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PAMBANSANG PUNONGHIMPILAN TANOD BAYBAYIN NG PILIPINAS

»

(National Headquarters Philippine Coast Guard)
139 25" St., Port Area -
1018 Manila

16 October 2019

G OPERATING PROCEDURES
i9-19

THE GFERATION AND MAINTENANCE OF ALl PCG EQUIPMENT
(MAN AND MACHINE INTERFACE)
PURPOSE

To prescribe policies on the Operation and Maintenance of all PCG Eauinment

L Lot

h
o ensure that they are operational and reliable when,needed to
e accomplishment of PCG mission and functions.
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Cleaning - the job or activity of keeping the machinery or an equipment

clean.

Critical Equipment — are machineries whose malfunction or failure would
likely result in a disastrous event.

Derangement - the act of deranging or putting out of order.

Equipment - devices, machineries, tools or vehicles used in an operation or

o~ ey s

activity

Emergency Equipment — are equipment used in a serious, Unexpected,

and often dangerous situation requiring immediate action.

AT e LR Ea =t

Interface — a point where two systems, subjects, organizations, etc. meet
and interact.
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Logbook - is a record of important events in the management and operation
of an equipment.

Log|sttcsNVarranty Officer — a person who is responsmle that spare pans

-l B -
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at hand

Maintenance - the process of ma mtammg or process of preserving an
quipment / machinery in a state of good renair
quipment ary in a state

l1>

Maintenance Jobs - an individual piece of work or task on maintenance.
Maintenance Procedure - is a way of doing a maintenance job.
Maintenance Schedule - a timetable in doing maintenance.

Manuals — a book, especially of instructions or information.

Non-Critical Equipment - are machineries whose malfunction or failure
wouid not likely resuit in a catastrophic event.

Not Operating — not capable of being used.
Officer-In-Charge (OIC) - refers to the head officer of an equipment.
Operating — ready for use or capable of being used.

Operation - a process, method, or series of acts, especially of a practical or
imecnanicail in nature.

Personnel-in-Charge (PIC) — a person who is in control or with overall
responsibility.

Spare parts - are parts thal you can buy separalely io replace oid or broken
parts in a piece of sguipment.

Storekeeper — in-charge of the receiving, storing, accounting and issuing of
oois and spare parts.

fom £2a3

equipment by subjection to certai triais.

-
i

est - to ascertain capability of an

Tools - a hand implement used as a means of performing an operation or

achieving an end.
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roops information and Education (TI&E) - short leciures or in-house
Amede am trainine b asdiiamtes nAavamsmnal
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AA. Warm-up - reach a temperature high enough to allow it to operate efficiently.

IV. POLICIES:

a
A.
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1.

2.

3.

At least two (2) PCG personnel shall be designated as Personnel- in
charge (PiC) to an equipmeni. Said personnei shail be responsibie and
accountable for the upkeep and maintenance of said equipment. The PIC/s
shall be issued with appropriate orders. The designated PiC shaii be the
custodian of an squipment and tools issusa 10 NiMMer with COITESponaing
Property Acknowledgement Receipt (PAR) in accordance with the existing

Bt A rilat artaining fharata
policies and reguiations penaining inerewo.

3

e maximum number of equ

designated as PIC shall not exceed three (3) equipment.

ment wherein a perscnnel can be

Equipment under warranty will be identified. All warranty issues shall be
specificaily directed o ihe Logistics/Warranly Officer for appropriaie
actions. (See Annex B)

B. Training thru Manuals

1.

The PIC/s shall ensure to regularly read and study the manual/s of the
equipment under him. They are aiso responsibie 0 reproduce exira copy
for their use. Original manuals shall be maintained to be intact in the
documentation store room. {(See Annex Cj

.The new PIC/s, using his equipment manuals, shall endeavor to be

familiarized with his equipment within the span of 1 month and be
knowledgeable / competent within the span three (3) months. Meanwhile,
old PIC /e eha” teach and coach the new IDII"‘/e

AN W W GAL IV W AN M S 1N W

. The Old PIC/s shall properly turn — over to the New PIC/s the manuals and

list of equipment’s with corresponding Property Acknowledgement Receipt
(PAR) lo avoid imisplace/ioss of manuais. ( See Annex N No.4)

