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Business Equipment Maintenance Office 

 Scope  

University-Wide      OR     Departmental       Specify Department(s): 

 Who Should Read this Policy Document 

 All regular staff members 

 Deans, directors, and department heads 

 Headings (add as needed) 

The Business Equipment Maintenance Office (BEMO) handles maintenance services (office and light 
equipment) in a reliable, efficient and cost effective manner. BEMO also ensures that suppliers provide 
prompt and high maintenance quality service at competitive prices. 

 Maintenance Operation 

BEMO's arranges for office equipment maintenance services including copiers, printers and shredders,  

Contracts Initiation and Coverage 

 

I. New Equipment 

After the purchase of a new equipment, and once the warranty period expires, yearly maintenance 
servicing contracts are initiated in coordination with the university Procurement and Contracts 
Administration Department.  

 

II. Currently Owned equipment  

A list of current departmental equipment is sent to every department head in order to approve or 
edit the list.  

Preferably, amendments to the equipment lists (additions and deletions) are recommended to be 
done during the course of the year, in order to get refunds and or stop all payments. 

 

III. Contracts Coverage 

 The number of yearly inspection visits, and not including emergency calls  

 Labor services 

 Spare parts and labor, if applicable 

 The cost of repairs, where applicable 
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Every department, and as per the list sent from the BEMO supervisor and approved by the department 
head, has to ensure budget allocation for every maintenance contract. 

 

Service Calls 

A service call has to be initiated at any time a maintenance assistance is needed by sending a mail to 
BEMO or calling at ext. 2199 or 2392. 

The caller needs to provide the following info to the servicing officer: 

 Department name, location and contact 

 Department Cost Center 

 Type of machine 

 Nature of the problem 

 

Routine inspections 

The number of inspections is defined in the agreement. The technicians should inspect accordingly all 
machines and in order to evaluate their performance all AUB users should sign on the inspection form. 

BEMO staff will investigate daily in order to ensure proper routine inspection is done. 

 

Repairs 

BEMO will immediately contact the related company to initiate within same day repairs. 

The technician will report back all related problems and should the equipment need any spare or 
change of parts, the related department will be contacted with the estimated cost of the part to advise. 

If the purchase of a new part is secured, the concerned department will issue an I-Procurement against 
an original invoice (I-Procurement Service Request – SRV BEMO) in that regard. 

Once the spare parts are installed, BEMO staff will follow up to make sure that the machine is running 
properly before payment is made to the vendor. In the event that parts are covered by the related 
maintenance contract, no charges will be made 

 

Third Party Repairs 

All repairs should be channeled through BEMO, otherwise we will not be responsible for any equipment 
malfunctioning or damage to the machine. 

 Maintenance Conditions 

While complete customer satisfaction is desired, BEMO does not guarantee the restoration of the 
normal functioning of the equipment if there is any defective, vandalized or mishandling of the machine 
or any other incidental damages arising out of the inability to operate the machine. 
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 Related Policy Documents 

List any related University policy documents. 

 Other Information 

POLICY DOCUMENT CATEGORY: Manual 

POLICY DOCUMENT CONTACT: Director of Auxiliary Services, kz00@aub.edu.lb, 3510 

POLICY DOCUMENT OWNER: Director of Auxiliary Services 

 

 Policy Document History and Review 

Amended  

November 29, 2018  Template for Other Policy Documents Published.  
 

Next Review Date 

November 29, 2023 

 


