_______(MUNICIPALITY)________

Procedures for Road Maintenance


GENERAL INFORMATION

· The municipal-wide road maintenance program includes, but is not limited to, the following:

· Cutting grass

· Patching pot holes

· Placing and removing culverts

· Grading gravel roads

· Cleaning ditches and brush

· Repairing bridges

· Placing gravel on roads

· Picking up trash

· Replacing and installing signs

· The road superintendent has full authority and responsibility to prepare and administer the municipal-wide road maintenance program.  The road superintendent will prioritize maintenance work to be done based on the needs of the municipality taken as a whole.  He will prepare a weekly work schedule from the work orders and will deviate from this schedule only when he receives notice of a defect in the municipal road system and when, in his opinion, the defect constitutes a hazard to public safety (emergency situation).
· Individual ________________ (aldermen/councilmen) are prohibited from directing the specific work of municipal employees.

The following is a description of the procedures for the forms to be used in administering the municipal-wide road maintenance program:

ROAD SERVICE COMPLAINT FORM
· Complaints are received by telephone, facsimile, in writing, or verbally from the taxpayers of ______________________ (Municipality), employees of the _______________ (city, town, or village), and elected officials.  All complaints should be forwarded to the road superintendent’s secretary, who should complete the pre-numbered, two-part form (one copy remains in the office and the other copy is used to determine if the work should be scheduled as a work order).  The following information must be documented:
· Date request received

· Person receiving the request

· Name, address, and telephone number of the requestor

· Location and nature of work needed

· The road superintendent will review the complaint and determine if he will investigate the nature of the work requested or will assign it to a road foreman to investigate.

· The road superintendent will either approve or disapprove the work to be done based on his investigation of the work requested or from the information provided by the road foreman.  If disapproved, a reason will be documented on the form.  If approved, a work order will be prepared.
· The completed Road Service Complaint Form will be filed numerically in the Public Works office.

· If the request is not approved, a copy will be provided to the ___________ (elected official) for that district.
WORK ORDER
· All work performed, except routine grass cutting, should have a Work Order
· The road superintendent or his designee will initiate the Work Order.  The road foreman is responsible for completing the actual employees used, equipment used, and materials used.
· The Work Order is a pre-numbered, three-part form used as follows:
· Yellow copy remains in office.
· White original and other copies are given to the road foreman to complete and use for the job.  When completed, the road foreman will give it to the road superintendent for his review (white original then filed with the yellow copy).
· Blue copy is submitted with material receipts to the finance department.
WORK ORDER LOG
· The Work Order Log is used to account for the numerical sequence of work orders and as a brief summary of the work.  Also, the log documents whether the work order is complete or if completed, the date of completion.
· The road superintendent can use this form in giving his monthly report to his supervisor or for his report at the monthly board meeting.
WEEKLY WORK SCHEDULE
· The road superintendent prepares the Weekly Work Schedule from the work orders.  The Weekly Work Schedule is prepared on Friday and is posted in the Public Works office on Monday morning.
· The road superintendent uses this schedule to organize the work to be done, keep track of the work being done, and monitor the work progress.
· The Weekly Work Schedule is filed in the Public Works office.
TRUCK/TRACTOR/TRAILER WEEKLY CHECKLIST
· The Truck/Tractor/Trailer Weekly Checklist (checklist) must be completed by the driver every Friday afternoon.  Any defect must be brought to the attention of the appropriate road foreman.  The road foreman will see that the defect is corrected and document the corrective action taken.

· The road foreman is responsible for approving the checklist and notifying the road superintendent of any preventive maintenance that should be scheduled.

· The road foreman should submit the checklist to the road superintendent for his review.  The road superintendent should make arrangements for scheduling any required preventive maintenance.

PAGE  
3