The PIC/s shall have with them the following: operational procedures,
maintenance scheduies and maintenance procedures based from the
manual/s as ready reference. Further, these shall be compiled in a clear
book. Also, laminated (as necessary) operational procedures and
inaintenance schedules shail be place on iheil respeciive equipment,

(See Annex N No. 7)



D. Accountability and Status of Equipment

PIC/e chall ansura to kean thair dne:gnafad nmnnmnnf ic npnrahnn ctatiie

e AN e

at any given time. Not—operatmg equipment shall be reported immediately
to QiCorto L nmquq Officer to include the parts and services needad, The
OIC or Loglstlcs Officer to consolidate the Monthly Report on the Status of
Equipment including the parts and services needed. Further, the OIC or
Logistics Officer shall make appropriate measures to immediately

operationalize said equipment. (See Annex D)

E. Recording and Reporting

N

3.

4,

1.

2.

45
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. Machinery or Equipment Logbook readings, pressure, temperature,

voiume. RPM etc) Shaii be maintained and recorded io Equipment

done by duty personnel. This is for monitoring abnormahhes

el r~ L
{See Annex E.F& Gi
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and Maintenance Jobs for Counter—based (1000 500- 2'00hrs Jndw
the maintenance schedules shall be strictly observed and properly

recorded in a Maintenance Logbook. (See Annex H)

All derangements and corrective actions shall be recorded in a
Derangement Logbook. (See Annex i)

All in and out of supplies shall be recorded in the Supply Logbook.

Yearly /Quarterly/ Monthly Spare Parts Inventory

PIC/s shail regularly monitor their available spare parts. The OIC or
Loglstlcs Officer shall ensure that spare parts are always readrly available

fr mardintn 1ien Crara nara alall e hAalaiar faa fimn
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L) based on the SOP on Spare Parts Management System.
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The Officer-in- charge (OIC) or Logistics Officer shall maintain the spare
parts records in r\hmnnlnmr-a! order, The filling method shall be done hy

category (M/E parts, A/E parts...), alphabetlcally (Anodes, Breaker,
Cathodes, Filters...and numerically (1,2,3.4...).

The QIC or Logistics Officer and storekeeper shall properiy account and
check the correct specification of spare parts, tools and equipment’s before

ranaivina and iesilinA itame
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G. Availability of Tools and its Accounting

1

2.

._\

o

The PIC/s shall endeavor to complete the tools he needs in the
performance of his duties 'u'navaiiabie tools shail be immediately

e e S Y I e B O et 4 P o~y

The Storekeeper shall maintain an accurate inventory of spares or tools,
and ensure ihat ihey are cumpieie. (See Annex Rj

esting and Warm-up

. Test and warm-up of all Emergency Equipment shall be regularly

A Aviamsvag

|
el rformed evet Y week

Troops Information and Education (TI&E) on every equipment (from
emergency to critical to non-critical eguipment) shall be conducted
frequently to disseminate the knowledge to other personnel and check the
competence of each respective PIC/s. TIE shall be conducted rnl;qlouel\/

L v 8 =T LA NN

(See Annex M)

J. Cleanliness

1. PIC/s shall regularly clean their designated equipment and area. Unclean
equipment and area are a manifestation of fack of maintenance.
2. Observed “Clean as you Go Policy’. Keeping everything clean for
inspection and for safety. (See Annex N No. 23)
K. Audit

A

|

T==is

Respective unit shall create Audit Team for this purpose. Each audit team
shaii mspect and report the percentage of compllance of each unit to this

Unit Commanders

Strictly implement this SOP.
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Supervise implementation and continuously monitor compliance to this

R iV of
issue appropriate orders io PiC.
Issue Property Acknowledgment Receipt (PAR) to PIC.

Organize a Tl &E frequently for PIC to lecture on their equipment in order

to educata tha ather narsonnal,

P TMBWRLT WIS DL o

Submit monthly report of Equipment to higher headquarters attention staff

concern.

Shall designate a space for storeroom/warehouse for tools and spare parts
safe keeping.

Perform other tasks as directed.
fiarge

Ensure that spare parts are always readily available for immediate use.

. Consolidate the needed spar parts and request to higher he adquarters to
sustain logistical requirements in support to the maintenance and repair
mancdad
TN

Maintain the manuals and tools to be intact and complete.

