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PURPOSE:
To provide guidance for requesting service and repair of scanners and microfiche machines.

OBJECTIVE:
To ensure the most cost effective and timely service for Office Equipment.

EVENT DRIVER:
Service for Office Equipment is needed. 
RESPONSIBILITES:

· Each Deputy Director (DD) will designate an individual(s) responsible for equipment maintenance. 
· The designated individual(s) will complete an F-MR-1004A: Purchase Request Form (PRF).  This form is available on the COC Web, Office Forms, Management Resources (MR) or on the Controlled Document Index in the forms section.
PROCEDURES:
1. Contact MR to verify the equipment service contract(s).    
2. Obtain a written quote when practical.  
3. Complete a PRF and attach any associated documentation.  Include within the Justification & Additional Info field, the following:  Make and model, serial number and/or Inventory Asset number, reason for repair.
4. Email all supporting documents with the PRF to: cocmanagementresources@cosc.maricopa.gov.
5. MR will send back an Approved PRF and then contact vendor for service.

POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Supervisor
· Deputy Directors
· Vendors
TIME / VOLUME:
· Varied
FREQUENCY:
· As Needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· COCWeb
· Adobe Acrobat
· MSOutlook
REPORTS / FORMS:
· F-MR-1004: Purchase Request Form (PRF)
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court. 
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