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Form Instructions:  Preflight Checklist for Bench Technicians

Area – Record the area the bench is located.  

Bench ID # – Record the bench number.

Once/Day Check (at start of shift)

· Technician to record Date ex. 1/1/18 or "N/A" for any station not in use during shift.  

· Complete steps 1 – 2 for each shift and enter P=Pass   C=Corrected   N/A= Not Applicable to correlate action taken.

Twice/Day Checks

Start of shift
· Complete steps 3a Check Epoxy(s) are labeled correctly and NOT expired.  Record expiration date of each epoxy used at the bench.

After meal break

· Complete steps 3b Check Epoxy(s) are labeled correctly and NOT expired.  Record expiration date of each epoxy used at the bench.                                

· Bench Technician Initials in columns to indicate that steps 1 – 4 have been completed per day / per shift.
Once/Week Checks (1st day of week that bench is in use) record the day when done.

· Complete steps 4 – 5, check solder(s) and flux(s) are labeled correctly and NOT expired.  Record expiration date(s) of each used at the bench.   

· Complete steps 6 – 9, enter  P=Pass   C=Corrected   N/A= Not Applicable                            

· Bench Technician Initials & date when the once/week check is complete to indicate that steps 4 – 8 have been completed for the week.  

Corrective Action

· Bench Technicians are required to inform their Supervisor if unable to immediately fix any issue regarding steps 1 - 9 and record issue(s).

· End of work week supervisor is responsible for reviewing Preflight Checklist for completion and corrective action required. 
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