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Chapter 1 – General Policies 
1.1 Purpose 

This chapter covers general policies applicable to GSE maintenance in the WFS North America 
network.  

1.2 Policies 
1.2.1 Ownership 

  Each General/Cost Center Manager (or on-site GSE Management if applicable) shall be responsible 
for the administra�on of the Preven�ve Maintenance (PM) Program, repairs and appearance of 
the ground equipment assigned to the sta�on.  The HDQ Maintenance Department shall have 
oversight; provide direc�on and assistance as required.   

1.2.2 Third Party Maintenance  
In a sta�on where there are no maintenance management personnel assigned or the maintenance 
facili�es are limited, the General/Cost Center Manager is responsible for arranging to have work 
accomplished and manage the third-party vendor per the WFS maintenance program.  Contact the 
HDQ Maintenance Department for any assistance or direc�on required. 

1.2.2a.  Any contracts with outside repair third party agencies shall be coordinated through and 
approved by the HDQ Maintenance Department. 

1.2.2b.  The determina�on of work to be done by WFS and work to be outsourced to outside 
agencies must comply with WFS policies and guidelines.  The decision shall be based 
upon the economic scenario, with considera�on given to whichever is more prac�cal 
and yet s�ll mee�ng minimum company standards and opera�onal guidelines. 

1.2.3 Customer Provided Equipment 
Where customer provided equipment is used and maintained by WFS or third-party vendors, 
equipment shall be maintained to the customer’s standards. It is the responsibility of the 
General/Cost Center Manager to ensure proper communica�on of any GSE related issues and 
rou�ne GSE informa�on in a �mely manner to local GSE personnel or HDQ Maintenance. 
Preven�ve Maintenance Inspec�on (PMI) informa�on shall be provided to HDQ maintenance 
monthly.  

1.2.4 GSE Repor�ng 
It is the responsibility of the General/Cost Center Manager to ensure proper communica�on of any 
GSE related issues and rou�ne GSE informa�on in a �mely manner to local GSE personnel or HDQ 
Maintenance. It is also the responsibility of the General/Cost Center Manager to ensure proper 
and �mely communica�on of cri�cal GSE breakdown events. For non-Dossier sta�ons, see Chapter 
2 – 2.2.2 Equipment Condi�on Report for detailed instruc�ons. For Dossier sta�ons, see 
Addendum 4 – Sec�on 2 Equipment Repor�ng Procedures for detailed instruc�ons. 

1.2.5 Modifica�on of GSE Equipment 
NO GSE equipment shall be modified without formal approval from the Director of GSE and above. 

Unless there is some overriding reason, WFS shall not modify equipment from the way in which 
the manufacturer provided it.  The reasons we do not modify equipment include: 
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• When equipment is modified, all liabili�es of the manufacturer are voided.  This could make 
WFS liable for any injuries or incident claims that might arise, even if the modifica�on was 
not at fault. 

• Equipment should be kept uniform at all sta�ons.  This means that all equipment is the 
same, uses the same parts, and can be discussed in the same manner. 

• If a problem should arise with a piece of equipment that has been modified, troubleshoo�ng 
is more difficult to carry out, or could be impossible. 

• Modifica�on could, unknowingly, result in the elimina�on of a safety feature that was built 
into the unit.  WFS does not want to create a safety hazard that might cause an incident or 
injury.  In addi�on, we may be cited for modifica�ons if they have not been approved and 
tested. 

If you think you have an idea that might be beneficial and improve the equipment, please follow 
the normal procedure of presen�ng the proposed modifica�on to the HDQ Maintenance 
Department for considera�on.  DO NOT make a modifica�on without proper approval and 
authoriza�on. 

1.2.6 GSE Appearance 
All WFS equipment shall be kept in compliance with the GSE appearance standards outlined in 
Addendum 6 – GSE Appearance and Branding. See Addendum 6 for detailed instruc�ons on decal 
placement and paint standards for each asset type. 

1.2.7 Parts and Supplies Procurement 
Parts and supplies for GSE repair shall be purchased in accordance with applicable WFS P-Card and 
Purchasing policies and with Opera�ons approval where applicable. All GSE related parts and 
supplies purchases over limits defined in Addendum 1 –  shall have an “Appropria�on Request” 
document completed and approved by HDQ Maintenance prior to purchase (unless exigent 
circumstances apply and pre-authoriza�on is given by the Director of GSE or above). Dossier 7 
sta�ons shall also follow the procedures outlined in Addendum 4 – Sec�on 6 Purchase Orders and 
Sec�on 7 Parts Inventory Management. 

1.2.8 Document Reten�on 
All documents specified in Chapter 2, Chapter 3, Chapter 7, Addendum 3 and Addendum 4 shall be 
retained according to the outlined procedures within those chapters or addendums. 

1.2.9 Non-Performing Asset 
From �me to �me, equipment that is at a sta�on but not required in the opera�on itself, shall be 
placed on the NPA (Non-Performing Asset) list.  Once on that list, the equipment may remain at 
the sta�on or be moved to another sta�on where it is needed.  When NPA (Surplus) equipment 
remains at a sta�on, it is the responsibility of the sta�on to keep that equipment ready for 
opera�on – whether at the current sta�on or some other sta�on – so that it can be put into use 
immediately when needed.   It also means that the equipment must be test run periodically to 
ensure it is in running order. 

The Sta�on is responsible for knowing what equipment is on contract, on which contract, and 
what equipment is NPA. Any NPA Equipment must be red tagged (see Chapter 5 - 5.2.1c Non-
Performing Asset) and the red tag must have the NPA level on it (see below). 
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There are three levels of NPA: 

• NPA-As listed above. 
• NPA-repair- Not on contract, needs repair prior to deployment. (Must be disabled). 
• NPA-Scrap- Not on contract and has outlived useful life and to be scrapped (Must be 

disabled) 

If there are any ques�ons regarding maintenance of NPA equipment, please consult with the HDQ 
Maintenance Department for further details and clarifica�on.  
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Chapter 2 – Reports/Forms 
2.1 Purpose 

This Chapter covers reports and forms used in the repair or inspec�on of GSE equipment in the 
WFS North America network. The reports referenced here are available on the WFS Intranet and 
GSE Teams Library. 

2.2 Reports/Forms Procedures 
2.2.1 Pre/Post Inspec�on 

Before each shi�, each operator of a piece of equipment shall inspect the equipment that he or 
she will be opera�ng.  This is a Pre-trip Inspec�on.  A�er each shi�, each operator shall inspect the 
equipment that he/she was opera�ng.  This is a post-trip inspec�on.  ALL operators shall perform 
Pre and Post trip inspec�ons.  Any discrepancies noted in the Equipment Condi�on Report, and 
ini�aled by the operator making the nota�on (For Dossier sta�ons see Addendum 4.  If the 
condi�on is a safety item, the unit is to be red tagged to seek guidance from Maintenance 
immediately. 

2.2.2 Equipment Condi�on Report 
The ECR allows the mechanics to be aware of any discrepancies that occur with equipment 
between PMI’s.  Each sta�on shall maintain an ECR for each shi� worked.  It shall list ALL powered 
equipment for that sta�on, and any discrepancies found during that shi�.  Non-powered 
equipment is listed ONLY as an excep�on, when and if discrepancies are found, to ensure prompt 
repair. 

This report is checked for completeness by the Management, signed at the end of each shi� and 
emailed to maintenance.  The mechanic shall obtain the ECR upon the start of his/her shi� to 
determine work needing to be done.  All discrepancies shall be repaired daily, or scheduled for 
later repair, by the mechanic or GM/Sta�on manager.  The mechanic or Maintenance Manger shall 
acknowledge repair or status at the end of each working day. The ECR’s shall be kept on file for one 
year a�er their date. 

Any equipment condi�on that requires removal from service un�l the repair is performed must be 
disabled and tagged with a red tag to ensure iden�fica�on as out of service, to prevent use un�l 
repaired. See Chapter 5 – 5.2 Red Tag Program. 

Dossier 7 sta�ons are exempt from this process and shall follow the procedures outlined in 
Addendum 4 – Sec�on 2 Equipment Issue Repor�ng Procedures.   

