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table of Contents

The Table of Contents shall include the title, all sections, subsections and sub-subsections and associated page numbers.  The manual is to have the following sections

Section 1

Table of contents and amendment list;

Section 2

Introduction and overview, extent of system and a copy of this instruction;

Section 3

Key personnel and contacts;

Section 4

Coordination procedure, including Scheduling, Breakdown / Emergency Call-out procedures;

Section 4A

Environmental Management Plan for the BFI Facility;

Section 5

Consolidated BFI Facility maintenance plan defining OA and MA responsibilities;

Section 5A

OH&S Plan for BFI Section 6 - Maintenance Agent Maintenance Plan;

Section 6A

OH&S Plan for BFI; and

Section 7 

CD of as constructed information and operations and maintenance manuals where available in CD format-

Introduction and Overview

This section shall provide a general introduction and overview to the bulk fuel installation system.  This section is to detail the extent of the bulk fuel installation covered by the manual.  Descriptions of systems and sub-systems shall be written as briefly and clearly as possible, consistent with providing a general understanding of the system features, operation and maintenance.  These descriptions are also to be given for each operational element of the bulk fuel installation (ie. separate descriptions for fuel storage systems and hydrant refuelling systems, etc).

Key personnel and contacts/Breakdown/emergency call out procedures

The Maintenance Agent will consolidate the key personnel and contacts and the breakdown/emergency call out procedures to form a single section within the manual containing both the Operating Agent and Maintenance Agent elements.  Must include:

1. Maintenance Engineer (appropriately Qualified and Competent)

2. Trade Supervisors

3. OH&S Coordinator

4. Permit Officers

5. Permit Control Officers

6. Emergency Contacts

7. Subcontractors and their key contacts

Documentation Format

Drawings

All new drawings to be produced as part of this instruction shall be produced on a computer drafting package that is interchangeable and compatible with the CSIG-ID Standard CAD Specification (AUTOCAD).  The drawings are to be clearly labelled and prepared using Australian Standard symbols on Defence standard drawing bases.

The final drawings, when presented to Defence shall be accompanied by files of all the drawings on clearly labelled CD(s) in the appropriate format.

Documentation

Documentation, other than new drawings shall be prepared as per the CSIG document control requirements.

The maintenance plan shall be presented in binders of the loose-leaf type with a minimum of four (4) split rings to enable the easy insertion and removal of pages.  The pages shall be of International A4 size with suitable binders as described below.

Good quality (minimum 80gsm) durable printing paper shall be used, printed on one side only.  Each page shall be machined drilled, and provided with self-adhesive, ring reinforcement devices.

Drawings illustrations, diagrams and photographs, shall appear on sheets of a height not exceeding the major dimensions of the A4 paper.  All drawings A3 or larger shall be inserted within plastic envelopes and folded in such a way that leaves the title block showing, to suit the binder. 

Each section in all volumes shall be started on a new page and separated from other sections by a stiff indented divider.  The section divider shall be plastic with the section number or description printed on the tab. 

Each paragraph and page (section by section) shall be numbered for quick reference.  Pages are also to identify the amendment version.

Spreadsheets included in the documentation shall be prepared using Microsoft Excel.

For spreadsheet presentations, the smallest acceptable font size is 9.  Fonts must be at a consistent size throughout each spreadsheet.

The final documentation, when presented to Defence shall be accompanied by files of all documentation on clearly marked CD diskettes in the appropriate format.

Binders

The binders shall be four ring type, with hard plastic coated cardboard covers or similar with a plastic sleeve for the insertion of a title and photographs, or suitably embossed with the title.  The binder covers shall be printed with the following title:
(Defence Crest)

DEPARTMENT OF DEFENCE

Name of Defence establishment

(Insert Base Name)

FUEL FARM No 1 MAINTENANCE MANUAL

(Where more than one bulk fuel installation)

VOLUME XX (if applicable)
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