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2.0 PURPOSE:To provide to all user agencies the policies and procedures
relating to planning, engineering, installation, transferring,
maintenance and administration support provided by the Radio
Communications Shop.
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3.0 ORGANIZATIONSAFFECTED: Applicable to all King County Executive
departments, offices, and agencies.

4.0 REFERENCES: Federal CommunicationCommissionrules and regulations,
parts 83,87,90,94, and 97. ~

5.0 DEFINITIONS: -

5.1 "Maintenance" means to provide repair service on radio
communications equipment.

5.2 "Installation" means to place a part or complete radio system in
operation.

5.3 "Frequency" means FCCassigned radio wave length on which the
radio operates.

5.4 "Call Sign" means FCCidentification call letters.

5.5 "~.10bileUnit" means a two way radio installed in a vehicle.

5.6 "Portable Unit" means a hand held radio.

5.7 "Base Station" means a radio at a fixed location site.

6.0 POLICIES:

6.1 AnyCounty budgeted agency or other agencies authorized by the
County Executive which have a non-King County government agency
code number for billing purposes may use the Radio Communication
and Repair Shop.

6.2 The Radio Communicationand Repair Shop will install and maintain
all County ownedradio communication systems unless such systems
are installed and/or maintained on a contractual basis with
communications vendors. The Radio Communicationand Repair Shop
will plan, design and purchase all County ownedradio and
communication systems unless County Departments have their own
communications planning, design and purchasing capacity. In such
cases, the County Departments will coordinate planning, designing
and purchasing with the Radio Communicationand Repair Shop.

6.3 The Radio Communicationand Repair Shop, following uniform
procedures, shall comply with all Federal CommunicationsCommission
rules and regulations as appropriate to radio communications and
operations.

6.4 All County Base Stations shall receive Preventative Maintenance
Inspections at least once yearly.
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6.5 Agencies shall contact the Radio Shop in advance to request
appointment time and date for any required service.

6.6 User agencies shall ensure that they have completed and forwarded a
liKing County WorkAuthorization Agreement" to Fleet Administration
prior to requesting service from the Radio and CommunicationCenter.

~

6.7 The Fleet Administrator, Public Works, is responsible for the
overall operation of the Radio Communications and Repair Shop.

7.0 PROCEDURES

Table of Contents, Section 7.0

7.1 Requesting Radio Repairs Service

7.2 Purchasing Radio Equipment

7.3 Requesting EmergencyService (Repeater and Base Station Only)

Responsibil ity Action

Agency

7.1 Requesting Radio Repair Service

7.1.1

7.1.2

7.1.3

Radio Repair Shop 7.1.4

7.1.5

7.1.6

Contacts the Radio Repair Shop Supervisor
to coordinate a time and date for
requested service.

Ensures that equipment is delivered to
Radio Repair Shop as scheduled.

Completes the "Motor Pool Work Request"
form.

Prioritizes requested service and schedule
time and date with requestor.

Uponreceipt of equipment ensures that
"Motor Pool WorkRequest" form is properly
completed.

Notifies agency when equipment is ready
for pick-up.
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7.2 Purchasing Radio Equipment

Agency 7.2.1 Meets with Radio Repair Shop Supervisor to
determine radio equipment needs to meet
operational requirements.

7.2.2 Coordinates with Radio Repair Shop
Supervisor in the preparation of radio

.
equipment specifications and purchase
order.

7.2.3 Submits approved purchase requisition with
specifications to County Purchasing
Department.

Radio Repair Shop 7.2.4 Coordinates with agency for date and time
to install radio equipment.

7.2.5 Performs new equipment check-out
procedures.

7.2.6 Enters equipment serial number on
inventory and "Radio Location Cards."

7.3 Requesting EmergencyService (Repeater and Base
Station Only)

Agency 7.3.1 During normal work hours calls the Radio
Shop Supervisor giving nature and location
of the problem.

7.3.2 After normal work hours call Radio Repair
Shop personnel in the order listed on the
Radi0 Repai r Shop "Emergency Call-Out II
roster posted in agencies' operation
center. Provide nature and location of
problem.

Radio Repair Shop 7.3.3 Whenresponding to emergency calls, after
normal work hours, ensures that "Radio
Repair EmergencyCall Log" is completed
and submitted to supervisor the next
working day.
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8.0 RESPONSIBILITIES

8.1 The Radio Shop is responsible for providing the expertise;
planning; engineering; installation; transferring; maintenance, and
administration of all County radio communication systems. The
Radio Shop will keep affected County Departments informed in
advance of transferring and maintenance activities that will alter
communications capacity. The Radio Shop will coordinate planning
and engineering with the affected County Department.

8.2 The Radio Shop is responsible for the assignment and/or changes of
radio frequencies for County Radio communication users. Assignment
and/or changes of radio frequencies will take place after
consultation with the affected County Departments.

8.3 The Radio Shop is responsible for obtaining FCClicenses required
for radio communication users. The Radio Shop will not voluntarily
surrender FCClicenses without first consulting with the affected
County Department.

8.4 The Radio Shop is responsible for providing maintenance service to
the County Public Safety CommunicationCenter.

8.5 The Radio Shop is responsible for providing the installation,
operation, and maintenance of all County Base Stations.

8.6 The Radio Shop is responsible for maintaining "Radio Location
Records" of all County ownedradios.

~
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8.7 User agencies are responsible for making appointments with the
Radio Shop for any required service.

8.8 User agencies are responsible for the submission of completed Work
Authorization Agreement to Fleet Administration prior to requesting
Radio service.

9.0 APPENDICES

9.1 liKing County Work Authorization Agreementll

9.2 IIt4otor Pool Work Requestll

RADIO/
Pol icies
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King County Work Authorization Agreement -
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ACCOUNT
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ANSWER ALL OF THE FOLLOWING ITEMS: YES NO
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13. PROVIDE MEMO IILLIHC TO REOUESTER IN LIEU OF CASH TRANSFER 0 0
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22. PURPOSE Of AGREEMENT:
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