2.2.3 Equipment Breakdown No�fica�on 
This detailed no�fica�on is to be completed when any cri�cal equipment breaks down during any 
opera�on, whether causing a delay in departure/opera�ons or not. Cri�cal equipment is defined 
by the size and scope of the opera�on regarding failure of equipment severely impac�ng ability to 
meet opera�onal demand. The purpose of this no�fica�on is to assist in responding to equipment 
situa�ons, and customer requests following an opera�onal delay or near miss delay.  The 
no�fica�on should be completed immediately and e-mailed to the HDQ Maintenance Department, 
regional Maintenance manager, and opera�onal VP as soon as prac�cal. The manner of repor�ng 
will vary sta�on to sta�on. For Dossier sta�ons see Addendum 4.  
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2.2.4 Weekly Out of Service Log 
Each loca�on is to send weekly out of service tracking spreadsheet to designated oversite and 
retained on file for three years. If all GSE is opera�onal the weekly message is s�ll to be sent no�ng 
no items out of service. This report is due every Monday at 1700 Central Standard Time. The email 
subject line shall begin with “STATION CODE OOS” (i.e. DFW OOS). 

2.2.5 Monthly Container Loader/Towbar Checklist 
Every month all Container Loaders and Towbars shall be inspected for cri�cal structural and safety 
related items between PMI. The Checklist is to be sent to designated oversight and retained on file 
for three years. This check is ancillary to the scheduled PMI. For Dossier sta�ons see Addendum 4.   

2.2.6 PM Tracking Spreadsheet 
The “PM Tracking Spreadsheet” is a Microso� Excel file designed to track powered and non-
powered equipment preventa�ve maintenance inspec�ons (PMI’s) in the sta�on. Each �me a PMI 
is completed, the PMI tracker shall be updated with the engine hours or odometer (whichever is 
applicable, powered equipment only) and the date of comple�on. The spreadsheet shall track if 
the equipment is in or out of compliance based on the intervals specified in Chapter 5 depending 
on the group the equipment is in. This report shall be sent to oversight personnel on a periodic 
basis depending on the loca�on. For Dossier sta�ons, this form of tracking shall not be used 
(unless sta�on maintains customer supplied equipment), see Addendum 4 – Sec�on 4 PMI 
Tracking. 

2.2.7 Weekly Equipment Check 
This inspec�on and form shall be completed once per week. The inspec�on consists of inspec�ng 
the unit to ensure that all cri�cal func�ons are opera�onal and that the correct fluid levels are 
present where required. This form shall be retained on file for a minimum of 120 days. 

2.2.7a - For Sta�ons that outsource GSE maintenance - Sta�on Management can choose to have 
a vendor do the Weekly Equipment Check or responsible WFS employees can be trained 
to complete the Weekly Equipment Check.  Performing the Weekly Equipment Check in-
house is preferred if it can be done properly, safely and efficiently. 

2.2.8 Fuel Log 
Each sta�on shall maintain an accurate account of fuel usage. If WFS equipment is fueled by an 
outside vendor, they shall be required to provide us with that same informa�on each �me they 
fuel our equipment. 

2.2.9 Engine Failure Report 
This form should be completed any�me a piece of GSE has an engine failure.  The report should be 
emailed to the HDQ Maintenance Department and regional manager as soon as it has been 
completed.  This is to ensure that proper recordkeeping and �mely authoriza�on for repairs is 
done. 

2.2.10 Daily Timecard 
The Daily Timecard is used to record a GSE mechanic’s repair hours and repair details. The 
following procedures shall be used: 

The mechanic(s) shall complete a Daily Timecard (and Work Order) if applicable for all work 
performed on WFS GSE. Dossier sta�ons are exempt from this requirement (see Addendum 4 – 
Task Management). 
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All work completed is to be entered into a CMMS (Computerized Maintenance Management 
System). See Addendum 4 – 5.2 Task Management and Addendum 3 – E-Maint X3 CMMS System 
for entry procedures. 

2.2.10a Outsourced GSE Entry  
All sta�ons that outsource their GSE maintenance shall complete a Work Order on 
behalf of the third party.  The sta�on should request a copy of the third-party work 
order and then transfer the data to the WFS work order.  The WFS work order, third 
party work order, and the invoice shall be sent electronically daily or regularly to HDQ 
Maintenance.  

2.2.11 Preven�ve Maintenance Inspec�on Form 
The Preven�ve Maintenance Inspec�on (PMI) Form is used to record all required PMI’s on WFS 
equipment. This form shall be completed each �me a WFS mechanic completes a PMI on WFS 
equipment. The procedures on the form shall meet or exceed equipment OEM requirements. The 
form shall be filed according to the document reten�on and organiza�on requirements in Chapter 
3 – Maintenance Documenta�on. See Chapter 5 – 5.3.1 Preven�ve Maintenance Program for 
detailed PMI informa�on. 
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Chapter 3 – Maintenance Documenta�on 
3.1 Purpose 

This chapter describes the organiza�on and reten�on of documents and forms used in the GSE 
organiza�on. 

3.2 Document Organiza�on 
3.2.1 Paper File Setup 

The following setup of files and paperwork is the mandatory minimum in each sta�on.  The sta�on 
shall do the following: 

3.2.1a Powered Equipment 
Establish a hanging �ile for each piece of Powered Equipment: This is required for all 
locations regardless of if maintenance is outsourced or not. 

1. Identify the �ile by Company Asset ID.  i.e.; BTT-100, PBT-057, etc. 
2. Each �ile shall contain (a) all completed Work Orders and (b) PMI Forms from 

the last 2 years 

3.2.1b Non-Powered Equipment 
Establish a hanging file for each group of like Non-Powered Equipment pieces: 

1. Iden�fy the file by the group Equipment Type.  i.e.; Towbar, Bag cart, LD7 Dolly, etc. 
2. Each file shall contain (a) all completed Work Orders and (b) the latest PM Sign-Off 

Sheet with instruc�ons. 

3.2.1c General Maintenance Documents and Forms 
The following shall be established for documents that do not refer to a specific unit: 

1. Establish a file or loose-leaf binder for master copies of the PMI forms. 
2. Establish separate files for completed Weekly Equipment Check Forms. 
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Chapter 4 – Inten�onally Blank 
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Chapter 5 – General Maintenance Procedures 
5.1 Purpose 

This Chapter contains general procedures to be followed regarding maintenance of WFS 
equipment. 

5.2 Red Tag Program 
5.2.1 Red Tag Program Purpose 

The Red Tag Program ensures that equipment is not used when it is unsafe to operate or when it 
cannot perform it’s intended opera�onal func�on(s). 

5.2.1a Adding a Red Tag 
When GSE is unsafe to operate or is broken in such a way that it cannot perform its 
opera�onal func�on(s), the equipment should have a tag affixed in a loca�on clearly visible 
to a poten�al operator indica�ng that it is Out of Service. Once tagged, the equipment shall 
not be operated except to diagnose and repair the issue(s) by qualified personnel. If a piece 
of equipment is red tagged, it should be reported on the ECR or as a Dossier 7 Work 
Request (See Chapter 2 - 2.2.2 Equipment Condi�on Report, for Dossier 7 sta�ons see 
Addendum 4 – Sec�on 2 Equipment Issue Repor�ng Procedures. The equipment should 
also be added to the Weekly Out of Service Log (for non-Dossier 7 sta�ons see Chapter 2 - 
2.2.4 Weekly Out of Service Log, for Dossier 7 sta�ons see Addendum 4 – 5.3.2 Out of 
Service Equipment). 

5.2.1b Removing a Red Tag 
Red Tags can only be removed by qualified GSE personnel. The Red Tag should only be 
removed when the repair(s) are completed, and the equipment is safe to operate. When 
the Red Tag is removed, the equipment should be removed from the ECR (see Chapter 2 - 
2.2.2 Equipment Condi�on Report) and from the Weekly Out of Service Log (see Chapter 2 
– 2.2.4 Weekly Out of Service Log). For Dossier 7 Sta�ons see Addendum 4 – Sec�on 5 
Work Request/Work Order Management. 

5.2.1c Non-Performing Asset 
Any Non-Performing Asset shall be red tagged. The red tag shall not be removed un�l the 
unit has been assigned to a new or exis�ng contract and the unit has undergone the next 
PMI in the rota�on (see Chapter 5 – 5.3.2 – PMI Intervals and Rota�on). See Chapter 1 – 
1.2.10 Non-Performing Asset for informa�on on NPA Equipment. 

5.3 Preven�ve Maintenance Program 
5.3.1 Preven�ve Maintenance Program Defini�on 

The Preven�ve Maintenance Program consists of a series of inspec�ons to ensure that equipment 
is in op�mal condi�on during equipment opera�on and use. WFS Preven�ve Maintenance 
Inspec�ons shall meet or exceed Original Equipment Manufacturer specifica�ons. Preven�ve 
Maintenance Inspec�ons are also referred to as “PMIs”. 

