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I.    SCOPE

      This policy establishes the responsibility of each department regarding maintenance of
      departmental equipment.

II.   POLICY

      As each department identifies a need for maintenance from an outside source, it is the
      responsibility of that department to:

      -     Forward a requisition to the appropriate purchasing unit requesting an agreement

      -     See that the service is performed periodically in accordance with the terms of the
            agreement

      The Purchasing Department should be informed in writing in the event contracted service
      is not rendered or is not satisfactory.


