Poor maintenance scheduling Equipment failure and costly repairs 
Use maintenance schedules and 

monitoring logs 

Tire blowouts or tire damage Accidents and operational delays 
Conduct tire pressure and 

condition inspections regularly 

Electrical failure 
Equipment malfunction or fire 

hazards 

Regular inspection by auto 

electricians 

Welding hazards Fire, burns, and injuries 
Use PPE, fire extinguishers, and 

welding safety procedures 

Lack of PPE Worker injuries 
Require safety helmets, gloves, 

goggles, and safety shoes 

Failure to document repairs 
Difficulty tracking maintenance 

history 
Maintain repair and service records 

Oil spills and improper waste 

disposal 

Environmental hazards and unsafe 

workplace 

Implement proper waste disposal 

and spill control procedures 

   

 

 


