
TOWN OF MCCORDSVILLE
Post-Occupancy Sample Documents



YOUR VIEWPOINT. OUR EXPERIENCE.

PRE-OCCUPANCY CHECK LIST & DOCUMENTATION

Building Name: Community Center Square Footage: 
Opening Date: 10/1/2025 LEED Certification: 

Architect: MTM Contact Info: 
Contractor: Contact Info: 
Owner's Rep: Contact Info: 

Delivery Method: 
Summary of Information and then linked document with specifics 

Building Information

Operating & Maintenance Contracts (existing and those needed) 
Keyways Documentation - Access listings 

Operating Manuals 
Code & Visitor Signage (emergency exits, maps, occupancy limits, etc.) 

FF&E Documentation
Final Construction Plans

Field Plans (Marked-Up Construction Plans) 

Pre-Occupancy Check List & Documentation

Pre-Occupancy/Post-Construction Check-List and Documentation
Contracts for Systems Maintenance 

Warranty Information 
MDS/SDS Sheets

This is a preliminary list 
of documentation to be 
compiled and made 
available within the 
document and/or 
electronically, as 
appropriate. 


Pre-Occupancy

		Pre-Occupancy Check List & Documentation

		Building Information

		Building Name: 		Community Center				Square Footage: 

		Opening Date: 		10/1/25				LEED Certification: 



		Architect:		MTM				Contact Info: 

		Contractor: 						Contact Info: 

		Owner's Rep: 						Contact Info: 

		Pre-Occupancy/Post-Construction Check-List and Documentation

		Contracts for Systems Maintenance 

		Warranty Information 

		MDS/SDS Sheets

		Operating & Maintenance Contracts (existing and those needed) 

		Keyways Documentation - Access listings 

		Operating Manuals 

		Code & Visitor Signage (emergency exits, maps, occupancy limits, etc.) 

		FF&E Documentation

		Final Construction Plans

		Field Plans (Marked-Up Construction Plans) 

		Delivery Method: 

		Summary of Information and then linked document with specifics 





Potential Full Asset Data Set

		Facility Asset Data Inventory Spreadsheet Structure

		Column Name		Description

		Asset ID		A unique identifier for each asset (e.g., serial number or internal ID).

		Asset Name		The name or description of the asset (e.g., HVAC Unit, Lighting Fixture, Pump, etc.).

		Asset Type		The category of the asset (e.g., Electrical, Mechanical, Structural, HVAC, Plumbing, etc.).

		Location		The specific location of the asset within the facility (e.g., Floor 2, Room 204, North Wing).

		Manufacturer		The name of the asset's manufacturer.

		Model Number		The model number of the asset.

		Serial Number		The serial number of the asset, if applicable.

		Installation Date		The date the asset was installed in the facility.

		Maintenance Schedule		The recommended maintenance frequency (e.g., monthly, quarterly, annually).

		Last Maintenance Date		The date of the most recent maintenance activity.

		Next Maintenance Due		The date when the next maintenance activity is scheduled.

		Current Condition		The current condition of the asset (e.g., New, Good, Fair, Poor).

		Criticality		The importance of the asset in terms of facility operations (e.g., High, Medium, Low).

		Status		The operational status of the asset (e.g., Operational, Under Maintenance, Out of Service).

		Warranty Expiry Date		The expiration date of the asset's warranty, if applicable.

		Replacement Cost		The estimated cost to replace the asset.

		Depreciation Value		The current depreciated value of the asset for accounting purposes.

		IoT Sensor Type		The type of IoT sensor(s) installed on the asset (e.g., Temperature, Vibration, Motion).

		Data Source		The data source or system providing real-time data (e.g., BMS, SCADA, Direct IoT Feed).

		Asset Documentation		Links or references to asset manuals, drawings, and other relevant documentation.

		Comments/Notes		Any additional notes or comments related to the asset.





Asset Inventory 

		Asset Inventory 

		Building Information

		Building Name: 		Community Center				Square Footage: 

		Opening Date: 		10/1/25				LEED Certification: 



		Architect:		MTM				Contact Info: 

		Contractor: 						Contact Info: 

		Owner's Rep: 						Contact Info: 

		Asset Documentation 

		Asset No. 		Asset Name 		Component		Specification		Building Location		Unit Link 		Component Link

		1000		AHU - 1 (AMCOR 250000P3)		Filter		Deep Bed Filters F5		Mechanical Room 1		Spec Sheet		Filter Link 

		1001		Fridge		Filter

		1002		2x2 Ceiling Light		Bulb 

























chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/armcor.com.au/wp-content/uploads/2019/08/AHU25000P3_techspec.pdfhttps://www.bisonfilters.com.au/p-27912-4-peak-filter-610-x-610-x-380mm-deep-f5.aspx

FM Process 

		Facilities Maintenance Processes

		Building Information

		Building Name: 		Community Center						Square Footage: 

		Opening Date: 		10/1/25						LEED Certification: 



		Architect:		MTM						Contact Info: 

		Contractor: 								Contact Info: 

		Owner's Rep: 								Contact Info: 

		Maintenance Processes

		Asset No.		Asset Name 		Weekly		Monthly 		3-month		6-month		12-month		Adhoc 

		1000		AHU - 1		See AHU PM		See AHU PM		See AHU PM		See AHU PM		See AHU PM

		1001		Fridge

		1002		2x2 Ceiling Light



























AHU PM 

		🟩 Weekly inspection checklist

				Type		Task

		W-1		Inspect		Unit - Observe and review the unit for any changes in operating conditions.



						If any are noted, they should be investigated further.

		W-2		Inspect		Unit - Listen for any unusual noises.



						If any are noted, they should be investigated further.

		W-3		Inspect		Set Point - Visually Inspect temperature setting to ensure as per design/operational needs.



						If it is not, investigate as to why and reset if no reason provided.



						Note: changes could impact the buildings energy usage.

		W-4		Inspect		Steam Generator - Inspect for damage and leakage.

		W-5		Inspect		Steam Humidifier - Check for damage and leakage

		W-6		Inspect		Steam Humidifier - Visually inspect water levels.

		W-7		Inspect		Steam Humidifier - Visually inspect the overall steam installation and supply pipework for any damage or leakage.

		W-8		Inspect		Steam Humidifier - Visually inspect drainage pipework for any blockages and obstructions.

		W-9		Inspect		Steam Humidifier Control Panel - Visually inspect electrical connections, components, and cables for damage/issues.

		🟩 Monthly inspection checklist

				Type		Task

		1M-1		Inspect		Filters - Visually inspect filter for dust, debris, foreign objects, moisture, and smells taking note of any issues.



						Replace filter if smells or contains moisture.

		1M-2		Inspect		Filters - Visually inspect filter frames and rails for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		1M-3		Inspect		Filters - Take readings from the differential pressure devices/bms across the filters.



						Replace or clean if max differential pressure is exceeded.

		1M-4		Inspect		Strainer - Remove strainer mesh inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted then clean or inspect/conduct remedial action.

		1M-5		Measure		Steam Humidifier - Take samples and analyse the water quality and conductivity serving the steam equipment to ensure it is in line with the manufacturer�s requirements.



						Any noted issues should be investigated, and remedial action taken.

		🟩 3-month inspection checklist

				Type		Task

		3M-1		Inspect		Unit - Visually inspect the internal and external cleanliness of the unit.



						If anything noted, then conduct remedial action.

		3M-2		Inspect		Fan Motor - Inspect belts and pulley tensions, in line with the manufacturer�s requirements, and for wear and tear.



						Any noted issues should be investigated, and remedial action taken.

		3M-3		Inspect		Fan Motor - Inspect motor bearings for vibrations, noise, overheating and lubrication.



						If anything noted, then conduct remedial action/lubricate.

		3M-4		Measure		Chilled Water - Take samples and analyse the water quality serving all wet coils to ensure it is in line with the original design requirements.



						Any noted issues should be investigated, and remedial action taken.

		3M-5		Measure		Heating Water - Take samples and analyse the water quality serving all wet coils to ensure it is in line with the original design requirements.



						Any noted issues should be investigated, and remedial action taken.

		3M-6		Inspect		Frost Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-7		Inspect		Cooling Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-8		Inspect		Evaporator - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-9		Inspect		Evaporator - Visually inspect for any ice build-up.



						If anything noted, then conduct remedial action.

		3M-10		Inspect		Condenser - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-11		Inspect		Compressor - Inspect the oil levels to ensure they are in line with the manufacturer�s requirements.



						If anything noted, then conduct remedial action.

		3M-12		Inspect		Condensate Drain - Visually inspect pan for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-13		Test		Condensate Drain Pan - Conduct flow test on drain pan, trap and pipework system.



						If anything noted, then conduct remedial action.

		3M-14		Inspect		Heating Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-15		Inspect		Thermal Wheel - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-16		Inspect		Thermal Wheel - Visually inspect all seals for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then clean or replace.

		3M-17		Inspect		Thermal Wheel - Inspect bearing play, lateral movement or if out of balance.



						If anything noted, then conduct remedial action.

		3M-18		Inspect		Thermal Wheel - Inspect motor bearings for vibrations, noise, overheating and lubrication.



						If anything noted, then conduct remedial action/lubricate.

		3M-19		Inspect		Thermal Wheel - Inspect belts and pulley tensions, in line with the manufacturer�s requirements, and for wear and tear.



						Any noted issues should be investigated, and remedial action taken.

