Exhibit: Lockout and Tagout Written Instruction Form Instructions

View Associated HDI Procedures
Section A

· Facility/Workspace: enter the location that the lockout and tagout (LOTO) Written Instruction Form (WIF) will be used (325RPL, 3020EMSL, etc.); may include the room number if the LOTO points are in a single space.
· Work document: The number/title of the document controlling the work (SOP, service request, test instruction).
· Lockbox numbers used: enter the number of the lockboxes if used.
· Isolated Component/System: specific component or general system that the LOTO is being applied to (Fire Suppression System, distillation column #1).
· Isolation boundary determined by:  methods and documents used to determine what boundaries are to be used. 

· LOTO type: authorized worker or controlling organization.
· Potential Hazardous Energy Types and Magnitude: the specific types of energy that the LOTO is isolating and the amount of hazardous energy present; this information must be communicated to the workers.
· Special Instructions: amplifying instructions that apply to these written instructions.
· Method to perform System Isolation Check: specific manner in which the hazardous energy is verified isolated (use of a meter, system indications, attempt to start).
Section B

· Energy Isolating Device, Component ID and Description: the specific equipment/component identification (HPS-VLV-101) and description (Heat exchanger #1 inlet) of the component having the LOTO applied.
· Component Location: location specific enough to be located by someone familiar with the facility.
· Required position: the position of the component in order to isolate the source of hazardous energy (CLOSED, OPEN, BLOCKED, INSTALLED).

Section C

· Installed: check box when lock and tag is installed on the energy isolating device.

Section D

· Removed: check box when lock and tag is removed from the energy isolating device.

Section E

· Signed by the controlling organization representative who completed the technical review (sections A and B) of the Written Instruction Form.
· Installation Authorized:  signed by the controlling organization representative authorizing installation of the locks and tags on the component/system. If installation authorization is obtained via telecom, check Per Telecom box.

· Installation and system isolation check Complete: signed by the controlling organization representative or authorized worker who installed the locks and tags and completed the system isolation check.

· Removal Authorized: signed by the controlling organization representative authorizing removal of the locks and tags from the component/system. If installation authorization is obtained via telecom, check Per Telecom box.

· Removal Complete: signed by the controlling organization representative or authorized worker who removed the locks and tags.
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