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EXCHANGE OF PARTIAL TOOL MEMORANDUM (SAMPLE)

Date:

From: SUPERVISOR CODE

To:  TOOLROOM: BLDG:

Subj: EXCHANGE OF PARTIAL TOOL

1. The following tool is broken, and all broken parts CANNOT BE RETURNED:

TOOL BOX # A/C - COMPONENT ID TOOL NOMENCLATURE

2.  I certify that the missing parts of the above tool DO NOT constitute a FOD hazard.

Artisan Signature

Supervisor Concurrence

Shop Supervisor (Print)

Shop Code

Phone Extension

THIS MEMO IS TO BE RETAINED IN THE TOOL CONTROL ROLLAWAY’S FOLDER IN THE 
LOCAL AREA’S TOOLROOM.
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