		3M-20		Inspect		Thermal Wheel - Visually inspect motor mountings for wear and tear/issues.



						If anything noted, then conduct remedial action.

		3M-21		Inspect		Thermal Wheel - Inspect the drive elements of the unit.



						If anything noted, then conduct remedial action.

		3M-22		Inspect		Thermal Wheel Condensate Drain - Visually inspect pan for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-23		Test		Thermal Wheel Condensate Drain Pan - Conduct flow test on drain pan, trap and pipework system.



						If anything noted, then conduct remedial action.

		3M-24		Test		Thermal Wheel - Conduct test on the operation and function of the exchanger ensuring it rotates and operates in line with manufacturers requirements.



						If anything noted, then conduct remedial action.

		3M-25		Inspect		Steam Humidifier - Visually inspect the overall operation of the equipment including spray nozzle, pumps, control panel, drainage.



						If anything noted, then conduct remedial action.

		🟩 6-month inspection checklist

				Type		Task

		6M-1		Test		Filters - Measure the differential pressure across all filters within the unit with calibrated instrument, cross reference with the BMS.



						Adjust setting if difference noted.



						Replace or clean if max differential pressure is exceeded.

		6M-2		Inspect		Attenuator - Visually inspect externally and internally for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then conduct remedial action.

		6M-3		Inspect		Air Mixing Box - Visually inspect for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then conduct remedial action.

		6M-4		Test		Air Mixing Box - Move damper blades to ensure they are not damaged, obstructed and move smoothly.



						If anything noted, then conduct remedial action.

		6M-5		Inspect		Air Mixing Box - Inspect damper bearings and linkage for any issues.



						If anything noted, then conduct remedial action.

		6M-6		Inspect		Fan Impeller - manually rotate the fan to check for any obstructions or issues.



						If anything noted, then conduct remedial action.

		6M-7		Inspect		Fan Motor - Visually inspect motor mountings and brackets for torque and wear/tear in line with manufacturers requirements.



						If anything noted, then conduct remedial action.

		6M-8		Inspect		Fan Motor - Inspect alignment of motor and shafts.



						If anything noted, then conduct remedial action.

		6M-9		Inspect		Fan Impeller - Inspect for misalignment, imbalance, vibrations, contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		6M-10		Inspect		Equipotential Bonding - Inspect the bonding of the unit, parts, and components.



						If anything noted, then conduct remedial action.

		6M-11		Inspect		Compressor - Visually inspect mountings and vibration elements.



						If anything noted, then conduct remedial action.

		6M-12		Inspect		Electrical Heater - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		6M-13		Test		Electrical Heater - Conduct test on the operation and function of the heater ensuring it operates in line with the design and manufacturers requirements.



						If anything noted, then conduct remedial action.

		6M-14		Inspect		Steam Humidifier - Drain off steam cylinder and clean scale collection tank.

		6M-15		Inspect		Control valves - Visually inspect to ensure that they are not damaged, contaminated or corroded.



						If anything noted, then conduct remedial action.

		6M-16		Inspect		Actuators - Visually inspect to ensure that they are connected and not damaged, contaminated or corroded including wiring and connections.



						If anything noted, then conduct remedial action.

		6M-17		Inspect		Temperature Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-18		Inspect		Humidity Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-19		Inspect		Pressure Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-20		Inspect		Thyristors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-21		Inspect		Smoke Detector - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-22		Inspect		Time Clock - Visually inspect the time clock settings for the unit and ensure they are set in line with the design intent.



						If anything noted, then conduct remedial action.

		6M-23		Inspect		Control Panel - Visually inspect externally and internally to ensure that it is clean, not damaged, corroded, or contaminated, including wiring connections.



						If anything noted, then conduct remedial action.

		6M-24		Test		Control Panel - Conduct lamp test on panel to ensure they illuminate.



						If anything noted, then conduct remedial action.

		6M-25		Inspect		Fresh Air Ducting- Visually inspect to ensure free and clear and the flexible connection to the plenum/louvre is in good condition.



						If anything noted, then conduct remedial action.

		6M-26		Inspect		Insulation to Fresh Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		6M-27		Inspect		Recirculating Air Ducting - Visually inspect to ensure free and clear and the flexible connection to the unit is in good condition.



						If anything noted, then conduct remedial action.

		6M-28		Inspect		Insulation to Recirculating Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		6M-29		Inspect		Supply Air Ducting - Visually inspect to ensure free and clear and the flexible connection to the unit is in good condition.



						If anything noted, then conduct remedial action.

		6M-30		Inspect		Insulation to Supply Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		🟩 12-month inspection checklist

				Type		Task

		12M-1		Inspect		Intake Louvre - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		12M-2		Inspect		Exhaust Louvre - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		12M-3		Inspect		Unit - Visually inspect all screws and bolts on the unit are tight and secure

		12M-4		Inspect		Unit Door Seals - Visually inspect for contamination, foreign objects, corrosion, damage and leakage.



						If anything noted, then conduct remedial action.

		12M-5		Inspect		Unit Section Seals - Visually inspect for contamination, foreign objects, corrosion, damage and leakage.



						If anything noted, then conduct remedial action.

		12M-6		Inspect		Unit Casing - Visually inspect for moisture or condensation build up.



						If anything noted, then conduct remedial action.

		12M-7		Change		Fan Motor - Change all belts.



						If anything noted, then conduct remedial action.

		12M-8		Inspect		Fan Motor - Visually inspect for electrical connections and torque settings.



						If anything noted, then conduct remedial action.

		12M-9		Test		Fan Motor - Take current readings from the motor whilst in operation and compare with manufacturers data sheet for the equipment.



						If anything noted, then conduct remedial action.

		12M-10		Test		Emergency Stop - Test emergency stop button and its operation.



						If anything noted, then conduct remedial action.

		12M-11		Test		Safety Switches - Test all safety switches and cut out devices.



						If anything noted, then conduct remedial action.

		12M-13		Inspect		Fan Impeller - Clean the fan, blades, and impeller, remove any rust from the shaft and recoat where necessary

		12M-14		Inspect		Fan Impeller - Adjust the fan if rubbing

		12M-15		Change		Filters - If not previously completed, change 1st Level set

		12M-16		Test		Filters - Measure the differential pressure across all filters within the unit with calibrated instrument, cross reference with the BMS.



						Adjust setting if difference noted.



						Replace or clean if max differential pressure is exceeded.

		12M-17		Inspect		Frost Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-18		Inspect		Cooling Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-19		Inspect		Heating Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-20		Inspect		Compressor - Inspect the rota lock valves ensuring they are free to move.



						If anything noted, then investigate and conduct remedial action.

		12M-21		Inspect		Compressor - Visually inspect the oil sump heater condition.



						If anything noted, then investigate and conduct remedial action.

		12M-22		Inspect		Compressor - Inspect the collector pipework and connections.



						If anything noted, then investigate and conduct remedial action.

		12M-23		Test		Compressor - Test the operation of the high-pressure sensor.



						If anything noted, then investigate and conduct remedial action.

		12M-24		Test		Compressor - Test the operation of the low-pressure sensor.



						If anything noted, then investigate and conduct remedial action.

		12M-25		Test		Compressor - Take current readings and power consumption whilst in operation and compare with manufacturers data sheet for the equipment.



						If anything noted, then conduct remedial action.

		12M-26		Inspect		Compressor - Inspect refrigerant charge and oil levels.



						If anything noted, then conduct remedial action.

		12M-27		Test		Evaporator - Test function of the expansion valve.



						If anything noted, then conduct remedial action.

		12M-28		Test		Condenser - Test function of the expansion valve.



						If anything noted, then conduct remedial action.

		12M-29		Inspect		Refrigerant System - Check safety valve is in good condition.



						If anything noted, then conduct remedial action.

		12M-30		Inspect		Refrigerant System - Check for any leakage of refrigerant from pipework and joints.



						If anything noted, then conduct remedial action.

		12M-31		Inspect		Steam Humidifier - Inspect and clean the steam cylinder.



						If anything noted, then conduct remedial action.

		12M-32		Inspect		Steam Humidifier - Inspect and clean the humidifier.



						If anything noted, then conduct remedial action.

		12M-33		Test		Actuators - Inspect and test function, measuring input signals and checking operating and adjustment ranges.



						If anything noted, then conduct remedial action.

		12M-34		Test		Temperature Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-35		Test		Humidity Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-36		Test		Pressure Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-37		Test		Anti-Frost Thermostat - Check the calibration and operation of sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-38		Test		CO2 - Check the calibration and operation of sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-39		Test		Smoke Detector - Test operates inline with the design.



						If anything noted, then conduct remedial action.

		12M-40		Inspect		Variable Speed Drive - Check operation and settings are in line with design cross reference with the BMS /controls.



						If anything noted, then conduct remedial action.

		12M-41		Inspect		Electrical Isolators - Check operation of all isolators [On/Off].



						If anything noted, then conduct remedial action.

		12M-42		Inspect		Control Panel - Visually inspect cable glands and terminals ensuring they are secure.



						If anything noted, then conduct remedial action.

		12M-43		Inspect		Control Panel - Inspect to ensure wiring diagram is available near to or inside the panel.



						If anything noted, then conduct remedial action.

		12M-44		Inspect		Control Panel - Visually inspect to ensure all protective covers are installed.



						If anything noted, then conduct remedial action.

		12M-45		Inspect		Control Panel - Test that all switches operate as required.



						If anything noted, then conduct remedial action.