5.3.2 PMI Intervals and Rota�on 
All equipment shall have a day-based PM interval. Group 1 equipment categories shall also have 
“engine hours” based PM intervals.  

5.3.2a Equipment Intervals 
• Group 1 
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o Bobtails, AC (AC/Heat) Carts and GPU’s 
o A PMI – 90 days or 300 engine hours, whichever comes first. 
o B PMI – 180 days or 600 engine hours, whichever comes first 
o Asset Types in this group shall be assessed periodically as required by changing 

opera�on condi�ons, usage paterns or fleet makeup. 
• Group 2 

o All other ac�ve GSE not in Group 1, Group 3 or Group 4 
o A PMI – 90 days 
o B PMI – 180 days 

• Group 3 
o All non-powered equipment except Towbars, see Chapter 2 2.2.5 Monthly Container 

Loader/Towbar Checklist for Towbar informa�on. 
o A PMI – 365 days 

• Group 4 
o Non-Performing Assets (NPA) 
o An NPA unit shall be tagged out and taken out of the PMI rota�on while not in use. If 

the unit is returned to service, the next PMI in the PMI rota�on shall be completed 
before use. See Chapter 1 – Non-Performing Asset and Chapter 5 – 5.2 Red Tag 
Program. 

5.2.3b Rotation 
PMI’s shall be completed in an “A-B” rota�on. The equipment’s first PMI shall be an “A” 
PMI. When mul�ple PMIs are due on a piece of equipment, the highest PMI shall be 
completed. Two “B” PMIs in a row are acceptable in the rota�on. 

5.3.3 PMI Tracking 
All PMI’s shall be tracked using the PMI Tracking Spreadsheet (see Chapter 2 - 2.2.6 PM Tracking 
Spreadsheet). Dossier 7 sta�ons are exempt from this requirement (see Addendum 4 – Sec�on 4 
PMI Tracking). 

5.3.4 PMI Documenta�on 
All PMI files shall be kept according to Chapter 3 - 3.2 Document Organiza�on. All PMI forms shall 
be filled out according to Chapter 2 - 2.2.11 Preven�ve Maintenance Inspec�on Form and Chapter 
2 -2.2.5 Monthly Container Loader/Towbar Checklist. For Dossier 7 Sta�ons see Addendum 4 – 
Sec�on 4 PMI Tracking. 

5.3.5 Updates to PMI Procedures and Documenta�on 
PMI procedures and documenta�on shall be reviewed periodically by HDQ Maintenance for 
applicability to the current fleet. Changes to PMI procedures and documents must be approved by 
Director of GSE or above. Changes shall be distributed to maintenance personnel a�er approval. 

5.4 High Value Part and Tool Shipping/Storage 
5.4.1 High Value Tool Storage 

All tools that are owned by WFS and cost over $500 USD must be stored in a secure loca�on. This 
requirement includes diagnos�c laptops/accessories and load banks. 

5.4.2 High Value Part Storage 
All parts that have a value over $500 USD must be stored in a secure loca�on. 
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5.4.3 Tool Shipping 
5.4.3a Diagnos�c Laptop Shipping 

All diagnos�c laptops must be shipped using FEDEX or UPS. The insured value must be 
$4,000 USD. 

5.4.3b Load Bank Shipping 
Load banks must be shipped using FEDEX or UPS. The insured value must be $10,000. 
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Chapter 6 – Safety Procedures 
6.1 Purpose 

This Chapter outlines general safety guidelines that should be followed during any GSE repair or 
inspec�on. This Chapter includes Hot Work Permi�ng and Lockout-Tagout procedures and 
policies. 

6.2 General Safety Procedures 
6.2.1 Local, State and Federal Safety Regula�ons 

During any GSE repair or inspec�on, all Local, State and Federal safety rules and regula�ons shall 
be followed, in addi�on to those listed below. 

6.2.2 Personal Protec�ve Equipment (PPE) 
PPE shall be used at all �mes when conduc�ng repairs on GSE equipment, when applicable or 
when in opera�onal areas. 

6.2.3 General Shop Safety 
6.2.3a Shop Cleanliness 

The GSE repair facility(s) shall be kept clean. The floor must be kept clean of spills, dirt and 
trip hazards. Time should be allowed by management for shop cleaning daily. 

6.2.3b Li� Equipment Labeling 
All equipment used for li�ing GSE (jack stands, jacks, 4-pole li�s etc.) must be clearly 
labeled with the Original Equipment Manufacturer (OEM) load bearing capacity of the 
equipment.  

6.2.3c SDS/HAZCOM 
WFS uses a third-party management system for SDS documenta�on. SDS posters must be 
displayed in any GSE repair facility. All chemicals should be properly labeled according to 
local, state and federal rules and regula�ons. See Safety and Training guidelines for 
applicability and detailed procedures on MSDS. All chemicals should be stored according to 
local, state and federal rules and regula�ons. See 6.2.3d Flammable Chemical Storage for 
informa�on on storing flammable chemicals and 6.2.3e Batery Charging/Storage for 
batery charging and storage requirements. 

6.2.3d Flammable Chemical Storage 
All flammable chemicals must be stored in an NFPA 30 compliant storage cabinet. The 
bungs of the cabinet should be present and able to be turned by hand. Corrosive fluids or 
corrosive aerosols should never be stored inside the Flammable Chemical Storage cabinet. 
The Flammable Chemical Storage cabinet shall be placed in a well-ven�lated area away 
from open flame sources. Enough clearance between the flammable cabinet and any 
surrounding objects should be given to allow access to the fire bungs with a fire 
suppression device. 

6.2.3e Batery Charging/Storage 
Bateries must be stored off the ground in a dry and well-ven�lated area. Batery charging 
sta�ons must be in a dry and well-ven�lated area. The batery charging area shall have a 
face shield, apron, corrosive resistant gloves and acid neutralizer present and easily 
reachable. 
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6.2.3f Fire Ex�nguishers 
A GSE repair facility must have fire ex�nguisher(s) present according to NFPA 10 and local, 
state and federal regula�ons. WFS requires an annual inspec�on of fire ex�nguishers by an 
outside service company and an internal monthly check. The inspec�on(s) must be 
documented on the fire ex�nguisher. All fire ex�nguishers must have a current inspec�on 
tag present. 

6.2.3g Eye Wash Sta�on 
A GSE repair facility must have an eye-wash sta�on(s) available. If a portable saline type of 
eye-wash sta�on is used, it must have a current sell-by date. If the date has expired, the 
eye-wash saline must be replaced. If a permanent type of eye-wash sta�on is used, it 
should be inspected according to local or state regula�ons where applicable.  

6.2.3h Extension Cords/Power Cords 
All power extension cords should be of the proper ra�ng for use. Cords should be checked 
regularly for damage or wear and replaced if necessary. Extension cords should not be used 
as a permanent power source. Extension cords should be stored outside of any walking 
paths or work areas when not in use. Extension cords used in WFS facili�es should be of the 
3-wire with a ground type. 

6.2.3i Air Hoses 
All air hoses should be of the proper ra�ng for use. Hoses should be checked regularly for 
damage or wear and replaced if necessary. Hoses should be stored outside of any walking 
paths or work areas when not in use. 

6.2.3j Exit Doors 
All exit doors should be properly marked according to local, state and federal rules and 
regula�ons where applicable. Exit doors should remain free of blockage that causes a trip 
hazard or prevents proper use of the door. 

6.2.3k Electrical Panels 
Electrical panels should be properly marked according to local, state and federal rules and 
regula�ons. Electrical panels should have at least 36 inches (3 feet) of clearance in front of 
them. 

6.2.3l Sta�onary Maintenance Equipment 
Sta�onary Maintenance Equipment (bench grinders, drill presses, �re machines, etc.) must 
be installed and maintained according to OEM specifica�ons.  

6.2.3m Bench Grinders 
Bench grinders must be installed with the shield and rest according to OEM specifica�ons. 

6.2.4 Lockout-Tag Out 
6.2.4a Purpose 

The purpose of this writen program is compliance with the OSHA General Rules and 
Regula�ons 29 CFR 1910.147 regarding the control of hazardous energy. 

The purpose of the standard is to prevent workplace injuries that might result from the 
unexpected energiza�on or startup of machines and equipment, or the release of stored 
energy.  This is accomplished through this writen program, including energy control 
procedures, employee training, and periodic inspec�ons to ensure that before maintenance 
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and service is performed, machines and equipment that could unexpectedly startup, 
become energized, or release stored energy, are isolated from their energy source(s) and 
are rendered safe. 

