Instrument Repair Procedures
Instrument in Need of Repair: The band or orchestra director (or other, authorized personnel) will create a work order in the computerized work order system.  The work order will include the instrument’s type, model, serial number, and manufacturer.  Attachment (B) outlines the procedures for instrument repair work order submission.  It is recommended that instruments be submitted for repair as soon as they begin to malfunction.  Addressing malfunctions before they become severe will help to keep repair times short and repair costs at a minimum.  When a work order has been created, the band or orchestra director will attach the printout to the instrument’s case in such a way that, when the case is closed, the description of the instrument will still be visible.  

Pick-Up/Delivery: When a work order has been created, the instrument will be transported to the vendor in either of two ways.  The Maintenance driver may pick the instrument up at the school site and deliver it to the repair vendor.  The driver’s regularly-scheduled route will allow pick-ups and drop-offs at each school site once per week.  Attachment (C) is the Department’s delivery schedule.  School personnel will also have the option of delivering instruments directly to Moore Music at 615 W. Market St., provided that a work order has been created.  Instruments delivered to the vendor without a work order will be refused.  Once an instrument has been repaired, the maintenance driver will pick the instrument up from the vendor and deliver it to the school site in accordance with the Department’s delivery schedule.  School personnel are authorized to pick up repaired instruments from Moore Music, provided that an e-mail is sent to Ian Keith at keithi@gcsnc.com listing the work order number and instrument type for each instrument collected (in order to allow invoices for the repairs to be processed).  

Acceptance by the Vendor: The repair technicians will determine what repairs are needed to make the instrument operable.  If the cost to repair the instrument is estimated at more than 65% of the replacement cost (with school discount deducted), the instrument will be considered irreparable.  When an instrument cannot be repaired, this office will send electronic notification to the band or orchestra director.  The band or orchestra director will be given the option of having the damaged instrument returned to the school site, or of donating the instrument as parts to the District.  If the repair of an instrument will be substantially delayed, this office will send electronic notification to the band or orchestra director.  

Inventory Replacement Stock: The vendor will create an inventory of replacement parts donated.  The donated parts will be used to repair GCS instruments in order to reduce repair costs and expedite the return of damaged instruments.  Whenever possible, the vendor will repair instruments within two weeks of receiving them.  

Contact: The Guilford County Schools contact person for all instrument repair issues is Ian Keith.  He may be reached by phone at 370-2386 or by e-mail at keithi@gcsnc.com.  

ATTACHMENT (A)