		12M-46		Test		Control Panel - Test control functions of the unit in line with the design intent.



						If anything noted, then conduct remedial action.

		12M-47		Inspect		Fresh Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-48		Inspect		Supply Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-49		Inspect		Return Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-50		Inspect		Grilles and Diffusers - Clean terminal devices







BUCKEYE POWER SALESYOUR VIEWPOINT. OUR EXPERIENCE.

ASSET AND COMPONENT INVENTORY

Sample asset inventory will serve as a centralized repository of assets and associated 
components within the building.  This list will streamline materials ordering for replacement 
and maintenance purposes, as well as asset information for more detailed or complex needs. 

Building Name: Community Center Square Footage: 
Opening Date: 10/1/2025 LEED Certification: 

Architect: MTM Contact Info: 
Contractor: Contact Info: 
Owner's Rep: Contact Info: 

Asset No. Asset Name Component Specification Building Location Unit Link Component Link
1000 AHU - 1 (AMCOR 250 Filter Deep Bed Filters F5 Mechanical Room 1 Spec Sheet Filter Link 
1001 Fridge Filter
1002 2x2 Ceiling Light Bulb 

Asset Documentation 

Asset Inventory 
Building Information


Pre-Occupancy

		Pre-Occupancy Check List & Documentation

		Building Information

		Building Name: 		Community Center				Square Footage: 

		Opening Date: 		10/1/25				LEED Certification: 



		Architect:		MTM				Contact Info: 

		Contractor: 						Contact Info: 

		Owner's Rep: 						Contact Info: 

		Pre-Occupancy/Post-Construction Check-List and Documentation

		Contracts for Systems Maintenance 

		Warranty Information 

		MDS/SDS Sheets

		Operating & Maintenance Contracts (existing and those needed) 

		Keyways Documentation - Access listings 

		Operating Manuals 

		Code & Visitor Signage (emergency exits, maps, occupancy limits, etc.) 

		FF&E Documentation

		Final Construction Plans

		Field Plans (Marked-Up Construction Plans) 

		Delivery Method: 

		Summary of Information and then linked document with specifics 





Potential Full Asset Data Set

		Facility Asset Data Inventory Spreadsheet Structure

		Column Name		Description

		Asset ID		A unique identifier for each asset (e.g., serial number or internal ID).

		Asset Name		The name or description of the asset (e.g., HVAC Unit, Lighting Fixture, Pump, etc.).

		Asset Type		The category of the asset (e.g., Electrical, Mechanical, Structural, HVAC, Plumbing, etc.).

		Location		The specific location of the asset within the facility (e.g., Floor 2, Room 204, North Wing).

		Manufacturer		The name of the asset's manufacturer.

		Model Number		The model number of the asset.

		Serial Number		The serial number of the asset, if applicable.

		Installation Date		The date the asset was installed in the facility.

		Maintenance Schedule		The recommended maintenance frequency (e.g., monthly, quarterly, annually).

		Last Maintenance Date		The date of the most recent maintenance activity.

		Next Maintenance Due		The date when the next maintenance activity is scheduled.

		Current Condition		The current condition of the asset (e.g., New, Good, Fair, Poor).

		Criticality		The importance of the asset in terms of facility operations (e.g., High, Medium, Low).

		Status		The operational status of the asset (e.g., Operational, Under Maintenance, Out of Service).

		Warranty Expiry Date		The expiration date of the asset's warranty, if applicable.

		Replacement Cost		The estimated cost to replace the asset.

		Depreciation Value		The current depreciated value of the asset for accounting purposes.

		IoT Sensor Type		The type of IoT sensor(s) installed on the asset (e.g., Temperature, Vibration, Motion).

		Data Source		The data source or system providing real-time data (e.g., BMS, SCADA, Direct IoT Feed).

		Asset Documentation		Links or references to asset manuals, drawings, and other relevant documentation.

		Comments/Notes		Any additional notes or comments related to the asset.





Asset Inventory 

		Asset Inventory 

		Building Information

		Building Name: 		Community Center				Square Footage: 

		Opening Date: 		10/1/25				LEED Certification: 



		Architect:		MTM				Contact Info: 

		Contractor: 						Contact Info: 

		Owner's Rep: 						Contact Info: 

		Asset Documentation 

		Asset No. 		Asset Name 		Component		Specification		Building Location		Unit Link 		Component Link

		1000		AHU - 1 (AMCOR 250000P3)		Filter		Deep Bed Filters F5		Mechanical Room 1		Spec Sheet		Filter Link 

		1001		Fridge		Filter

		1002		2x2 Ceiling Light		Bulb 

























chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/armcor.com.au/wp-content/uploads/2019/08/AHU25000P3_techspec.pdfhttps://www.bisonfilters.com.au/p-27912-4-peak-filter-610-x-610-x-380mm-deep-f5.aspx

FM Process 

		Facilities Maintenance Processes

		Building Information

		Building Name: 		Community Center						Square Footage: 

		Opening Date: 		10/1/25						LEED Certification: 



		Architect:		MTM						Contact Info: 

		Contractor: 								Contact Info: 

		Owner's Rep: 								Contact Info: 

		Maintenance Processes

		Asset No.		Asset Name 		Weekly		Monthly 		3-month		6-month		12-month		Adhoc 

		1000		AHU - 1		See AHU PM		See AHU PM		See AHU PM		See AHU PM		See AHU PM

		1001		Fridge

		1002		2x2 Ceiling Light



























AHU PM 

		🟩 Weekly inspection checklist

				Type		Task

		W-1		Inspect		Unit - Observe and review the unit for any changes in operating conditions.



						If any are noted, they should be investigated further.

		W-2		Inspect		Unit - Listen for any unusual noises.



						If any are noted, they should be investigated further.

		W-3		Inspect		Set Point - Visually Inspect temperature setting to ensure as per design/operational needs.



						If it is not, investigate as to why and reset if no reason provided.



						Note: changes could impact the buildings energy usage.

		W-4		Inspect		Steam Generator - Inspect for damage and leakage.

		W-5		Inspect		Steam Humidifier - Check for damage and leakage

		W-6		Inspect		Steam Humidifier - Visually inspect water levels.

		W-7		Inspect		Steam Humidifier - Visually inspect the overall steam installation and supply pipework for any damage or leakage.

		W-8		Inspect		Steam Humidifier - Visually inspect drainage pipework for any blockages and obstructions.

		W-9		Inspect		Steam Humidifier Control Panel - Visually inspect electrical connections, components, and cables for damage/issues.

		🟩 Monthly inspection checklist

				Type		Task

		1M-1		Inspect		Filters - Visually inspect filter for dust, debris, foreign objects, moisture, and smells taking note of any issues.



						Replace filter if smells or contains moisture.

		1M-2		Inspect		Filters - Visually inspect filter frames and rails for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		1M-3		Inspect		Filters - Take readings from the differential pressure devices/bms across the filters.



						Replace or clean if max differential pressure is exceeded.

		1M-4		Inspect		Strainer - Remove strainer mesh inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted then clean or inspect/conduct remedial action.

		1M-5		Measure		Steam Humidifier - Take samples and analyse the water quality and conductivity serving the steam equipment to ensure it is in line with the manufacturer�s requirements.



						Any noted issues should be investigated, and remedial action taken.

		🟩 3-month inspection checklist

				Type		Task

		3M-1		Inspect		Unit - Visually inspect the internal and external cleanliness of the unit.



						If anything noted, then conduct remedial action.

		3M-2		Inspect		Fan Motor - Inspect belts and pulley tensions, in line with the manufacturer�s requirements, and for wear and tear.



						Any noted issues should be investigated, and remedial action taken.

		3M-3		Inspect		Fan Motor - Inspect motor bearings for vibrations, noise, overheating and lubrication.



						If anything noted, then conduct remedial action/lubricate.

		3M-4		Measure		Chilled Water - Take samples and analyse the water quality serving all wet coils to ensure it is in line with the original design requirements.



						Any noted issues should be investigated, and remedial action taken.

		3M-5		Measure		Heating Water - Take samples and analyse the water quality serving all wet coils to ensure it is in line with the original design requirements.



						Any noted issues should be investigated, and remedial action taken.

		3M-6		Inspect		Frost Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-7		Inspect		Cooling Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-8		Inspect		Evaporator - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-9		Inspect		Evaporator - Visually inspect for any ice build-up.



						If anything noted, then conduct remedial action.

		3M-10		Inspect		Condenser - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-11		Inspect		Compressor - Inspect the oil levels to ensure they are in line with the manufacturer�s requirements.



						If anything noted, then conduct remedial action.

		3M-12		Inspect		Condensate Drain - Visually inspect pan for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-13		Test		Condensate Drain Pan - Conduct flow test on drain pan, trap and pipework system.



						If anything noted, then conduct remedial action.

		3M-14		Inspect		Heating Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-15		Inspect		Thermal Wheel - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-16		Inspect		Thermal Wheel - Visually inspect all seals for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then clean or replace.

		3M-17		Inspect		Thermal Wheel - Inspect bearing play, lateral movement or if out of balance.



						If anything noted, then conduct remedial action.

		3M-18		Inspect		Thermal Wheel - Inspect motor bearings for vibrations, noise, overheating and lubrication.



						If anything noted, then conduct remedial action/lubricate.

		3M-19		Inspect		Thermal Wheel - Inspect belts and pulley tensions, in line with the manufacturer�s requirements, and for wear and tear.