6.2.4b General 
Workers performing service or maintenance on machinery and equipment are exposed to 
injuries from the unexpected energiza�on, startup of the machinery or equipment, or 
release of stored energy in the equipment. 

The Lockout/Tag out standard requires the adop�on and implementa�on of prac�ces and 
procedures to shut down equipment, isolate it from its energy source(s), and prevent the 
release of poten�ally hazardous energy while maintenance and servicing ac�vi�es are 
being performed. It contains minimum performance requirements, and defini�ve criteria 
for establishing an effec�ve program for the control of hazardous energy. However, 
employers have the flexibility to develop lockout/tag out programs that are suitable for 
their respec�ve facili�es. 

6.2.4c Scope/Applica�on 
This standard applies to workers performing servicing and maintenance on machines and 
equipment and who are exposed to unexpected energiza�on, startup, or release of 
hazardous energy. 

Covered ac�vi�es include any source of mechanical, hydraulic, pneuma�c, chemical, 
thermal, or other energy.  Construc�ng, installing, se�ng up, adjus�ng, inspec�ng, 
modifying, maintaining and/or servicing equipment where employees could be exposed to 
the unexpected energiza�on or the startup of the equipment or release of hazardous 
energy. 

Servicing and maintenance ac�vi�es performed during normal opera�ons if:  

• An employee is required to remove or bypass guards or other safety devices. 
• An employee is required to place any part of the body into a point of opera�on or 

into an area on a piece of equipment where work is performed, or into the danger 
zone associated with the machine’s opera�on. 

This standard does NOT apply to workers performing work on machines or equipment 
where they are NOT exposed to unexpected energiza�on, or the release of hazardous 
energy.  It does not apply to: 

• Minor servicing and adjustments during normal opera�on, which are rou�ne to the 
use of the equipment and normal machine safeguarding protec�on is present. 

• Work on cord and plug connected equipment when the plug is removed from the 
energy source and the worker has control of the plug. 

6.2.4d Defini�ons 
Defini�ons useful to understanding the Lockout/Tag out standard and program are: 

• Authorized Employee  
o An employee who locks or tags machines or equipment to perform servicing or 

maintenance. 
• Affected Employee 



WFS – North America Ground Equipment Manual 
V 5.2 Effec�ve 12 JUN 2024 
Printed copy is reference only 

| 20 
 

o Any employee who is required to use machines or equipment on which servicing 
is performed under the Lockout/Tag out standard or who performs other job 
responsibili�es in an area where such servicing is performed. 

• Another Employee 
o All employees who are or may be in an area where energy control procedures 

may be u�lized. 
NOTE:   These three categories effec�vely include ALL WFS ramp and warehouse employees, 

employees but would not include those who work ONLY in office or �cket counter 
loca�ons. 

• Capable of being locked out. 
o An energy isola�ng device is considered capable of being locked out if it is 

designed with a hasp or other means to which a lock can be affixed.  
o Has a locking mechanism built into it? 
o Can be locked without dismantling, rebuilding, or replacing the energy isola�ng 

device or permanently altering its energy control capability. 
• Energized 

o Machines and equipment are energized when they are connected to an energy 
source, or they contain residual or stored energy. 

• Energy Isola�ng Device 
o A mechanical device that physically prevents the transmission or release of 

energy, including but not limited to  
o A manually operated electrical circuit breaker. 
o A manually operated switch by which the conductors of a circuit can be 

disconnected from all ungrounded supply connectors, and, in addi�on, no pole 
can be operated independently. 

o A line valve; a block; and any similar device used to block or isolate energy. 
o Push butons, selector switches and other control circuit type devices are NOT 

energy isola�ng devices. 
• Energy Source 

o Any source of electrical, mechanical, hydraulic, pneuma�c, chemical, thermal, or 
other energy. 

• Lockout 
o The placement of a lockout device on an energy isola�ng device, in accordance 

with an established procedure, ensuring that the energy isola�ng device and the 
equipment being controlled cannot be operated un�l the lockout device is 
removed. 

• Lockout Device 
o Any device that uses posi�ve means, such as a lock, blank flanges, and bolted 

slip binds, to hold an energy isola�ng device in a safe posi�on, thereby 
preven�ng the energizing of machinery or equipment. 

• Normal Produc�on Opera�ons 
o U�liza�on of a machine or equipment to perform its intended produc�on 

func�on. 
• Servicing and/or Maintenance 

o Workplace ac�vi�es such as construc�ng, installing, se�ng up, adjus�ng, 
inspec�ng, modifying, maintaining, and/or servicing machines or equipment, 
including lubrica�ng, cleaning, or un-jamming of machines or equipment, and 
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making adjustments or tool changes, where employees could be exposed to the 
unexpected energiza�on or startup of the equipment or release of hazardous 
energy. 

• Tag out 
o The placement of a tag out device on an energy isola�ng device, in accordance 

with an established procedure, to indicate that the energy isola�ng device and 
the equipment being controlled may not be operated un�l the tag out device is 
removed. 

• Tag out Device 
o Any prominent warning device, such as a tag and means of atachment, which 

can be securely fastened to an energy isola�ng device to indicate that the 
machine or equipment to which it is atached may not be operated un�l the tag 
out device is removed. 

6.2.4e Energy Control Procedures 
It is the intent of this procedure to ensure that equipment used by WFS is properly made 
safe when maintenance opera�ons are being performed, and that equipment iden�fied as 
needing such repair, which might require non-use, is safely rendered inopera�ve.  

If a lockout procedure is to be used, an equipment lock must be u�lized, with the key(s) for 
said lock being retained, during non-opera�ng hours, by the maintenance supervisor at the 
maintenance site un�l such repair/servicing has been completed.  Individual locks are not 
u�lized in this program. 

When maintenance is being performed on equipment that contains hydraulic li�ing 
devices, which must be raised when the maintenance is performed, the installed blocking 
devices on the equipment to prevent the raised element from lowering in the absence of 
hydraulic pressure shall be put in place and ensured by all par�cipa�ng par�es.  If there is 
no blocking device, then appropriate jacks or blocks shall be used to prevent the lowering 
of the device.  This must be accomplished before any maintenance personnel place any part 
of their body in an area where said device could lower and cause injury. 

6.2.4f Contractor Rela�ons 
When contractors or vendors perform work at any WFS site, they must adhere to the 
minimum OSHA requirements for Lockout/Tag out.  The WFS LOTO program shall be 
explained to the contractor or vendor, and they shall also inform WFS management of their 
own LOTO procedures.  The contractor/vendor(s) shall work with WFS management 
(maintenance and sta�on) to ensure compliance with LOTO programs and goals. 

6.2.4g Training  
Training requirements are specified in OSHA CFR 1910.147(c)(7).  At WFS, they shall consist 
of: 

• All employees must be acquainted with the LOTO procedure and the meaning of the 
LOTO locks or tags through the LOTO “General” training. 

• Further training shall be provided to the Authorized Employees engaged in the 
normal servicing and repair of WFS equipment, including Sta�on Managers and to 
those Affected Employees who are cer�fied to operate equipment through the LOTO 
“Full” training. 
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• Retraining must be provided whenever a job changes results in exposure that was 
different that the prior job.  Specifically, if an employee that was not associated with 
ramp opera�ons moves to ramp opera�ons, they shall require training, as will an 
employee moving from to cer�fied equipment operator, or from any other area into 
the maintenance staff posi�ons that work on equipment. 

• Periodic retraining shall be carried out as part of the WFS Recurrent Training 
program OR if any inadequacies or devia�ons from the program are noted for any 
individual or group. 

• The retraining required shall also include any new informa�on or revised control 
methods and procedures in use, as necessary. 

6.2.4h Periodic Review 
It shall be the responsibility of the WFS Maintenance Manager, local Sta�on Managers, or a 
designated Authorized Employee to periodically review the procedures, training, and note 
any devia�ons or inadequacies.  This shall be done at least annually, and the results shall 
be reported to the Office of Safety and Training.  The review, which may be done in groups 
and if carried out by an authorized employee must be carried out by an authorized 
employee NOT involved in the procedure being inspected, shall: 

• Iden�fy, record, and correct any deficiencies or devia�ons from procedure. 
• If Lockout is used, review each authorized employee’s responsibili�es. 
• If Tag out is used, review both the authorized and affected employee’s 

responsibili�es. 
• If Tag out is used, review the addi�onal training required on the limita�ons of the 

tagging system as specified in 1910.147(c)(7)(ii) with authorized and affected 
employees, including: 
o Tags are warning devices affixed to energy isola�ng devices and do NOT provide 

physical restraint on those devices as would be provided by a lock. 
o When a tag is atached to any device, it is NOT to be removed without 

authoriza�on, and it is NEVER to be bypassed, ignored, or otherwise defeated. 
o Tags must be legible and understandable by all employees. 
o Tags and their means of atachment must be made of materials which will 

withstand the environmental condi�ons encountered in the workplace. 
o Tags may evoke a false sense of security and their meaning needs to be 

understood as part of an overall energy control program. 
o Tags must be securely atached to energy isola�ng devices so that they cannot 

be inadvertently or accidentally detached during use. 
• Advise the WFS HDQ Maintenance Department and the Office of Safety and Training 

when the required inspec�ons have been performed and their results in writen 
form. 

