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Instructions for Completing the Stop Work Order (SWO) Log 
The Stop Work Order (SWO) Log is used to provide a means for tracking the status of stop work orders initiated by EMCBC and Small Sites Staff.   It also provides a means for issuing sequential stop work order numbers.   The Stop Work Order (SWO) Log is administered by the Site Field Manager or Designee and is maintained in accordance with QA Records Procedures by the Site Records Coordinator.   The Stop Work Order (SWO) Log is designated as a Quality Record. 
(1) 	SWO Number - Enter the unique SWO number as follows: 


SWO-00-001 
Sequential Number - Enter the next available sequential number for the fiscal year.   This number will be "001" for the first SWO initiated in a given fiscal year. 

Fiscal Year - Enter the last 2 digits of the current fiscal year. 


Stop Work Order - This will always be "SWO." 
(2)	Date - Enter the date the Stop Work Order is initiated.
(3)	Originator - Enter the name of the Staff member who initiated/originated the Stop Work Order.
(4)	Subject - Enter the activity for which the Stop Work Order was initiated.
(5)	Responsible M&O Contractor Line Organization - Enter the line organization of the Contractor responsible for the activity for which the Stop Work Order was initiated.