						Any noted issues should be investigated, and remedial action taken.

		3M-20		Inspect		Thermal Wheel - Visually inspect motor mountings for wear and tear/issues.



						If anything noted, then conduct remedial action.

		3M-21		Inspect		Thermal Wheel - Inspect the drive elements of the unit.



						If anything noted, then conduct remedial action.

		3M-22		Inspect		Thermal Wheel Condensate Drain - Visually inspect pan for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-23		Test		Thermal Wheel Condensate Drain Pan - Conduct flow test on drain pan, trap and pipework system.



						If anything noted, then conduct remedial action.

		3M-24		Test		Thermal Wheel - Conduct test on the operation and function of the exchanger ensuring it rotates and operates in line with manufacturers requirements.



						If anything noted, then conduct remedial action.

		3M-25		Inspect		Steam Humidifier - Visually inspect the overall operation of the equipment including spray nozzle, pumps, control panel, drainage.



						If anything noted, then conduct remedial action.

		🟩 6-month inspection checklist

				Type		Task

		6M-1		Test		Filters - Measure the differential pressure across all filters within the unit with calibrated instrument, cross reference with the BMS.



						Adjust setting if difference noted.



						Replace or clean if max differential pressure is exceeded.

		6M-2		Inspect		Attenuator - Visually inspect externally and internally for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then conduct remedial action.

		6M-3		Inspect		Air Mixing Box - Visually inspect for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then conduct remedial action.

		6M-4		Test		Air Mixing Box - Move damper blades to ensure they are not damaged, obstructed and move smoothly.



						If anything noted, then conduct remedial action.

		6M-5		Inspect		Air Mixing Box - Inspect damper bearings and linkage for any issues.



						If anything noted, then conduct remedial action.

		6M-6		Inspect		Fan Impeller - manually rotate the fan to check for any obstructions or issues.



						If anything noted, then conduct remedial action.

		6M-7		Inspect		Fan Motor - Visually inspect motor mountings and brackets for torque and wear/tear in line with manufacturers requirements.



						If anything noted, then conduct remedial action.

		6M-8		Inspect		Fan Motor - Inspect alignment of motor and shafts.



						If anything noted, then conduct remedial action.

		6M-9		Inspect		Fan Impeller - Inspect for misalignment, imbalance, vibrations, contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		6M-10		Inspect		Equipotential Bonding - Inspect the bonding of the unit, parts, and components.



						If anything noted, then conduct remedial action.

		6M-11		Inspect		Compressor - Visually inspect mountings and vibration elements.



						If anything noted, then conduct remedial action.

		6M-12		Inspect		Electrical Heater - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		6M-13		Test		Electrical Heater - Conduct test on the operation and function of the heater ensuring it operates in line with the design and manufacturers requirements.



						If anything noted, then conduct remedial action.

		6M-14		Inspect		Steam Humidifier - Drain off steam cylinder and clean scale collection tank.

		6M-15		Inspect		Control valves - Visually inspect to ensure that they are not damaged, contaminated or corroded.



						If anything noted, then conduct remedial action.

		6M-16		Inspect		Actuators - Visually inspect to ensure that they are connected and not damaged, contaminated or corroded including wiring and connections.



						If anything noted, then conduct remedial action.

		6M-17		Inspect		Temperature Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-18		Inspect		Humidity Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-19		Inspect		Pressure Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-20		Inspect		Thyristors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-21		Inspect		Smoke Detector - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-22		Inspect		Time Clock - Visually inspect the time clock settings for the unit and ensure they are set in line with the design intent.



						If anything noted, then conduct remedial action.

		6M-23		Inspect		Control Panel - Visually inspect externally and internally to ensure that it is clean, not damaged, corroded, or contaminated, including wiring connections.



						If anything noted, then conduct remedial action.

		6M-24		Test		Control Panel - Conduct lamp test on panel to ensure they illuminate.



						If anything noted, then conduct remedial action.

		6M-25		Inspect		Fresh Air Ducting- Visually inspect to ensure free and clear and the flexible connection to the plenum/louvre is in good condition.



						If anything noted, then conduct remedial action.

		6M-26		Inspect		Insulation to Fresh Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		6M-27		Inspect		Recirculating Air Ducting - Visually inspect to ensure free and clear and the flexible connection to the unit is in good condition.



						If anything noted, then conduct remedial action.

		6M-28		Inspect		Insulation to Recirculating Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		6M-29		Inspect		Supply Air Ducting - Visually inspect to ensure free and clear and the flexible connection to the unit is in good condition.



						If anything noted, then conduct remedial action.

		6M-30		Inspect		Insulation to Supply Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		🟩 12-month inspection checklist

				Type		Task

		12M-1		Inspect		Intake Louvre - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		12M-2		Inspect		Exhaust Louvre - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		12M-3		Inspect		Unit - Visually inspect all screws and bolts on the unit are tight and secure

		12M-4		Inspect		Unit Door Seals - Visually inspect for contamination, foreign objects, corrosion, damage and leakage.



						If anything noted, then conduct remedial action.

		12M-5		Inspect		Unit Section Seals - Visually inspect for contamination, foreign objects, corrosion, damage and leakage.



						If anything noted, then conduct remedial action.

		12M-6		Inspect		Unit Casing - Visually inspect for moisture or condensation build up.



						If anything noted, then conduct remedial action.

		12M-7		Change		Fan Motor - Change all belts.



						If anything noted, then conduct remedial action.

		12M-8		Inspect		Fan Motor - Visually inspect for electrical connections and torque settings.



						If anything noted, then conduct remedial action.

		12M-9		Test		Fan Motor - Take current readings from the motor whilst in operation and compare with manufacturers data sheet for the equipment.



						If anything noted, then conduct remedial action.

		12M-10		Test		Emergency Stop - Test emergency stop button and its operation.



						If anything noted, then conduct remedial action.

		12M-11		Test		Safety Switches - Test all safety switches and cut out devices.



						If anything noted, then conduct remedial action.

		12M-13		Inspect		Fan Impeller - Clean the fan, blades, and impeller, remove any rust from the shaft and recoat where necessary

		12M-14		Inspect		Fan Impeller - Adjust the fan if rubbing

		12M-15		Change		Filters - If not previously completed, change 1st Level set

		12M-16		Test		Filters - Measure the differential pressure across all filters within the unit with calibrated instrument, cross reference with the BMS.



						Adjust setting if difference noted.



						Replace or clean if max differential pressure is exceeded.

		12M-17		Inspect		Frost Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-18		Inspect		Cooling Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-19		Inspect		Heating Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-20		Inspect		Compressor - Inspect the rota lock valves ensuring they are free to move.



						If anything noted, then investigate and conduct remedial action.

		12M-21		Inspect		Compressor - Visually inspect the oil sump heater condition.



						If anything noted, then investigate and conduct remedial action.

		12M-22		Inspect		Compressor - Inspect the collector pipework and connections.



						If anything noted, then investigate and conduct remedial action.

		12M-23		Test		Compressor - Test the operation of the high-pressure sensor.



						If anything noted, then investigate and conduct remedial action.

		12M-24		Test		Compressor - Test the operation of the low-pressure sensor.



						If anything noted, then investigate and conduct remedial action.

		12M-25		Test		Compressor - Take current readings and power consumption whilst in operation and compare with manufacturers data sheet for the equipment.



						If anything noted, then conduct remedial action.

		12M-26		Inspect		Compressor - Inspect refrigerant charge and oil levels.



						If anything noted, then conduct remedial action.

		12M-27		Test		Evaporator - Test function of the expansion valve.



						If anything noted, then conduct remedial action.

		12M-28		Test		Condenser - Test function of the expansion valve.



						If anything noted, then conduct remedial action.

		12M-29		Inspect		Refrigerant System - Check safety valve is in good condition.



						If anything noted, then conduct remedial action.

		12M-30		Inspect		Refrigerant System - Check for any leakage of refrigerant from pipework and joints.



						If anything noted, then conduct remedial action.

		12M-31		Inspect		Steam Humidifier - Inspect and clean the steam cylinder.



						If anything noted, then conduct remedial action.

		12M-32		Inspect		Steam Humidifier - Inspect and clean the humidifier.



						If anything noted, then conduct remedial action.

		12M-33		Test		Actuators - Inspect and test function, measuring input signals and checking operating and adjustment ranges.



						If anything noted, then conduct remedial action.

		12M-34		Test		Temperature Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-35		Test		Humidity Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-36		Test		Pressure Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-37		Test		Anti-Frost Thermostat - Check the calibration and operation of sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-38		Test		CO2 - Check the calibration and operation of sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-39		Test		Smoke Detector - Test operates inline with the design.



						If anything noted, then conduct remedial action.

		12M-40		Inspect		Variable Speed Drive - Check operation and settings are in line with design cross reference with the BMS /controls.



						If anything noted, then conduct remedial action.

		12M-41		Inspect		Electrical Isolators - Check operation of all isolators [On/Off].



						If anything noted, then conduct remedial action.

		12M-42		Inspect		Control Panel - Visually inspect cable glands and terminals ensuring they are secure.



						If anything noted, then conduct remedial action.

		12M-43		Inspect		Control Panel - Inspect to ensure wiring diagram is available near to or inside the panel.



						If anything noted, then conduct remedial action.

		12M-44		Inspect		Control Panel - Visually inspect to ensure all protective covers are installed.



						If anything noted, then conduct remedial action.