6.2.4i Procedures for Applica�on/Release of Energy Control 
Applica�on 

The sequen�al procedures for the applica�on of LOTO to WFS equipment by an authorized 
employee are: 

• Prepare for Shutdown 
o Ensure knowledge of the type of machine or type of equipment being shut 

down, the hazards and their magnitude to be controlled, and the method or 
means to be used for that control. 
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• Shutdown 
o Ensure that the shutdown is performed in accordance with the procedure for 

shutdown of that machine or equipment to avoid further hazard to employees. 
• Isola�on 

o Ensure that appropriate isola�on of energy source(s) is carried out and that all 
energy sources have been iden�fied. 

• Apply Lockout or Tag Out Device 
o Ensure that the lock or tag is applied in a manner that shall prevent energiza�on 

of the unit and/or is in a readily visible posi�on to prevent use if it cannot be 
affixed to the energy source. 

• Release of stored energy 
o If energy is stored, such as hydraulic, the energy shall be released in a manner to 

render the equipment safe.  This would include release of energy a�er blocking 
devices are put in place. 

• Verify 
o Prior to any work being performed, an authorized employee must verify that the 

machine or equipment has been properly isolated and rendered safe. 
Release 

The sequen�al procedures for the release of LOTO from WFS equipment by an authorized 
employee are: 

• Inspec�on of work area 
o Ensure that all non-essen�al items such as tools, spare parts, etc., have been 

removed and that the machine or equipment components are opera�onally 
intact. 

• Pos�ng 
o Ensure that all employees in the work area have been posi�oned safely or have 

cleared the area.  All affected employees must be no�fied that the LOTO devices 
have been removed prior to star�ng the equipment. 

• LOTO device removal 
o The lockout (equipment lock) or tag out device must be removed by an 

authorized employee.  (If an individual lock device was used, it shall be removed 
by the employee who placed it.) 

6.2.4j Temporary Removal 
LOTO devices may be temporarily removed by an authorized employee for the purposes of 
tes�ng or reposi�oning the machine or equipment.  The procedure for “Release” shall be 
used when this is necessary, and the procedure for “Applica�on” shall be used a�er 
tes�ng or reposi�oning. 

6.2.4k Conclusion 
This program is for the safety and benefit of all WFS employees, and for any contractors or 
vendors employed by WFS to perform func�ons where LOTO would be appropriate.  In any 
event, if any employee (authorized, affected, or other) is uncertain of the proper procedure 
to be followed regarding LOTO, they shall not atempt to proceed further un�l verifying the 
proper procedure with maintenance staff and/or their respec�ve supervisor, lead, or sta�on 
manager. 
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As previously noted, opera�on of any piece of equipment which is in a “Tag out” status 
(other than by maintenance) or unauthorized removal of a Tag out tag cons�tutes a safety 
viola�on and shall be a disciplinary offense, up to an including termina�on. 

Any other questions that might arise should be directed to the HDQ Maintenance 
Department or the Office of Safety and Training. 

6.2.5 Hot Work Procedures 
6.25a General 

This policy statement and permit are meant to assist WFS station Managers and 
maintenance staff in meeting the OSHA requirements [1910.119(k)] pertaining to “Hot 
Work” and [1910.252(a)] covering the basic requirements for fire prevention in “Welding, 
Cutting, and Brazing” operations.  This policy is not meant to supersede local fire code 
restrictions, if they are more restrictive than those stated in the OSHA standards.  Station 
Managers, WFS maintenance personnel, and any contracted activities involving hot work 
should ensure that they have become familiar with the codes, standards, and issues 
germane to any “hot work” carried out at any WFS station. 

6.2.5b Defini�on 
“Hot Work” is defined as any work involving electric or gas welding, cu�ng, brazing, or 
similar spark-producing opera�ons.  By default, though not specifically men�oned in the 
OSHA 1910.119(b) defini�on, would also be any grinding ac�vi�es producing substan�al 
sparking or the use of any open flame heaters of any kind. 

6.2.5c Permit 
A Hot Work permit is a paper permit that is meant to ensure that the safety and fire 
preven�on items appropriate to that type of work have been assessed and it is safe for the 
work to be carried out.  The hot work permit specifies items to be considered but cannot be 
complete and encompassing of all situa�ons.  When appropriate types of ac�vi�es are 
carried out, a hot work permit should be prepared and kept on file un�l the work has been 
completed. 

6.2.5d Permit Required 
 A hot work permit is required when two circumstances are met.  They are: 

• The work to be performed is applicable “hot work”. 
• The applicable hot work is to be performed outside of the normal WFS reserved 

safe maintenance area.  

For those WFS sta�ons where a reserved and separate maintenance area is provided, the 
hot work permit is not required for ac�vity carried out within that area.  However, the same 
safety checks must be made when any hot work is performed within that area.  ANY hot 
work performed in any area other than the designated maintenance area does require a 
hot work permit, as well as comple�on of the checklist. 

6.2.5e Permit Issuance 
A hot work permit shall be obtained according to local, state and federal rules and 
regula�ons. 
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Chapter 7 – Environmental Procedures  
7.1 Purpose 
This Chapter outlines general environmental guidelines that must be followed in WFS GSE repair 
facili�es. 

7.2 New Product Storage 
7.2.1 Oil Storage 

Oil (Hydraulic, Engine, Transmission etc.) should be stored in the original product container. The 
container or shelves housing the container should be stored on a secondary containment device. 
The secondary containment device should be sized appropriately for the amount of product being 
stored. 

7.2.2 Engine Coolant Storage 
Coolant should be stored in the original product container. The container or shelves housing the 
container should be stored on a secondary containment device. The secondary containment 
device should be sized appropriately for the amount of product being stored. 

7.3 Waste Storage 
7.3.1 Used Oil 

Used Oil should be stored in an approved container according to Local, State and Federal rules and 
regula�ons. The container should be stored on a secondary containment device. The secondary 
containment device should be sized appropriately for the amount of product being stored. The 
container should be labeled according to Local, State and Federal rules and regula�ons. The label 
should be legible and visible at all �mes. Only waste oil should be stored in the container, no other 
fluids should be added. 

7.3.2 Used Coolant 
Used Coolant should be stored in an approved container according to Local, State and Federal 
rules and regula�ons. The container should be stored on a secondary containment device. The 
secondary containment device should be sized appropriately for the amount of product being 
stored. The container should be labeled according to Local, State and Federal rules and 
regula�ons. The label should be legible and visible at all �mes. Only used coolant should be stored 
in the container, no other fluids should be added. 

7.3.3 Fuel (Waste or Mixed with Other Fluids) 
Fuel that is waste or mixed with other fluids should be kept in an approved container according to 
Local, State and Federal rules and regula�ons. If the container is made of steel the container 
should be electrically grounded with a grounding strap to prevent spark igni�on hazards. The 
container should be stored on a secondary containment device. The secondary containment 
device should be sized appropriately for the amount of product being stored. The container should 
be labeled according to Local, State and Federal rules and regula�ons. The label should be legible 
and visible at all �mes. Fuel (Waste or mixed with other fluids) should be disposed of as soon as 
prac�cally possible. 

7.3.4 Fluid Filters 
Fluid filters must be drained into an approved container according to Local, State or Federal rules 
and regula�ons before being stored pending disposal. Fluid filters that have been drained must be 
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stored in an approved container according to Local, Federal and State rules and regula�ons 
pending disposal. 

7.3.5 Universal Waste 
Universal Waste refers to material used in the cleanup of excess oil or other chemical fluids. It 
should be stored in an approved container according to local, state and federal rules and 
regula�ons. 

7.3.5 Trash Storage 
Trash should be stored in approved containers per local, state and federal rules and regula�ons for 
the material being stored. Trash should be removed from the GSE repair facility on a regular basis. 
Any trash container located in a non-covered area shall have a lid on the container to prevent 
rainwater ingress. 

