[bookmark: _Toc61945807][bookmark: _Toc12435376][bookmark: _Toc39031023][bookmark: _Toc61945808][bookmark: _Toc515592833][bookmark: _Toc280682469]Appendix 5: Maintenance and servicing schedules
All maintenance contracts can also be attached here, or the electronic storage location indicated
1)    Overview of equipment and maintenance
	Device
	Device no./
Series no.
	Room
	Person responsible/
responsible for device
	Maintenance frequency
	Maintenance/
service contract
	Logbook available

	
	
	
	
	
	yes
	no, maintained by Group
	yes
	no

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□

	
	
	
	
	
	□
	□
	□
	□




2)    Equipment-specific maintenance schedule (if indicated, fill in, otherwise delete)
This table to be filled in for each device separately and displayed next to it. 
	Device: xxx

	Device no.:

	Room no.


	What
	Requirement 1
	e.g. change filter

	When
	Frequency
	

	
	Last maintenance
	
	
	
	

	
	Result / consequence
	
	
	
	

	
	Next maintenance
	
	
	
	

	What
	Requirement 2
	e.g. leak test

	When
	Frequency
	

	
	Last maintenance
	
	
	
	

	
	Result / consequence
	
	
	
	

	
	Next maintenance
	
	
	
	

	Who
	Person responsible / report malfunctions to:
	

	
	Service company (contact person, phone no.)
	

	
	Service contract with
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3)    Access control for service personnel
Visitors (incl. service personnel) may only access and work in labs/workshops with prior authorization from the Group Safety Representative (GSR) or the lab manager ‒ i.e. under professional supervision ‒ and having been informed of the risk potential. Particularly for service work and for repairs, the service employees must be instructed accordingly and must take any required protective measures.
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