		12M-45		Inspect		Control Panel - Test that all switches operate as required.



						If anything noted, then conduct remedial action.

		12M-46		Test		Control Panel - Test control functions of the unit in line with the design intent.



						If anything noted, then conduct remedial action.

		12M-47		Inspect		Fresh Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-48		Inspect		Supply Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-49		Inspect		Return Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-50		Inspect		Grilles and Diffusers - Clean terminal devices







BUCKEYE POWER SALESYOUR VIEWPOINT. OUR EXPERIENCE.

PREVENTATIVE MAINTENANCE & CAPITAL PLANNING

This is a combination of worksheets 
that will work together to document 
routine preventative maintenance 
and build a 3-5 year capital 
investment plan for the building, 
providing near-term guidance for 
facilities management as well as 
long-term budget planning. 

Building Name: Community Center Square Footage: 
Opening Date: 10/1/2025 LEED Certification: 

Architect: MTM Contact Info: 
Contractor: Contact Info: 
Owner's Rep: Contact Info: 

Asset No. Asset Name Weekly Monthly 3-month 6-month 12-month Adhoc 
1000 AHU - 1 See AHU PM See AHU PM See AHU PM See AHU PM See AHU PM
1001 Fridge
1002 2x2 Ceiling Light

Maintenance Processes

Facilities Maintenance Processes
Building Information

Type Task

Unit - Observe and review the unit for any changes in operating conditions.

If any are noted, they should be investigated further.
Unit - Listen for any unusual noises.

If any are noted, they should be investigated further.
Set Point - Visually Inspect temperature setting to ensure as per design/operational needs.

If it is not, investigate as to why and reset if no reason provided.

Note: changes could impact the buildings energy usage.

🟩🟩 Weekly inspection checklist

W-1 Inspect

W-2 Inspect

W-3 Inspect


Pre-Occupancy

		Pre-Occupancy Check List & Documentation

		Building Information

		Building Name: 		Community Center				Square Footage: 

		Opening Date: 		10/1/25				LEED Certification: 



		Architect:		MTM				Contact Info: 

		Contractor: 						Contact Info: 

		Owner's Rep: 						Contact Info: 

		Pre-Occupancy/Post-Construction Check-List and Documentation

		Contracts for Systems Maintenance 

		Warranty Information 

		MDS/SDS Sheets

		Operating & Maintenance Contracts (existing and those needed) 

		Keyways Documentation - Access listings 

		Operating Manuals 

		Code & Visitor Signage (emergency exits, maps, occupancy limits, etc.) 

		FF&E Documentation

		Final Construction Plans

		Field Plans (Marked-Up Construction Plans) 

		Delivery Method: 

		Summary of Information and then linked document with specifics 





Potential Full Asset Data Set

		Facility Asset Data Inventory Spreadsheet Structure

		Column Name		Description

		Asset ID		A unique identifier for each asset (e.g., serial number or internal ID).

		Asset Name		The name or description of the asset (e.g., HVAC Unit, Lighting Fixture, Pump, etc.).

		Asset Type		The category of the asset (e.g., Electrical, Mechanical, Structural, HVAC, Plumbing, etc.).

		Location		The specific location of the asset within the facility (e.g., Floor 2, Room 204, North Wing).

		Manufacturer		The name of the asset's manufacturer.

		Model Number		The model number of the asset.

		Serial Number		The serial number of the asset, if applicable.

		Installation Date		The date the asset was installed in the facility.

		Maintenance Schedule		The recommended maintenance frequency (e.g., monthly, quarterly, annually).

		Last Maintenance Date		The date of the most recent maintenance activity.

		Next Maintenance Due		The date when the next maintenance activity is scheduled.

		Current Condition		The current condition of the asset (e.g., New, Good, Fair, Poor).

		Criticality		The importance of the asset in terms of facility operations (e.g., High, Medium, Low).

		Status		The operational status of the asset (e.g., Operational, Under Maintenance, Out of Service).

		Warranty Expiry Date		The expiration date of the asset's warranty, if applicable.

		Replacement Cost		The estimated cost to replace the asset.

		Depreciation Value		The current depreciated value of the asset for accounting purposes.

		IoT Sensor Type		The type of IoT sensor(s) installed on the asset (e.g., Temperature, Vibration, Motion).

		Data Source		The data source or system providing real-time data (e.g., BMS, SCADA, Direct IoT Feed).

		Asset Documentation		Links or references to asset manuals, drawings, and other relevant documentation.

		Comments/Notes		Any additional notes or comments related to the asset.





Asset Inventory 

		Asset Inventory 

		Building Information

		Building Name: 		Community Center				Square Footage: 

		Opening Date: 		10/1/25				LEED Certification: 



		Architect:		MTM				Contact Info: 

		Contractor: 						Contact Info: 

		Owner's Rep: 						Contact Info: 

		Asset Documentation 

		Asset No. 		Asset Name 		Component		Specification		Building Location		Unit Link 		Component Link

		1000		AHU - 1 (AMCOR 250000P3)		Filter		Deep Bed Filters F5		Mechanical Room 1		Spec Sheet		Filter Link 

		1001		Fridge		Filter

		1002		2x2 Ceiling Light		Bulb 

























chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/armcor.com.au/wp-content/uploads/2019/08/AHU25000P3_techspec.pdfhttps://www.bisonfilters.com.au/p-27912-4-peak-filter-610-x-610-x-380mm-deep-f5.aspx

FM Process 

		Facilities Maintenance Processes

		Building Information

		Building Name: 		Community Center						Square Footage: 

		Opening Date: 		10/1/25						LEED Certification: 



		Architect:		MTM						Contact Info: 

		Contractor: 								Contact Info: 

		Owner's Rep: 								Contact Info: 

		Maintenance Processes

		Asset No.		Asset Name 		Weekly		Monthly 		3-month		6-month		12-month		Adhoc 

		1000		AHU - 1		See AHU PM		See AHU PM		See AHU PM		See AHU PM		See AHU PM

		1001		Fridge

		1002		2x2 Ceiling Light



























AHU PM 

		🟩 Weekly inspection checklist

				Type		Task

		W-1		Inspect		Unit - Observe and review the unit for any changes in operating conditions.



						If any are noted, they should be investigated further.

		W-2		Inspect		Unit - Listen for any unusual noises.



						If any are noted, they should be investigated further.

		W-3		Inspect		Set Point - Visually Inspect temperature setting to ensure as per design/operational needs.



						If it is not, investigate as to why and reset if no reason provided.



						Note: changes could impact the buildings energy usage.

		W-4		Inspect		Steam Generator - Inspect for damage and leakage.

		W-5		Inspect		Steam Humidifier - Check for damage and leakage

		W-6		Inspect		Steam Humidifier - Visually inspect water levels.

		W-7		Inspect		Steam Humidifier - Visually inspect the overall steam installation and supply pipework for any damage or leakage.

		W-8		Inspect		Steam Humidifier - Visually inspect drainage pipework for any blockages and obstructions.

		W-9		Inspect		Steam Humidifier Control Panel - Visually inspect electrical connections, components, and cables for damage/issues.

		🟩 Monthly inspection checklist

				Type		Task

		1M-1		Inspect		Filters - Visually inspect filter for dust, debris, foreign objects, moisture, and smells taking note of any issues.



						Replace filter if smells or contains moisture.

		1M-2		Inspect		Filters - Visually inspect filter frames and rails for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		1M-3		Inspect		Filters - Take readings from the differential pressure devices/bms across the filters.



						Replace or clean if max differential pressure is exceeded.

		1M-4		Inspect		Strainer - Remove strainer mesh inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted then clean or inspect/conduct remedial action.

		1M-5		Measure		Steam Humidifier - Take samples and analyse the water quality and conductivity serving the steam equipment to ensure it is in line with the manufacturer�s requirements.



						Any noted issues should be investigated, and remedial action taken.

		🟩 3-month inspection checklist

				Type		Task

		3M-1		Inspect		Unit - Visually inspect the internal and external cleanliness of the unit.



						If anything noted, then conduct remedial action.

		3M-2		Inspect		Fan Motor - Inspect belts and pulley tensions, in line with the manufacturer�s requirements, and for wear and tear.



						Any noted issues should be investigated, and remedial action taken.

		3M-3		Inspect		Fan Motor - Inspect motor bearings for vibrations, noise, overheating and lubrication.



						If anything noted, then conduct remedial action/lubricate.

		3M-4		Measure		Chilled Water - Take samples and analyse the water quality serving all wet coils to ensure it is in line with the original design requirements.



						Any noted issues should be investigated, and remedial action taken.

		3M-5		Measure		Heating Water - Take samples and analyse the water quality serving all wet coils to ensure it is in line with the original design requirements.



						Any noted issues should be investigated, and remedial action taken.

		3M-6		Inspect		Frost Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-7		Inspect		Cooling Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-8		Inspect		Evaporator - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-9		Inspect		Evaporator - Visually inspect for any ice build-up.



						If anything noted, then conduct remedial action.

		3M-10		Inspect		Condenser - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-11		Inspect		Compressor - Inspect the oil levels to ensure they are in line with the manufacturer�s requirements.



						If anything noted, then conduct remedial action.

		3M-12		Inspect		Condensate Drain - Visually inspect pan for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-13		Test		Condensate Drain Pan - Conduct flow test on drain pan, trap and pipework system.



						If anything noted, then conduct remedial action.