Consolidate monthly report on defective equipment.

. Make appropriate measures to immediately operationalize inoperative

equipmeit.

. Designate/assigned a storekeeper to monitor and update inventory status

of tools and spare parts.

Advise the Unit Commander on aii iogisticai concerns.
. Estabiish procedures for request, issuance, receipt, turn-in and controi of
spaie paris, (oois and equipimneiit.

10. Perform other tasks as directed.



C.

Personnel-in-Charge

™
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13.

14.

15.

16.

17.

Regularly clean their designated equipment.

Plan, organize, schedule and check performance of effective
maintenance program for his equipment.

Ensure to regularly read and study the manual/s of the equipment under
inem.
Reproduce exira copy of manuais for their use.

Endeavor to be familiarized with his equipment within the span of 1

month and be knowledgeable / competent within the span 3 months.
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Compile the operational procedures, mainten

maintenance procedures in a clear book.

Place the laminated operational procedures and maintenance schedules
on ineir respeciive equipment.

Propeily record in the Maintenance Logbook the maintenance jobs
~ $lan A
w1
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Record all derangements and corrective actions in the Derangement

H s e wanclis mvaa il Bcrcame v B8 b o B wicrse v owdw ol e FallaY
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Record readings of temperature, pressure, ipm, running hours eic in the
CEriinmnant Davarnmatana | AacnbhAanl Aa Aanesliasahla
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Test and warm-up of the emergency, critical and non-critical equipment
every week, two weeks and monthly, respectively.

Submit Monthly Report of inoperative equipment including the parts and

services needed.
Conduct basic repair of not operating equipment.

Prepare Requisition issue Slips (RIS) for the request of spare parts to
Logistics Officer duly authorized/approved by the Unit Commander.

Perform other tasks as directed.



D. Storekeeper

1. Record all in and out tools and spare parts from storeroom/warehouse in a
Suppiy Logbook.

2. Update weekly invehtory status and submit to the Logistics Officer.
3. Receive and issue supplies and equipment’s.

4. Consolidate all Requisition Issue Slip (RIS) for documentation and
inventory purposes.

5. Make a stock card inventory for each spare part with specification for
monitoring and aceounting.
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8. Monitor the spare parts and render request to th

7. Perform other tasks as directed.

VI. RESCISSION:
All other publications in conflict with this SOP are hereby rescinded.
Vil. EFFECTIVITY:
This SOP shall take effect upon approval.
BY COMMAND OF ADMIRAL HERMOGINO PCG:
EDUARDO FABRICANTE
COmnO rFCG
OFFICIAL: Chief of Coast Guard Staff
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Annax A ~ Manthly Ranart re: Qrder of PIC Per Equipment
Annex B — Monthly Summary of Warranty Claims

Annex C — Monthty Equipment Manuals inventory

Annex D — Monthly Equinment Status Report

Annex E - Machinery Logoook

Annex F — Port Auxiliary Engine Equipment Logbook
Annex G — Main Engine Equipment Loghook

Annex H — Maintenance Logbook

Annax ! - Derengement Loghook

Annex J — Monthly Spare Parts Inventory Report

Annex K — Monthly Tools inventory Report

Annex L - Emergency Equipment Wam-up

Annex M — Menthly TI & E Report

Annex N = Monthly Man-Machine Interface Audit Checklist
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National Headquarters Philippine Coast Guard
DEPUTY CHIEF OF COAST GUARD STAFF FOR SHIFS
AND AIRCRAFT ENGINEERING, CG-10
139 25" Street, Port Area -
1018 Manila

DESIGNATED PERSONNEL IN CHARGE PER QUIPMENT <<_._.I_..\%v...~0_uhm~_>4m ORDERS

NO | TEQUIPMENT | PERSONNEL IN CHARGE T AUTHORITY Lw
1| PORT AND STBD MAIN ENGINES | PO1 JUAN DELA CRUZPCG | PTP SEC 6PARA 6 HPCG DTD 21 JUNE 19 |

- | PORTAND STBD AUX. ENGINES  _ __ — ——— — o
I o T S e ey - e - - —
s i L= - B

- Y it N T \ o |
i N \ . ey 1 , ]
Prapared by: “ | : , , Approved by:

Personrel In-Charge 4 , : Officer In-Charge/ L.ogistic Officer



B N : 44
- - B - o SANIONT
XOY 918
e aNY LMOd | 2
SIAEY si07 .
| - : SANIONT
Jdvds 8102 934 NP - 33 TT3dNI 0202 030 5102 NoT NIVA Q8LS
SV NOOS S y3gany 1 et |
| ZOWId3N T | B IAILDT430 | - ]
TEZAVNOILYNEO | 3LVd ONV NOLLVHIAXE | ALNVNSVM YR
 SMHVIRM | ) 5 ygiaoWye | ANJINIONYNIA | ALNVHMVM 40 lyyig | ANIWIND3 | ON

SINIVTIO ALNVHUYM 40 AYVAINNS ATHLNOW

o BJIUEN 8101
“ealy toa ‘Jeang 52 64
0190 ‘ONINIINIONT LAVHOMIV ONY

SdIHS ¥04 44748 C¥VND LSVOD 40O F3IHD ALNC3A(]
piEns) 1sec) mc_auz.zm sieuenbpesy [BUClEN

for)
/..\\

.'-—‘..
—




\

National Immanc(_nm_,m _u_,__rnn_ 1e Coast Guard

DEPUTY CHIEF OF COAST GUARID STAFF ﬂO_..,. SHIF'S

PERSONNEL.

NO | EQUIPMENT IN CHARGE

AND AIRCRAFT ENGINEERING, CG-
139 25" Street Port: Area
1018 Manila

EQUIPMENT MANUAL INVENTORY
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Personnel In-Charge
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Officer In-Charge/ logistic Cfficer
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National Headquarters Philippine Coast Guard
DEPUTY CHIEF OF CCAST (3UARD STAFF FOR SHIPS
AND AIRCRAFT ENGINEERING, CG-10
139 25" Strest, Port Area
1018 Marila -

MONTHLY TOCLS INVENTORY mmv.u_ﬂ_._]

Prepared by:

Personnel In-Charge

Approved hy:

NO |  NAME OFTOOLS  QUANTITY [ STATUS REMARKS . h
1 ] PLIERS T 2 ) . COMPLETE - ]
2 . [ . w : . R e
3 ; N 5 - ) e
4 N | a ) i ) |
s T s B e )
6 - e . ; R } ]
7 T |

Officer In-Charge/ L.ogistic Officer
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National Headquarters Philippine Coast Guard
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AND AIRCRAFT ENG!NEERING CG-10

EMERGENCY EQUIPMENT WARM UP
{(WEEKLY)
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Prepared by: Approved by:

Personnei in-Charge Officer in-Charge/ Logistic Officer




National Im_.wancmnma 3:_6_2:@ Coast Guard
DEPUTY CHIEF OF COAST GUARD m._.srm_" FOR SHIPS
AND AIRCRAFT mzo__zmmmzzﬂ CG-10

139 25™ Street, _uon Ared ©
1018 E.mu._m

MONTHLY ,im_,_u.. EREPORT

- . . E—— . zo OF o
NO | EQUIPMENT SUB TOPIC | PIC ‘ﬂm .u__u :am | PARTICIPANTS REMARKS
 JL i - CONDUCTED
1 | MAIN ENGINES oh_whﬁ__,%z ww%wnﬁ 12 ACTUAL STARTING
, OF MAIN ENGINES
2 ok - B
3
4 - T
ol
€ | e
71 o m




Nationai Headquarters Philippine Coast Guard
DEPUTY CHIEF OF COAST GUARD STAFF FOR SHIPS
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MONTHLY MAN-MACHINE INTERFACE AUDIT CHECKLIST

INO |

 ITEMS

REMARKS

uesaanatmr

At least two (2) PCG personnel shall be

designated as Personnel- in-charge (PIC) to an
equipment. Said personnel shall be res pnnenhlp
and accountable for the upkeep and maintenance
of said equipment. The PIC/s shall be issued

| with appropriate orders.

PSSR L, KOs

The maximum number of equnpment wherein a
personnel can be designated as PIC shall not

 exceed {hree (3) equipment,

Equipment under warranty will be identified. All

warranty issues shall be specmcany directed to |
'ihe Logistics/Warraniy Officer for - appropriaie

actions.

