Return To Use (RTU) Procedure 

(Commercial )
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1. Initiating the Return To Use (RTU) Request
1.1. PA is to reference the Equipment Condition Code in Maximo

1.2. Equipment code must be “Used Fair (UF)” or “Used Good (UG)” to redeploy the asset back to the shop.
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1.3. PA initiates the RTU Workbook (located on F: drive in Misc. Forms Forms Folder)
1.3.1. Type in today’s date on the RTU form. (or hit ‘Ctrt, Semi-colon’)

1.3.2. Type in PA’s name as the originator (from) on the RTU form.

1.3.3. Type in the asset description, property number and shop ID on the RTU form.

1.3.4. Type in the estimated return to service date on the RTU form.

1.3.5. Type in the name of the requestor (new owning manager) that the asset will be assigned to on the RTU form.

1.3.6. Type in the phone number of requester on the RTU form

1.3.7. Type in the organization number of the requester on the RTU form.

1.3.8. Type in the “Relocate To” building number on the RTU form

1.3.9. Type in the “Relocate To” column number on the RTU form.

1.3.10. Type in the Mail Code of the requester on the on the RTU form.

1.3.11. Type in the “Relocate To” floor level on the RTU form.
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2. Auto Route the RTU Workbook (RTU Hold Routing)
2.1. PA routes the RTU Workbook by clicking on the “RTU Hold Routing” button located at the top right of the RTU form.  (Routing addresses are automatically loaded into the Routing Slip.  Click Yes several times to allow access to the address book)

2.1.1. RTU Workbook routes to the Redeployment focal, (address: GRP Wichita Asset Dispose Team) to update records, assign RTU number, attach the Equipment record and existing RFD records to the RTU Workbook.

2.1.2. Redeployment Focal signs (click on signature button) the RTU form for approval to redeploy asset.

2.1.3. Redeployment Focal routes the RTU Workbook to the Investment Recovery Focal (address: GRP Wichita Investment Recovery) so that the asset is held pending the redeployment decision.

2.1.4. Investment Recovery Focal Routes the RTU Workbook to the Maintenance Focal (address Schumock, Ricky J) .
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3. Equipment Maintenance Evaluates the Asset
3.1. Equipment Maintenance evaluates the “As Is” condition of the asset and approves or disapproves the redeployment of the asset.

3.2. Equipment Maintenance Focal signs the RTU form (if RTU is approved).
3.3. Equipment Maintenance Focal routes RTU Workbook to the initiating PA.
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4. Cancel RTU Request
4.1.  When the asset is not approved for redeployment:

4.1.1. PA Inserts the “Cancelled” stamp onto the RTU request by clicking on the ‘Cancel” button located at the top left of the RTU form. 

4.2.  PA routes the RTU Workbook to the following by clicking on the “RTU Hold Routing” button located at the top right of the RTU form.  (click yes several times to allow access to the address book)

4.2.1. RTU Workbook routes to the Redeployment focal, (address: GRP Wichita Asset Dispose Team) to update records.
4.2.2. Redeployment Focal routes the RTU Workbook to the Investment Recovery Focal (address: GRP Wichita Investment Recovery) so that the asset is released for sale.
4.2.3. Investment Recovery Focal Routes the RTU Workbook to the Maintenance Focal (address Schumock, Ricky J) to update records.
4.2.4. PA notifies customer that the asset was not approved for redeployment.
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`
5. Asset Redeployment

5.1. PA Initiates an Acquire Modify Project to relocate and install the asset.

5.2.  PA Processes the RTU Workbook

5.2.1. PA signs the RTU form by clicking on the signature button.
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5.2.2. PA Processes the Equipment Move Order (EMO). (Most information has been Auto-populated from the RTU form)
5.2.3. Type the project number in the ‘FSR NUMBER’ field on the EMO form.
5.2.4. Print a copy of the EMO and attach to the equipment for move. 
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6. Routing the RTU Workbook (EMO Records Routing)

6.1. PA routes Dispose Workbook all at once to the following by clicking on the “EMO Records Routing”  button located at the top right of the RTU form.  (Routing addresses are automatically loaded into the Routing Slip.  Click Yes several times to allow access to the address book)

6.1.1. Redeployment focal, (address: GRP Wichita Asset Dispose Team).

6.1.2. Investment Recovery (address: GRP Wichita Investment Recovery). 

6.1.3. The Maintenance Schedulers and Maintenance Analyst so that the equipment location and equipment catalog may be updated.  (address: Grp Wichita WPS Scheduling).
6.1.4. SHEA so that Air Quality may track inventory changes (address: Grp Wichita SHEA EMO).
6.1.5. The Capital focal so that the Capital system may be updated (address: Sandy Woley)
6.1.6. The Spare Parts Focal (address: Tolson, Craig A).     
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