		3M-14		Inspect		Heating Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-15		Inspect		Thermal Wheel - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-16		Inspect		Thermal Wheel - Visually inspect all seals for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then clean or replace.

		3M-17		Inspect		Thermal Wheel - Inspect bearing play, lateral movement or if out of balance.



						If anything noted, then conduct remedial action.

		3M-18		Inspect		Thermal Wheel - Inspect motor bearings for vibrations, noise, overheating and lubrication.



						If anything noted, then conduct remedial action/lubricate.

		3M-19		Inspect		Thermal Wheel - Inspect belts and pulley tensions, in line with the manufacturer�s requirements, and for wear and tear.



						Any noted issues should be investigated, and remedial action taken.

		3M-20		Inspect		Thermal Wheel - Visually inspect motor mountings for wear and tear/issues.



						If anything noted, then conduct remedial action.

		3M-21		Inspect		Thermal Wheel - Inspect the drive elements of the unit.



						If anything noted, then conduct remedial action.

		3M-22		Inspect		Thermal Wheel Condensate Drain - Visually inspect pan for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-23		Test		Thermal Wheel Condensate Drain Pan - Conduct flow test on drain pan, trap and pipework system.



						If anything noted, then conduct remedial action.

		3M-24		Test		Thermal Wheel - Conduct test on the operation and function of the exchanger ensuring it rotates and operates in line with manufacturers requirements.



						If anything noted, then conduct remedial action.

		3M-25		Inspect		Steam Humidifier - Visually inspect the overall operation of the equipment including spray nozzle, pumps, control panel, drainage.



						If anything noted, then conduct remedial action.

		🟩 6-month inspection checklist

				Type		Task

		6M-1		Test		Filters - Measure the differential pressure across all filters within the unit with calibrated instrument, cross reference with the BMS.



						Adjust setting if difference noted.



						Replace or clean if max differential pressure is exceeded.

		6M-2		Inspect		Attenuator - Visually inspect externally and internally for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then conduct remedial action.

		6M-3		Inspect		Air Mixing Box - Visually inspect for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then conduct remedial action.

		6M-4		Test		Air Mixing Box - Move damper blades to ensure they are not damaged, obstructed and move smoothly.



						If anything noted, then conduct remedial action.

		6M-5		Inspect		Air Mixing Box - Inspect damper bearings and linkage for any issues.



						If anything noted, then conduct remedial action.

		6M-6		Inspect		Fan Impeller - manually rotate the fan to check for any obstructions or issues.



						If anything noted, then conduct remedial action.

		6M-7		Inspect		Fan Motor - Visually inspect motor mountings and brackets for torque and wear/tear in line with manufacturers requirements.



						If anything noted, then conduct remedial action.

		6M-8		Inspect		Fan Motor - Inspect alignment of motor and shafts.



						If anything noted, then conduct remedial action.

		6M-9		Inspect		Fan Impeller - Inspect for misalignment, imbalance, vibrations, contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		6M-10		Inspect		Equipotential Bonding - Inspect the bonding of the unit, parts, and components.



						If anything noted, then conduct remedial action.

		6M-11		Inspect		Compressor - Visually inspect mountings and vibration elements.



						If anything noted, then conduct remedial action.

		6M-12		Inspect		Electrical Heater - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		6M-13		Test		Electrical Heater - Conduct test on the operation and function of the heater ensuring it operates in line with the design and manufacturers requirements.



						If anything noted, then conduct remedial action.

		6M-14		Inspect		Steam Humidifier - Drain off steam cylinder and clean scale collection tank.

		6M-15		Inspect		Control valves - Visually inspect to ensure that they are not damaged, contaminated or corroded.



						If anything noted, then conduct remedial action.

		6M-16		Inspect		Actuators - Visually inspect to ensure that they are connected and not damaged, contaminated or corroded including wiring and connections.



						If anything noted, then conduct remedial action.

		6M-17		Inspect		Temperature Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-18		Inspect		Humidity Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-19		Inspect		Pressure Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-20		Inspect		Thyristors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-21		Inspect		Smoke Detector - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-22		Inspect		Time Clock - Visually inspect the time clock settings for the unit and ensure they are set in line with the design intent.



						If anything noted, then conduct remedial action.

		6M-23		Inspect		Control Panel - Visually inspect externally and internally to ensure that it is clean, not damaged, corroded, or contaminated, including wiring connections.



						If anything noted, then conduct remedial action.

		6M-24		Test		Control Panel - Conduct lamp test on panel to ensure they illuminate.



						If anything noted, then conduct remedial action.

		6M-25		Inspect		Fresh Air Ducting- Visually inspect to ensure free and clear and the flexible connection to the plenum/louvre is in good condition.



						If anything noted, then conduct remedial action.

		6M-26		Inspect		Insulation to Fresh Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		6M-27		Inspect		Recirculating Air Ducting - Visually inspect to ensure free and clear and the flexible connection to the unit is in good condition.



						If anything noted, then conduct remedial action.

		6M-28		Inspect		Insulation to Recirculating Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		6M-29		Inspect		Supply Air Ducting - Visually inspect to ensure free and clear and the flexible connection to the unit is in good condition.



						If anything noted, then conduct remedial action.

		6M-30		Inspect		Insulation to Supply Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		🟩 12-month inspection checklist

				Type		Task

		12M-1		Inspect		Intake Louvre - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		12M-2		Inspect		Exhaust Louvre - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		12M-3		Inspect		Unit - Visually inspect all screws and bolts on the unit are tight and secure

		12M-4		Inspect		Unit Door Seals - Visually inspect for contamination, foreign objects, corrosion, damage and leakage.



						If anything noted, then conduct remedial action.

		12M-5		Inspect		Unit Section Seals - Visually inspect for contamination, foreign objects, corrosion, damage and leakage.



						If anything noted, then conduct remedial action.

		12M-6		Inspect		Unit Casing - Visually inspect for moisture or condensation build up.



						If anything noted, then conduct remedial action.

		12M-7		Change		Fan Motor - Change all belts.



						If anything noted, then conduct remedial action.

		12M-8		Inspect		Fan Motor - Visually inspect for electrical connections and torque settings.



						If anything noted, then conduct remedial action.

		12M-9		Test		Fan Motor - Take current readings from the motor whilst in operation and compare with manufacturers data sheet for the equipment.



						If anything noted, then conduct remedial action.

		12M-10		Test		Emergency Stop - Test emergency stop button and its operation.



						If anything noted, then conduct remedial action.

		12M-11		Test		Safety Switches - Test all safety switches and cut out devices.



						If anything noted, then conduct remedial action.

		12M-13		Inspect		Fan Impeller - Clean the fan, blades, and impeller, remove any rust from the shaft and recoat where necessary

		12M-14		Inspect		Fan Impeller - Adjust the fan if rubbing

		12M-15		Change		Filters - If not previously completed, change 1st Level set

		12M-16		Test		Filters - Measure the differential pressure across all filters within the unit with calibrated instrument, cross reference with the BMS.



						Adjust setting if difference noted.



						Replace or clean if max differential pressure is exceeded.

		12M-17		Inspect		Frost Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-18		Inspect		Cooling Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-19		Inspect		Heating Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-20		Inspect		Compressor - Inspect the rota lock valves ensuring they are free to move.



						If anything noted, then investigate and conduct remedial action.

		12M-21		Inspect		Compressor - Visually inspect the oil sump heater condition.



						If anything noted, then investigate and conduct remedial action.

		12M-22		Inspect		Compressor - Inspect the collector pipework and connections.



						If anything noted, then investigate and conduct remedial action.

		12M-23		Test		Compressor - Test the operation of the high-pressure sensor.



						If anything noted, then investigate and conduct remedial action.

		12M-24		Test		Compressor - Test the operation of the low-pressure sensor.



						If anything noted, then investigate and conduct remedial action.

		12M-25		Test		Compressor - Take current readings and power consumption whilst in operation and compare with manufacturers data sheet for the equipment.



						If anything noted, then conduct remedial action.

		12M-26		Inspect		Compressor - Inspect refrigerant charge and oil levels.



						If anything noted, then conduct remedial action.

		12M-27		Test		Evaporator - Test function of the expansion valve.



						If anything noted, then conduct remedial action.

		12M-28		Test		Condenser - Test function of the expansion valve.



						If anything noted, then conduct remedial action.

		12M-29		Inspect		Refrigerant System - Check safety valve is in good condition.



						If anything noted, then conduct remedial action.

		12M-30		Inspect		Refrigerant System - Check for any leakage of refrigerant from pipework and joints.



						If anything noted, then conduct remedial action.

		12M-31		Inspect		Steam Humidifier - Inspect and clean the steam cylinder.



						If anything noted, then conduct remedial action.

		12M-32		Inspect		Steam Humidifier - Inspect and clean the humidifier.



						If anything noted, then conduct remedial action.

		12M-33		Test		Actuators - Inspect and test function, measuring input signals and checking operating and adjustment ranges.



						If anything noted, then conduct remedial action.

		12M-34		Test		Temperature Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-35		Test		Humidity Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-36		Test		Pressure Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-37		Test		Anti-Frost Thermostat - Check the calibration and operation of sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-38		Test		CO2 - Check the calibration and operation of sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-39		Test		Smoke Detector - Test operates inline with the design.



						If anything noted, then conduct remedial action.

		12M-40		Inspect		Variable Speed Drive - Check operation and settings are in line with design cross reference with the BMS /controls.



						If anything noted, then conduct remedial action.

		12M-41		Inspect		Electrical Isolators - Check operation of all isolators [On/Off].



						If anything noted, then conduct remedial action.

		12M-42		Inspect		Control Panel - Visually inspect cable glands and terminals ensuring they are secure.



						If anything noted, then conduct remedial action.

		12M-43		Inspect		Control Panel - Inspect to ensure wiring diagram is available near to or inside the panel.



						If anything noted, then conduct remedial action.

		12M-44		Inspect		Control Panel - Visually inspect to ensure all protective covers are installed.



						If anything noted, then conduct remedial action.

		12M-45		Inspect		Control Panel - Test that all switches operate as required.



						If anything noted, then conduct remedial action.

		12M-46		Test		Control Panel - Test control functions of the unit in line with the design intent.



						If anything noted, then conduct remedial action.

		12M-47		Inspect		Fresh Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-48		Inspect		Supply Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-49		Inspect		Return Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-50		Inspect		Grilles and Diffusers - Clean terminal devices
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Potential Full Asset Data Set

		Facility Asset Data Inventory Spreadsheet Structure

		Column Name		Description

		Asset ID		A unique identifier for each asset (e.g., serial number or internal ID).

		Asset Name		The name or description of the asset (e.g., HVAC Unit, Lighting Fixture, Pump, etc.).

		Asset Type		The category of the asset (e.g., Electrical, Mechanical, Structural, HVAC, Plumbing, etc.).

		Location		The specific location of the asset within the facility (e.g., Floor 2, Room 204, North Wing).

		Manufacturer		The name of the asset's manufacturer.

		Model Number		The model number of the asset.

		Serial Number		The serial number of the asset, if applicable.

		Installation Date		The date the asset was installed in the facility.

		Maintenance Schedule		The recommended maintenance frequency (e.g., monthly, quarterly, annually).

		Last Maintenance Date		The date of the most recent maintenance activity.

		Next Maintenance Due		The date when the next maintenance activity is scheduled.

		Current Condition		The current condition of the asset (e.g., New, Good, Fair, Poor).

		Criticality		The importance of the asset in terms of facility operations (e.g., High, Medium, Low).

		Status		The operational status of the asset (e.g., Operational, Under Maintenance, Out of Service).

		Warranty Expiry Date		The expiration date of the asset's warranty, if applicable.

		Replacement Cost		The estimated cost to replace the asset.

		Depreciation Value		The current depreciated value of the asset for accounting purposes.

		IoT Sensor Type		The type of IoT sensor(s) installed on the asset (e.g., Temperature, Vibration, Motion).

		Data Source		The data source or system providing real-time data (e.g., BMS, SCADA, Direct IoT Feed).

		Asset Documentation		Links or references to asset manuals, drawings, and other relevant documentation.

		Comments/Notes		Any additional notes or comments related to the asset.
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		Asset Inventory 

		Building Information

		Building Name: 		Community Center				Square Footage: 

		Opening Date: 		10/1/25				LEED Certification: 



		Architect:		MTM				Contact Info: 

		Contractor: 						Contact Info: 

		Owner's Rep: 						Contact Info: 

		Asset Documentation 

		Asset No. 		Asset Name 		Component		Specification		Building Location		Unit Link 		Component Link

		1000		AHU - 1 (AMCOR 250000P3)		Filter		Deep Bed Filters F5		Mechanical Room 1		Spec Sheet		Filter Link 

		1001		Fridge		Filter

		1002		2x2 Ceiling Light		Bulb 

























chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/armcor.com.au/wp-content/uploads/2019/08/AHU25000P3_techspec.pdfhttps://www.bisonfilters.com.au/p-27912-4-peak-filter-610-x-610-x-380mm-deep-f5.aspx
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		Facilities Maintenance Processes
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		1000		AHU - 1		See AHU PM		See AHU PM		See AHU PM		See AHU PM		See AHU PM

		1001		Fridge

		1002		2x2 Ceiling Light



























AHU PM 



		🟩 Weekly inspection checklist

				Type		Task

		W-1		Inspect		Unit - Observe and review the unit for any changes in operating conditions.



						If any are noted, they should be investigated further.

		W-2		Inspect		Unit - Listen for any unusual noises.



						If any are noted, they should be investigated further.

		W-3		Inspect		Set Point - Visually Inspect temperature setting to ensure as per design/operational needs.



						If it is not, investigate as to why and reset if no reason provided.



						Note: changes could impact the buildings energy usage.

		W-4		Inspect		Steam Generator - Inspect for damage and leakage.

		W-5		Inspect		Steam Humidifier - Check for damage and leakage

		W-6		Inspect		Steam Humidifier - Visually inspect water levels.

		W-7		Inspect		Steam Humidifier - Visually inspect the overall steam installation and supply pipework for any damage or leakage.

		W-8		Inspect		Steam Humidifier - Visually inspect drainage pipework for any blockages and obstructions.

		W-9		Inspect		Steam Humidifier Control Panel - Visually inspect electrical connections, components, and cables for damage/issues.

		🟩 Monthly inspection checklist

				Type		Task

		1M-1		Inspect		Filters - Visually inspect filter for dust, debris, foreign objects, moisture, and smells taking note of any issues.



						Replace filter if smells or contains moisture.

		1M-2		Inspect		Filters - Visually inspect filter frames and rails for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		1M-3		Inspect		Filters - Take readings from the differential pressure devices/bms across the filters.



						Replace or clean if max differential pressure is exceeded.

		1M-4		Inspect		Strainer - Remove strainer mesh inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted then clean or inspect/conduct remedial action.

		1M-5		Measure		Steam Humidifier - Take samples and analyse the water quality and conductivity serving the steam equipment to ensure it is in line with the manufacturer�s requirements.



						Any noted issues should be investigated, and remedial action taken.

		🟩 3-month inspection checklist

				Type		Task

		3M-1		Inspect		Unit - Visually inspect the internal and external cleanliness of the unit.



						If anything noted, then conduct remedial action.

		3M-2		Inspect		Fan Motor - Inspect belts and pulley tensions, in line with the manufacturer�s requirements, and for wear and tear.



						Any noted issues should be investigated, and remedial action taken.

		3M-3		Inspect		Fan Motor - Inspect motor bearings for vibrations, noise, overheating and lubrication.



						If anything noted, then conduct remedial action/lubricate.

		3M-4		Measure		Chilled Water - Take samples and analyse the water quality serving all wet coils to ensure it is in line with the original design requirements.



						Any noted issues should be investigated, and remedial action taken.

		3M-5		Measure		Heating Water - Take samples and analyse the water quality serving all wet coils to ensure it is in line with the original design requirements.



						Any noted issues should be investigated, and remedial action taken.

		3M-6		Inspect		Frost Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-7		Inspect		Cooling Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-8		Inspect		Evaporator - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-9		Inspect		Evaporator - Visually inspect for any ice build-up.



						If anything noted, then conduct remedial action.

		3M-10		Inspect		Condenser - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-11		Inspect		Compressor - Inspect the oil levels to ensure they are in line with the manufacturer�s requirements.



						If anything noted, then conduct remedial action.

		3M-12		Inspect		Condensate Drain - Visually inspect pan for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-13		Test		Condensate Drain Pan - Conduct flow test on drain pan, trap and pipework system.



						If anything noted, then conduct remedial action.

		3M-14		Inspect		Heating Coil - Visually inspect for contamination, foreign objects, corrosion, leakage, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-15		Inspect		Thermal Wheel - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-16		Inspect		Thermal Wheel - Visually inspect all seals for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then clean or replace.

		3M-17		Inspect		Thermal Wheel - Inspect bearing play, lateral movement or if out of balance.



						If anything noted, then conduct remedial action.

		3M-18		Inspect		Thermal Wheel - Inspect motor bearings for vibrations, noise, overheating and lubrication.



						If anything noted, then conduct remedial action/lubricate.

		3M-19		Inspect		Thermal Wheel - Inspect belts and pulley tensions, in line with the manufacturer�s requirements, and for wear and tear.



						Any noted issues should be investigated, and remedial action taken.

		3M-20		Inspect		Thermal Wheel - Visually inspect motor mountings for wear and tear/issues.



						If anything noted, then conduct remedial action.

		3M-21		Inspect		Thermal Wheel - Inspect the drive elements of the unit.



						If anything noted, then conduct remedial action.

		3M-22		Inspect		Thermal Wheel Condensate Drain - Visually inspect pan for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		3M-23		Test		Thermal Wheel Condensate Drain Pan - Conduct flow test on drain pan, trap and pipework system.



						If anything noted, then conduct remedial action.

		3M-24		Test		Thermal Wheel - Conduct test on the operation and function of the exchanger ensuring it rotates and operates in line with manufacturers requirements.



						If anything noted, then conduct remedial action.

		3M-25		Inspect		Steam Humidifier - Visually inspect the overall operation of the equipment including spray nozzle, pumps, control panel, drainage.



						If anything noted, then conduct remedial action.

		🟩 6-month inspection checklist

				Type		Task

		6M-1		Test		Filters - Measure the differential pressure across all filters within the unit with calibrated instrument, cross reference with the BMS.



						Adjust setting if difference noted.



						Replace or clean if max differential pressure is exceeded.

		6M-2		Inspect		Attenuator - Visually inspect externally and internally for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then conduct remedial action.

		6M-3		Inspect		Air Mixing Box - Visually inspect for contamination, foreign objects, corrosion, damage and wear and tear.



						If anything noted, then conduct remedial action.

		6M-4		Test		Air Mixing Box - Move damper blades to ensure they are not damaged, obstructed and move smoothly.



						If anything noted, then conduct remedial action.

		6M-5		Inspect		Air Mixing Box - Inspect damper bearings and linkage for any issues.



						If anything noted, then conduct remedial action.

		6M-6		Inspect		Fan Impeller - manually rotate the fan to check for any obstructions or issues.



						If anything noted, then conduct remedial action.

		6M-7		Inspect		Fan Motor - Visually inspect motor mountings and brackets for torque and wear/tear in line with manufacturers requirements.



						If anything noted, then conduct remedial action.

		6M-8		Inspect		Fan Motor - Inspect alignment of motor and shafts.



						If anything noted, then conduct remedial action.

		6M-9		Inspect		Fan Impeller - Inspect for misalignment, imbalance, vibrations, contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		6M-10		Inspect		Equipotential Bonding - Inspect the bonding of the unit, parts, and components.



						If anything noted, then conduct remedial action.

		6M-11		Inspect		Compressor - Visually inspect mountings and vibration elements.



						If anything noted, then conduct remedial action.

		6M-12		Inspect		Electrical Heater - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then clean or inspect/conduct remedial action.

		6M-13		Test		Electrical Heater - Conduct test on the operation and function of the heater ensuring it operates in line with the design and manufacturers requirements.



						If anything noted, then conduct remedial action.

		6M-14		Inspect		Steam Humidifier - Drain off steam cylinder and clean scale collection tank.

		6M-15		Inspect		Control valves - Visually inspect to ensure that they are not damaged, contaminated or corroded.



						If anything noted, then conduct remedial action.

		6M-16		Inspect		Actuators - Visually inspect to ensure that they are connected and not damaged, contaminated or corroded including wiring and connections.



						If anything noted, then conduct remedial action.

		6M-17		Inspect		Temperature Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-18		Inspect		Humidity Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-19		Inspect		Pressure Sensors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-20		Inspect		Thyristors - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-21		Inspect		Smoke Detector - Visually inspect to ensure that they are clean, not damaged, corroded, or contaminated, including wiring.



						If anything noted, then conduct remedial action.

		6M-22		Inspect		Time Clock - Visually inspect the time clock settings for the unit and ensure they are set in line with the design intent.



						If anything noted, then conduct remedial action.

		6M-23		Inspect		Control Panel - Visually inspect externally and internally to ensure that it is clean, not damaged, corroded, or contaminated, including wiring connections.



						If anything noted, then conduct remedial action.

		6M-24		Test		Control Panel - Conduct lamp test on panel to ensure they illuminate.



						If anything noted, then conduct remedial action.

		6M-25		Inspect		Fresh Air Ducting- Visually inspect to ensure free and clear and the flexible connection to the plenum/louvre is in good condition.



						If anything noted, then conduct remedial action.

		6M-26		Inspect		Insulation to Fresh Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		6M-27		Inspect		Recirculating Air Ducting - Visually inspect to ensure free and clear and the flexible connection to the unit is in good condition.



						If anything noted, then conduct remedial action.

		6M-28		Inspect		Insulation to Recirculating Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		6M-29		Inspect		Supply Air Ducting - Visually inspect to ensure free and clear and the flexible connection to the unit is in good condition.



						If anything noted, then conduct remedial action.

		6M-30		Inspect		Insulation to Supply Air Ducting - Visually inspect to ensure has no damage, torn and that the vapor barrier is unaffected.



						If anything noted, then conduct remedial action.

		🟩 12-month inspection checklist

				Type		Task

		12M-1		Inspect		Intake Louvre - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		12M-2		Inspect		Exhaust Louvre - Visually inspect for contamination, foreign objects, corrosion, and damage.



						If anything noted, then conduct remedial action.

		12M-3		Inspect		Unit - Visually inspect all screws and bolts on the unit are tight and secure

		12M-4		Inspect		Unit Door Seals - Visually inspect for contamination, foreign objects, corrosion, damage and leakage.



						If anything noted, then conduct remedial action.

		12M-5		Inspect		Unit Section Seals - Visually inspect for contamination, foreign objects, corrosion, damage and leakage.



						If anything noted, then conduct remedial action.

		12M-6		Inspect		Unit Casing - Visually inspect for moisture or condensation build up.



						If anything noted, then conduct remedial action.

		12M-7		Change		Fan Motor - Change all belts.



						If anything noted, then conduct remedial action.

		12M-8		Inspect		Fan Motor - Visually inspect for electrical connections and torque settings.



						If anything noted, then conduct remedial action.

		12M-9		Test		Fan Motor - Take current readings from the motor whilst in operation and compare with manufacturers data sheet for the equipment.



						If anything noted, then conduct remedial action.

		12M-10		Test		Emergency Stop - Test emergency stop button and its operation.



						If anything noted, then conduct remedial action.

		12M-11		Test		Safety Switches - Test all safety switches and cut out devices.



						If anything noted, then conduct remedial action.

		12M-13		Inspect		Fan Impeller - Clean the fan, blades, and impeller, remove any rust from the shaft and recoat where necessary

		12M-14		Inspect		Fan Impeller - Adjust the fan if rubbing

		12M-15		Change		Filters - If not previously completed, change 1st Level set

		12M-16		Test		Filters - Measure the differential pressure across all filters within the unit with calibrated instrument, cross reference with the BMS.



						Adjust setting if difference noted.



						Replace or clean if max differential pressure is exceeded.

		12M-17		Inspect		Frost Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-18		Inspect		Cooling Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-19		Inspect		Heating Coil - Test coil flow rate with a calibrated instrument to ensure it is in line with the system design requirements, cross reference with the BMS where applicable.



						If anything noted, then investigate and conduct remedial action.

		12M-20		Inspect		Compressor - Inspect the rota lock valves ensuring they are free to move.



						If anything noted, then investigate and conduct remedial action.

		12M-21		Inspect		Compressor - Visually inspect the oil sump heater condition.



						If anything noted, then investigate and conduct remedial action.

		12M-22		Inspect		Compressor - Inspect the collector pipework and connections.



						If anything noted, then investigate and conduct remedial action.

		12M-23		Test		Compressor - Test the operation of the high-pressure sensor.



						If anything noted, then investigate and conduct remedial action.

		12M-24		Test		Compressor - Test the operation of the low-pressure sensor.



						If anything noted, then investigate and conduct remedial action.

		12M-25		Test		Compressor - Take current readings and power consumption whilst in operation and compare with manufacturers data sheet for the equipment.



						If anything noted, then conduct remedial action.

		12M-26		Inspect		Compressor - Inspect refrigerant charge and oil levels.



						If anything noted, then conduct remedial action.

		12M-27		Test		Evaporator - Test function of the expansion valve.



						If anything noted, then conduct remedial action.

		12M-28		Test		Condenser - Test function of the expansion valve.



						If anything noted, then conduct remedial action.

		12M-29		Inspect		Refrigerant System - Check safety valve is in good condition.



						If anything noted, then conduct remedial action.

		12M-30		Inspect		Refrigerant System - Check for any leakage of refrigerant from pipework and joints.



						If anything noted, then conduct remedial action.

		12M-31		Inspect		Steam Humidifier - Inspect and clean the steam cylinder.



						If anything noted, then conduct remedial action.

		12M-32		Inspect		Steam Humidifier - Inspect and clean the humidifier.



						If anything noted, then conduct remedial action.

		12M-33		Test		Actuators - Inspect and test function, measuring input signals and checking operating and adjustment ranges.



						If anything noted, then conduct remedial action.

		12M-34		Test		Temperature Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-35		Test		Humidity Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-36		Test		Pressure Sensors - Check the calibration of each sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-37		Test		Anti-Frost Thermostat - Check the calibration and operation of sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-38		Test		CO2 - Check the calibration and operation of sensor cross referencing with a calibrated instrument and the BMS/controls.



						If anything noted, then conduct remedial action.

		12M-39		Test		Smoke Detector - Test operates inline with the design.



						If anything noted, then conduct remedial action.

		12M-40		Inspect		Variable Speed Drive - Check operation and settings are in line with design cross reference with the BMS /controls.



						If anything noted, then conduct remedial action.

		12M-41		Inspect		Electrical Isolators - Check operation of all isolators [On/Off].



						If anything noted, then conduct remedial action.

		12M-42		Inspect		Control Panel - Visually inspect cable glands and terminals ensuring they are secure.



						If anything noted, then conduct remedial action.

		12M-43		Inspect		Control Panel - Inspect to ensure wiring diagram is available near to or inside the panel.



						If anything noted, then conduct remedial action.

		12M-44		Inspect		Control Panel - Visually inspect to ensure all protective covers are installed.



						If anything noted, then conduct remedial action.

		12M-45		Inspect		Control Panel - Test that all switches operate as required.



						If anything noted, then conduct remedial action.

		12M-46		Test		Control Panel - Test control functions of the unit in line with the design intent.



						If anything noted, then conduct remedial action.

		12M-47		Inspect		Fresh Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-48		Inspect		Supply Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-49		Inspect		Return Air Ducting - Visually inspect the internal surfaces of the ducting in 2 locations for contamination, moisture, condensation foreign objects, corrosion, and damage.



						If anything noted, then add other areas, investigate and conduct remedial action where required.

		12M-50		Inspect		Grilles and Diffusers - Clean terminal devices
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