~ e iniio

r -~
study the manuai/s of {uc c:qume tu

1
Thay ara alen ras nAancikla tn rans
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copy for their use. Original manuals shan be
|||3uuasue 0 ‘ue |qtaCt in the Shl_w under the
Logistics Oﬂ@?r

»

The new PIC/s. using his equipment manuals,
shall endeavour to be famlhanzed with his
equzpment within the span of 1 month and be
knowledgeable / competent within the span 3
months. Meanwhile, old PIC/s shall teach and

coach the new PIC/s.

]

The OId PIC/s shall properly turn-over to the New

PIC/s the manuals and list of equipment’s with
correspondmg Property Acknowledgement

nn r\bbelt)l \r‘r\n) s dVUlU llllbpldbGIIUbb Ul Hldlludlb

| Standard Operational Procedures,

Wiaintenance Scheduies and WMainienance
Froceduies

i i
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[The PIC/s shall have with them the following: |

operational procedures, maintenance schedules
i and maintenance procedures based from the |

-

|

| manual/s as ready reference. Further, these shall | |
| be compiled in a clear book. Also, Iamxnatedi

operat:onal procedures and  maintenance |

buluuuu:a shali be piace on (heir lcbptsbuvcl

‘
i
l
|
! m.coumamuty and Status of Equipment

¢

| PIC/s shall ensure to keep their designated
i pmunmpnf is aperating status at any given time.

=S O

lnoperatlve equupment shall be reported
immediately to the Logistics Officer to inciude the

parts and services needed. The Logistics Officer

Inoperative Equipment including the parts and
services needed. ruriher, the Logistics Officer
shall make appropriate measures to immediately
| operationaiize said equment -

to consolidate the Monthly Report on the

{
i

~ Recording and Reporiing

I

Engine Room Logbook (Machinery readings,

nrcccnra tomnarahwa u/\l 1ima  rmam ot ehall ho
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mamtamed Hourly readmgs shall be done by duty
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Al derangement and correctlve actions shail be |

12,
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' sc edules shall b stnctly observed and p’rovperiy
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‘ Ali in and out of supolies shall be recorded in the

; Wpek!v Spare Parts Invpntory

{ 13.

PIC/s shall regularly monitor their available spare
nar’te. The Logistics Officer- shall ensure that
lspare parts are always readily available for
| immediate use. Spare parts shall not go below the
minimum limit (Min-L) based on the SOP on

‘ Dpdlb‘ F’d!lb Mdudgemem Oyb[@ﬂl

|

14.

The Officer-in- -Charge (OIC) or logistics officer
shall maintain the spare parts records in
chrunoiogicai urder. The filfing metnod snaii de
done by category (M/E parts, A/E parts...)
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Filters and numerically (1,2,3 )
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ELIG NN U Ual
Cproperly  account  and  check  the  correc
specification of spare parts, tools and equnpment

before receiving and issuing iten

17
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po.
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"sunnlies on the Stock Card to monitor and
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. account the running balance of items.

Storekeeper shall always record the in and out of |




Availability of Tools and its Accounting

17.

The PIC/s shall endeavor to complete the tools he
needs in the performance of his duties.
Unavailable tools shall be immediately requested

18.

The Storekeeper shall maintain an accurate
mventory of spare ar IOOIS, and enswre that mey
are complete.

Testing and Warm-up

Test and warm-up of (ne emergency equipment
shall be regularly performed every week.
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be done every two (2) w eks
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i non-criticai equapment
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bafn o 3
information  and Faiic dl""l

(TI&F) on
every equipment (from emergency to ‘critical to
non-critical Hxi..pmanf‘. shall ba o ...u.n ¢ted twice a
week to disseminate the knowledce to other
personnel and check the competence of each

resperﬂve PIC/s,

Cleanhness

N
©3

PIC/s shall reqularly clean their designated
equipment and area. Unclean equipment and

area is a2 manifestation of lack of maintenance.

24.

PIC/s shall have observed “Clean as you GO
Poiicy”. Keeping everytmng ciean ror ‘inspection
and safety.

Audst

W]
Q‘l

Respective unit shaii create Audit Team for this
_purpose.  Each audit team shall inspect and
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to this SOP. A Checklist |s prov:ded for this

Pur] yuae i

Prepared by:

Approved by:




