(Document number)**


VT HOKIESAT ASSEMBLY PROCEDURE                                                         DATE:_____________

Part # **____________________

Safety notes, Prep work: Any safety precautions or notes should be listed here.  For example, if rubber gloves, aprons, etc should be worn, specify that here.  For clean room assemblies, make a note that all parts including fasteners should be properly cleaned before entering the clean room area.
Step-by-Step Procedure;  __ steps, __ pages

List steps as numbered bullets.  Be as thorough as possible.

If procedure requires several major steps/hours/days to complete, include a time log as shown in the following section.

The last step in your procedure should be to record the new part number in the tracking log, complete configuration log, and complete assembly log.  The numbers for these logs will be assigned when they are picked up before assembly begins.

Time Log

Date: ________  Start procedure time: _________ a.m. / p.m.  Stop procedure time: _________ a.m. / p.m.

Date: ________  Start procedure time: _________ a.m. / p.m.  Stop procedure time: _________ a.m. / p.m.

Date: ________  Start procedure time: _________ a.m. / p.m.  Stop procedure time: _________ a.m. / p.m.

Etc…

	Assembly Verification Record

	Assembled by: ________________________
	Signature: ___________________________
	Date: ________

	 

	Witnessed by: ________________________
	Signature: ___________________________
	Date: ________

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Required Tools:

Include a list of the tools used in the procedure.

**Part numbers and document numbers are assigned after submittal.