7.4 Waste Disposal 
Waste products shall be disposed of according to local, federal and state rules and regula�ons with 
a WFS approved vendor. To be eligible to dispose of any WFS waste, the vendor must have an EPA 
number. Records of disposal shall be kept on file for a minimum of 3 years OR according to local, 
state and federal rules and regula�ons, whichever is longer. 

7.4.1 Battery Disposal 
Used bateries shall be disposed of according to local, state and federal rules and 
regula�ons. 

7.4.2 Tire disposal  
Used �res shall be disposed of according to local, state and federal rules and regula�ons. 
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Addendum 1 – GSE Procurement 
Purpose  
This addendum covers the policies and procedures for procurement of high value parts, tools, shop 
equipment and GSE. In addi�on to the polices procedures listed here, the WFS P-Card policies and WFS 
purchasing policies/procedures shall apply where applicable.  

Sec�on 1 – Appropria�on Request (AR) 
 

1.1 Purpose of Form 
The AR form must be completed by the local GSE department in a sta�on. This form contains 
informa�on about the cost, jus�fica�on, cost center, sta�on and asset being repaired. The form 
must be filled out completely and approved by all relevant par�es (See Sec�on 1 – 1.3 AR 
Approval) for approval procedures). The informa�on in the form must match exactly the 
informa�on in the quote from the vendor(s) for the item(s) being requested. 

1.2 Filling Out an AR 
The AR Form must have all the following fields completed correctly and completely for approval: 

• Request Type: Must be CAPEX or OPEX (see Addendum 1 - 1.4 CAPEX VS. OPEX) 
o CAPEX – Capitalized Expense 
o OPEX – Opera�onal Expense 

• Total Amount Requested – Input the total amount for all parts or tools associated with the 
repair. 

• Pay Terms – If paying with a P-Card, select P-Card. If paying through invoice, select NET-60 
• Request Date – The date the request is made. 
• Sta�on – The sta�on making the request. 
• CAPEX/OPEX# - DO NOT INPUT – This field shall be filled out by the Capex/Opex Team 
• Descrip�on of Request – A descrip�on of what repair is to be completed. 
• Jus�fica�on of Request – A descrip�on of why the item being purchased is required for the 

repair to be completed. 
• Cost Center – The cost center the asset belongs to 
• Ownership – DO NOT INPUT 
• ASSET ID – The Asset ID that the AR is for 
• Work Requested – Input the work being done to the asset. 
• Quote amount – The total amount on the quote. 
• Vendor – The vendor performing the work or supplying the part(s) 
• 1st Level Approver – The VP who has control over the cost center that the repair is requested 

for. 

1.3 AR Approval 
For �mely approval of AR’s, the following procedure should be followed. In all cases, there 
should be writen or verbal communica�on with the Cost Center management that the item will 
be requested. This should happen prior to submi�ng the AR. 
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1. The AR form is completed by the person reques�ng to purchase the item(s). 
2. The AR form is emailed to the Regional GSE Manager (see Addendum 8 – GSE Organiza�onal 

Chart) with the quote atached. 
3. If approved, the Regional GSE Manager shall email the AR and quote (with approval) to the 

VP of GSE with the Director of GSE Administra�on/FA in copy for approval. 
4. If approved, the GSE Administra�on department shall input the AR form into EYVO for first, 

second level and third level approval.  
5. If approved, an AR number shall be returned to the original requestor. 
6. The item may be purchased. 

1.3.1 Approvers 

Line of Business 1st Level Approver 2nd Level Approval 3rd Level Approver 

Ground (Pax) VP of Ground SVP Ground/Express CFO 

Express VP Express SVP Cargo/Express CFO 

Cargo VP Cargo (Region 
Dependent) SVP Cargo CFO 

 

1.3.2 Email Procedures 
For �mely AR approval, the ini�al email reques�ng approval should contain both the completed 
AR form and the quote from the vendor. The email subject should always have the following 
syntax: 

COST CENTER / ASSET ID (IF APPLICABLE) / DESCRIPTION OF PROPOSAL / COST 

1.4 CAPEX VS. OPEX 
1.4.1 CAPEX 

“CAPEX” is a capitalized expense. CAPEX should be selected if the purchase is over $2000 USD 
and will extend the useful life of a WFS owned asset by at least 3 years and the repair is not due 
to abuse. 

1.4.2 OPEX 
“OPEX” is an opera�onal expense. OPEX should be selected if the purchase is over $2000 USD 
and does not fall into the “CAPEX” category. 

Sec�on 2 Equipment Purchase 
2.1 Policy 

All local equipment purchased for WFS must be approved through the AR procedure (See 
Addendum 1 - 1.3 AR Approval). If approved, a No�ce of Arrival (see Addendum 2 – Equipment 
Shipping/Receiving/Disposal Procedures) must be completed and sent to HDQ Maintenance. The 
equipment shall be tracked in Emaint X3 or Dossier 7 (see and Addendum 3 – E-Maint X3 CMMS 
System). All equipment must be properly branded according to Addendum 6 – GSE Appearance 
and Branding before being used in-service. 

 



WFS – North America Ground Equipment Manual 
V 5.2 Effec�ve 12 JUN 2024 
Printed copy is reference only 

| 29 
 

 

Addendum 2 – Equipment Shipping/Receiving/Disposal Procedures 
Purpose  
This addendum covers procedures for shipping equipment, receiving equipment and disposing of 
equipment.  

2.1 Equipment Shipping (Internal Movements) 
When equipment is shipped between WFS sta�ons the following procedures must be followed. 

2.1.2 Prepara�on for Shipment 
Before the unit is shipped, it shall be brought as close to “like new” condi�on as possible, unless 
directed otherwise by HDQ Maintenance. The unit should be checked for proper opera�on and 
correc�ons to defects should be made. Company decals should be replaced as necessary to 
meet the requirements in Addendum 6 – GSE Appearance and Branding. Paint should also be 
checked and corrected to meet the requirements in Addendum 6 – GSE Appearance and 
Branding.  

2.1.2 Equipment Shipping/Receiving Checklist (Shipping Sta�on) 
The “Equipment Shipping/Receiving Checklist” Part One and Part Two should be filled out 
completely before the unit is shipped by the sta�on shipping the equipment. This form must be 
emailed to the Director of GSE Administra�on/FA, the receiving sta�on General Manager and 
receiving GSE Manager or equivalent (where applicable, see Addendum 8 – GSE Organiza�onal 
Chart). 

2.1.3 Equipment Shipping/Receiving Checklist (Receiving Sta�on) 
The “Equipment Shipping/Receiving Checklist” Part Three should be filled out completely. The 
unit should be checked completely for shipping damage. If any damage is found, it should be 
reported to HDQ Maintenance immediately. The completed Equipment Shipping/Receiving 
Checklist should be emailed to the Director of GSE Administra�on/FA. 

2.2 New Equipment Receiving 
When WFS receives a piece of equipment that is either new (from OEM) or “new to us” (from a 
vendor or third party owned equipment), the following procedures must be followed. 

2.2.1 In-Service Inspec�on 
All equipment received into a WFS sta�on from an external company must be inspected fully to 
ensure proper opera�on. The equipment should also be checked for correct company decals and 
all paint should be checked to meet the requirements in Addendum 6 – GSE Appearance and 
Branding.  

2.2.2 GSE Shipping/Receiving Checklist 
The WFS “GSE Shipping/Receiving Checklist” form should be filled out completely. Note that for 
Bobtails or any on-highway equipment, engine hours should be provided instead of an odometer 
reading. This form should be emailed to the Director of GSE Administra�on/FA (see Addendum 8 
– GSE Organiza�onal Chart) within 24 hours of arrival.  
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2.3 Equipment Disposal 
No equipment shall be removed from a WFS loca�on without approval from the Director of GSE 
and VP of GSE. To request approval for equipment disposal, the “Scrap Request Form” must be 
filled out and submited to the VP of GSE and Director of GSE Administra�on/FA (see Addendum 
8 – GSE Organiza�onal Chart). If the scrap request is approved, the equipment must be disposed 
of in a �mely manner. Pictures of the asset with WFS company decals removed must be provided 
before the equipment has le� the sta�on. 

2.3.1 Returning Equipment to Vendor 
When WFS returns leased equipment to a vendor, the following procedures shall apply: 

1. The equipment must be brought as close to “like new” as possible (unless directed 
otherwise by Director of GSE or above). 

2. WFS asset and brand decals must be removed from the equipment before the equipment 
leaves the sta�on. 

3. HDQ Maintenance must be informed when the equipment has le� the sta�on. 
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Addendum 3 – E-Maint X3 CMMS System 
Sec�on 1 – Emaint X3 
1.1 Purpose 

The E-Maint X3 CMMS is designed to house asset informa�on on all WFS equipment. It also 
contains Work Orders for repairs completed on WFS equipment. 

1.2 Data Entry 
Data shall be entered into the E-Maint system no later than 24 hours a�er comple�on of a repair 
or PMI. 

1.3 Data Submission 
There are 2 levels of CMMS entry.  

1. In-Loca�on – The sta�on administra�ve staff shall enter all work completed from paper 
�mecards turned in each shi� by the mechanic(s) in the sta�on. 

2. Headquarters Entry – The paper �mecards shall be emailed to HDQ maintenance for entry 
into the CMMS. 
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Addendum 4 – Dossier 7 CMMS System 
Purpose 
Dossier 7 is one of two Computer Maintenance Management Systems (CMMS) used by Worldwide Flight 
Services. It replaces Emaint X3. This addendum covers defini�ons and procedures for Dossier 7 to be 
used by Opera�ons and GSE Maintenance personnel. 

Sec�on 1 Dossier Terms Defini�ons 
1.1 Work Request 

The “Work Request” is the electronic form in Dossier 7 that is used to report issues with a piece 
of equipment. Work Requests are input into the system by Opera�ons and GSE personnel; or in 
the case of a PMI inspec�on, generated automa�cally by Dossier 7. Each Work Request is 
assigned to a specific Asset. Work Requests can be assigned to one or more “Work Orders” (see 
Sec. 1 1.2 Work Orders). 

1.2 Work Orders 
A “Work Order” is the record of repair on a piece of WFS Ground Service Equipment (GSE). It 
contains the Tasks associated with a repair. 

1.3 Task 
A “Task” is the record of part and labor informa�on atached to a “Work Order”. There is a one-
to-one rela�onship between the Tasks and Work Requests. 

Sec�on 2 Equipment Issue Repor�ng Procedures 
2.1 Opera�ons Rou�ne Equipment Issue Repor�ng 

From �me to �me, GSE assets may experience an issue. An “issue” is when any component(s) on 
a piece of equipment does not func�on according to the original design of the equipment. These 
issues should be reported in a �mely manner according to 2.1.1 Rou�ne Repor�ng Procedure. 
This procedure covers all instances of equipment failure except when the equipment failure 
causes a delay in aircra� departure (see Sec�on 2.2 Aircra� Delay Caused by GSE Issue Repor�ng 
Procedure) 

2.1.1 Rou�ne Repor�ng Procedure 
1. The issue is recorded visually or on the Pre/Post-Trip Inspec�on (see Chapter 2 – 2.2.1 

Pre/Post Inspec�on). 
2. The issue shall be reported to Opera�ons Management (MOD, AGM, GM) 
3. Opera�ons Management creates a “Work Request” via the Dossier 7 mobile applica�on or 

Dossier 7 web applica�on including the following informa�on in the fields listed: 
a. Descrip�on – a brief descrip�on of the issue with the piece of equipment 
b. Asset – The WFS Asset ID of the piece of equipment 
c. Priority – This is a dropdown field with 2 op�ons “In Service” or “Out of Service”. In 

service means the equipment is s�ll safe to operate, out of service means a cri�cal 
safety func�on is not working or the failed component prevents opera�on of the 
equipment. 

2.2 Aircra� Delay Caused by GSE Issue Repor�ng Procedure 
1. The issue occurs during the loading, unloading or pushback of an aircra�, causing a departure 

delay. 
2. The issue shall be reported to Opera�ons Management (MOD, AGM, GM) 
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3. Opera�ons Management creates a “Work Request” via the Dossier 7 mobile applica�on or 
Dossier 7 web applica�on including the following informa�on in the fields listed: 

a. Descrip�on – a brief descrip�on of the issue with the piece of equipment and the following 
informa�on: 

i. Flight Number 
ii. Scheduled Block Out �me 

iii. Actual Block Out �me 
b. Asset – The WFS Asset ID of the piece of equipment 
c. Priority – This is a dropdown field with 2 op�ons “In Service” or “Out of Service”. In service 

means the equipment is s�ll safe to operate, out of service means a cri�cal safety func�on is 
not working or the failed component prevents opera�on of the equipment. 

d. The Request Reason field must be changed to “FTD – Caused Flight Delay”. 

Sec�on 3 Required Equipment Inspec�ons 
3.1 Pre/Post Inspec�on 

The Pre/Post Trip inspec�on shall be completed according to Chapter 2 - 2.2.1 Pre/Post 
Inspec�on. Any discrepancies must be transferred as a Work Request into Dossier 7 (see 
Addendum 4 - 2.1.1 Rou�ne Repor�ng Procedure).  

3.2 Monthly Container Loader and Towbar Checklist   
Every month all Container Loaders and towbars shall be inspected for cri�cal structural and 
safety related items between PMI. The Checklist is to be completed by filling out the Monthly 
Container Loader and Towbar Checklist when the Monthly Container and Towbar PMI is due in 
Dossier 7. The PMI Interval in Dossier 7 will be automa�cally updated when the associated task 
in Dossier 7 is closed, and the corresponding work order is closed, and the next Monthly 
Container Loader and Towbar Checklist PMI will come due thirty (30) days a�er this event. The 
checklist shall be filed according to Chapter 2 - 2.2.5 Monthly Container Loader/Towbar 
Checklist. 

3.3 Weekly Equipment Check 
Powered equipment shall be checked for proper opera�on, that all safety func�ons work, and 
that all vital fluids are within the correct opera�onal level. The PMI Interval in Dossier 7 will be 
automa�cally updated when the associated task in Dossier 7 is closed, and the corresponding 
work order is closed, and the next Weekly Equipment Checklist PMI will come due 7 days a�er 
this event. The form shall be filed according to Chapter 2 - 2.2.7 Weekly Equipment Check. 

Sec�on 4 – PMI Tracking 
4.1 PM Status and Comple�on 

PMI status shall be tracked through Dossier 7. Every asset shall be assigned one or more PMI 
intervals and checklists to ensure proper preventa�ve maintenance. When a PMI comes due in 
the system, it will progress through different stages to show compliance with the PMI schedule.  

• Coming Due – The unit has entered the “No�fica�on Window” of the PMI interval. This 
happens 21 days or 50 engine hours before the end of the compliance period. PMIs 
within this window that are completed are considered completed early. The unit is 
within PMI compliance during this stage. 

• Due – The unit has entered the “Due” window of the PMI interval. This indicates that the 
PMI needs to be performed. This occurs 14 days or 25 engine hours from the end of the 
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compliance period. A PMI completed in this window is considered completed on �me. 
The unit is within PMI compliance during this period. 

• Overdue – The unit has reached the end of the compliance period. The unit is no longer 
in compliance with the PMI interval. A PMI completed with this status is completed late. 

• Cri�cal – The unit has reached the end of the Overdue period and is out of compliance 
with the PMI interval. This occurs 7 days or 10 engine hours from the start of the 
Overdue period. A PMI completed with this status is considered completed late.  

All equipment shall have a PMI Interval assigned according to Chapter 5 - 5.3 Preven�ve 
Maintenance Program. The PMI shall be closed and completed when the PMI checklist is 
completed, and the Task associated with the PMI is closed. Dossier 7 automa�cally updates the 
PMI interval of the asset. Compliance shall be checked by Management each day and the 
beginning and end of their shi�. Where required, the closing of the Work Order cons�tutes 
Manager sign from the PMI. 

4.2 PMI Rota�on 
PMI rota�on in Dossier 7 is determined by Chapter 5 - 5.3.2 PMI Intervals and Rota�on. 

Sec�on 5 – Work Request/Work Order Management 
5.1 Work Request Management 

Work Requests shall be entered into the system by Opera�ons personnel, GSE personnel or 
generated by the system automa�cally. Work Requests shall be assigned to a Work Order no 
later than 24 maintenance opera�on hours a�er being created. If a Work Request is a duplicate 
report, it must be notated in the descrip�on that it is a duplicate and closed with a status of “Not 
Approved”. 

5.2 Task Management 
Tasks are the record of work for an issue on a piece of equipment. A task is created by assigning 
a Work Request to a Work Order. 

5.2.1 Mechanic Labor 
All labor associated with a repair shall be recorded on the task for that repair. A mechanic must 
clock in before performing work on the task. When a mechanic clocks out of the task, the 
mechanic shall navigate to the labor line and put a brief descrip�on of what was done during 
that �me in the “Work Descrip�on” field. 

