


JOB DESCRIPTION:
SERVICE TECHNICIAN – 
(WARRANTY REQUIREMENTS FOR TECHNICIAN’S PUNCH TIMES                                   and REPAIR ORDER DOCUMENTATION)

Punch Times must be recorded for on and off time on every line, including repair orders with multiple lines for customer pay, warranty, and internal work.
Punch Times/Straight Time Punches must be in chronological order of repair procedure as follows:
1. Diagnosis
2. Removal
3. Straight-time conditions
4. Replacement or adjustment
5. Any further testing or completion
Example: Water pump leaking
	8:00 Punch on the job
	8:20 Diagnosis complete
	8:20 Remove the water pump
	9:30 Stud broke
	9:30 Straight time for Stud broken off
	10:00 Finish extracting broken Stud
	10:00 Finish installing the water pump
	11:00 Punch off the job
Cause & correction: Water pump leaking at weep hole; one Stud broke off during R&R at the engine block. R&R water pump, drill, and tap stud.
Example: Right Turn Signal Inoperative
	1:20 Punch on the job
	1:38 Diagnosis complete; red wire at PDC shorted to ground
	1:38 Begin repair of red wire
	2:05 Finish repair; punch off the job
Cause and correction: Turn signal red feed wire shorted to ground at PDC; R&R PDC and remove corrosion at terminal 38.
All straight-time punches require service management authorization. If you do not separate your time punches on & off for Diagnosis, straight time, and then repair, labor time outside the SRT will not be paid and are subject to chargeback.
Time punches must be recorded, by line, for warranty repair orders that contain customer pay or internal. Customer pay line punch times must be within 200% of the labor time charged. If the customer pay labor time exceeds the time punches by more than 200%, any diagnosis or straight time for warranty repairs will be debited back the amount of time to be within guidelines.
Diagnosis times associated with warranty labor operations must be separate punch times. Remember, these times are “up to” times and are not automatically claimable unless time is supported. 
Repair Orders
· Do not work on repair orders that are missing signatures.
· Make sure that you add a story to each repair order line. Lines on repair orders may not be booked without a story.
· Make sure you roadtest all vehicles with noise, drivability, or transmission complaints.

Job Description Acknowledgment

I have reviewed the job description for my position and understand my responsibilities.

[bookmark: _Hlk119959629]Employee Signature: 	________________________	Date: 	___________________

Manager Signature: _____________________________       Date: 	___________________
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