5.2.2 Parts 
All parts used in a repair shall be recorded on the task for that repair. When a part is removed 
from parts storage, the part number shall be entered, and the quan�ty used shall be recorded. 
Used parts shall not be counted. 

5.2.3 Task Coding 
All Tasks shall be coded according to the type of repair performed and the part of the equipment 
being repaired. The following fields must be completed when the repair is complete: 

• System – The system being repaired on the equipment. 
• Assembly – Shall be filled out as “000”. 
• Component – Shall be filled out as “000”. 
• Work Reason – This indicates why the piece of equipment failed. 

o Breakdown – The equipment failed while opera�ng under normal condi�ons. 
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o Preven�ve Maintenance – The Task is a PMI. 
o No Start – The equipment would not start due to the ac�ons of an operator. Examples 

include leaving the lights on and killing the batery, running the unit out of fuel or 
damaging the starter by overcranking. 

o Abuse of Equipment – Damage was caused to the equipment by using it outside of its 
normal opera�ng parameters or by negligence. 

o Accident, Reported – The equipment was involved in an accident. 
o Opera�onal Requirement – This is to be used on “Shop” assets only. This indicates work 

that is required to keep the repair facility clean or to indicate flight standby �me. 
• Failure Code – This indicates how the repaired component failed. 
• Work Accomplished Code – This indicates what the mechanic did to repair the failed 

component, or the type of PMI completed (if applicable). 

5.2.4 Closing a Task 
When the repair is complete, the mechanic shall code the task. The mechanic shall then close 
the task with a status of “Closed” and a disposi�on of “Complete”. 

5.3 Work Order Management 
5.3.1 Opening a Work Order 

A work order shall be opened when there is at least one Work Request open against a piece of 
equipment (see Addendum 4 - 5.1 Work Request Management). At any given �me, there shall be 
no more than one Work Order open against a par�cular asset except when an outside en�ty is 
also performing work on a piece of equipment. 

5.3.2 Out of Service Equipment 
When a piece of equipment is Out of Service, the “Out of Service” field on the Work Order shall 
be set to “Yes”. An “Out of Service Reason” must be selected. The “Notes” field should be filled 
out with the most updated informa�on available about the status of repair. For Dossier 7 
Sta�ons, this procedure cons�tutes the “Weekly Out of Service Log” (Chapter 2 - 2.2.4 Weekly 
Out of Service Log). 

5.3.3 Work Order Review 
When all tasks are completed on a Work Order, the Work Order shall have a disposi�on of 
“Review”. This indicates that the Work Order is ready to be reviewed by management and 
closed. 

5.3.4 Closing a Work Order 
Work Orders shall be closed by authorized personnel when the repair(s) are completed. The 
Work Order must be reviewed by authorized personnel prior to closing. 

Sec�on 6 – Purchase Orders 
6.1 Scope 

All parts purchased in a Dossier 7 sta�on shall be captured on a Purchase Order. 

6.2 Opening a Purchase Order 
A quote shall be received from a Vendor. This informa�on shall be transferred on to a Purchase 
Order. The Purchase Order should also include the cost center, quote number and Asset ID (if 
applicable). 
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6.3 Closing a Purchase Order 
All parts on the purchase order shall be received in the system when they come in to the sta�on. 
The packing list should be checked against the purchase order, then the purchase order shall be 
closed automa�cally. 

6.4 Purchase Receipts 
When a part(s) is received on a Purchase Order, a Purchase Receipt shall be opened. The GSE 
Manager or GSE Admin in the sta�on shall upload the invoice to the Purchase Receipt and 
document the invoice number in the “Descrip�on” field. Then the Purchase Receipt Status 
should be changed to “Closed” and saved. 

Sec�on 7 – Parts Inventory Management 
7.1 Part Storeroom 

Each sta�on shall have a digital “Part Storeroom” set up in Dossier 7. This Storeroom must 
contain an accurate inventory of all parts physically in the sta�on. All parts must be received into 
inventory through Purchase Orders (see Addendum 4 - 5.2.2 Parts). The only excep�ons to this 
are standard nuts, bolts and consumable shop supplies. 

7.2 Parts Inventory Verifica�on Procedure 
To control and verify GSE part inventories in the network, there are two processes to be followed 
to verify inventory: 

7.2.1 Monthly Random Check 
Each month, 10 randomly selected part numbers shall be sent to each sta�on. The sta�on shall 
count the quan�ty of that part number physically in stock in the sta�on. These quan��es shall 
be verified in Dossier 7 and any discrepancies shall be documented. 

7.2.2 Full Sta�on Inventory 
Every 6 months, all parts shall be counted, and those quan��es shall be verified in Dossier 7. Any 
discrepancies shall be documented. 

ECR Transi�on Procedure 
The Equipment Condi�on Report (ECR) shall be u�lized for a minimum of two (2) weeks a�er the launch 
date of Dossier 7. 
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Addendum 5 – Inten�onally Blank 
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Addendum 6 – GSE Appearance and Branding 
Sec�on 1 – GSE Appearance Standards 
1.1 Paint Standards 

The standard color for WFS Equipment is “Equipment White” (also known as Bright White) and is 
used for all WFS equipment unless authorized by the Director of GSE or above to use any other 
color. Red, where needed is “Fire Engine Red” (also known as “Safety Red”) and Yellow, where 
needed, is “Safety Yellow”. All leased equipment shall be touched up or painted in OEM colors.  

1.2 Decal Standards 
All WFS equipment must have current WFS brand decals affixed to the loca�ons specified by the 
Ground Equipment Labeling Guide. Decals must be ordered using the “Master Decals Order 
Form rev1” (located on the WFS Intranet: 
htps://intranet.wfs.aero/Interact/Pages/Content/Document.aspx?id=3844 ) according to 
equipment type. Decals that are ripped, torn or otherwise damaged must be replaced. 

1.3 Foreign Object Debris 
WFS Equipment must be kept free of Foreign Object Debris (FOD). FOD is any object that is not 
affixed to the equipment by the OEM and/or not used for the opera�on of the equipment. It is 
both Opera�ons and GSE Maintenance’s responsibility to ensure equipment stays free of FOD. 

1.4 OEM Safety Decal Standard 
All OEM Safety decals must be maintained in an “As New” condi�on. If the OEM safety decals are 
damaged or removed, they must be replaced. 

1.5 WFS Asset ID Standard 
WFS Equipment must be stenciled or decaled with the correct Asset ID as it appears in the WFS 
CMMS being used in the sta�on in 3-inch letering. 

1.6 Lease Vendor/Third Party Decals 
All decals that are not installed by the OEM or WFS must be removed from the equipment 
before being put into service. 

Sec�on 2 – Appearance Inspec�on 
2.1 PMI 

All equipment is to be inspected for appearance during scheduled PMI’s. Any discrepancies 
found shall be noted and repaired. Refer to Chapter 2 - 2.2.11 Preven�ve Maintenance 
Inspec�on Form and Chapter 5 - 5.3 Preven�ve Maintenance Program for detailed PMI 
informa�on. 

2.2 Appearance Inspec�on 
Appearance inspec�ons should be carried out on GSE on a “regular” schedule, with the interval 
being determined by the sta�on according to the use and volume of the equipment. In addi�on, 
an appearance inspec�on should be carried out any �me there has been an incident which 
might affect the appearance of the equipment. 

https://intranet.wfs.aero/Interact/Pages/Content/Document.aspx?id=3844


WFS – North America Ground Equipment Manual 
V 5.2 Effec�ve 12 JUN 2024 
Printed copy is reference only 

| 39 
 

Addendum 7 – Form Examples 
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1.1 Pre-Trip Inspec�on 
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1.2 Red Tag 
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1.3 Powered Industrial Equipment Daily Safety Check (Forkli�s) 
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1.4 SDS Poster 
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1.5 Weekly OOS Log 
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1.6 GSE Shipping/Receiving Checklist 

 



WFS – North America Ground Equipment Manual 
V 5.2 Effec�ve 12 JUN 2024 
Printed copy is reference only 

| 46 
 

1.7 Decal Order Form 
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1.8 Monthly Container Loader/Towbar Inspec�on 
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Addendum 8 – GSE Organiza�onal Chart 
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Maintenance Manual Change Log 
Rev # Date Change Approved GSE Approved HSSE 

5.0 03/01/2024 Manual published, supersedes REV 4 Cory Baird Kathy Roberts 

5.1 05/01/2024 Editorial Changes to Section 5.3.2a for 
clarity Cory Baird Kathy Roberts 

5.2 06/12/2024 Editorial Changes to Section 5.3.2b for 
clarity Cory Baird Kathy Roberts 
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