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Introduction

The primary objective of a building Operating Plan is to provide details on how to operate and maintain a building.  This plan identifies information on key building elements and recommended management practices with the objective of obtaining uniform tenant comfort levels throughout the building while maintaining optimal energy performance of all building mechanical and electrical equipment.  This plan is designed as a basic guide to aide in the proper operation of the building through describing fundamental building functions and management.

The following templates are generic and cannot anticipate every possible building requirement.  The document has been developed as a general guideline with expectations that it require adjustments to adequately address the specific requirements of any project it will be applied to – equipment schedules in this template are intended to be copied, added, deleted and modified to match existing building/ facility elements.  The authors of this document offer it for use freely with no guarantees implied, or otherwise. 





Building Information

This section provides basic information on the original building construction and subsequent additions.  The building history is summarized by each stage of development with construction details of each building phase.  Each building phase is recommended to be described as they have come to be commonly referred to for the promotion of user friendliness of the document and ease of use by all parties.  

	Base Building Construction

	Building Name
	 

	Physical Address
	 

	Year Built
	 

	Lot Size
	 
	acre 
(hectare)

	Building
	Base Foot-Print
	 
	m2

	
	Overall  Area
	 
	m2

	
	Number of Floors
	 
	m2

	
	Average Floor Area
	 
	m2

	Building Construction Details
	Roof
	 

	
	Wall
	 

	
	Floor
	 

	
	Foundation
	 

	Building Use
	 

	Location of Plans 
and Specifications
	 

	Notes
	 

	
	

	
	




	Parking

	Parkade
	Base Foot-Print
	 
	m2

	
	Overall  Area
	 
	m2

	
	Number of Floors
	 
	m2

	
	Average Floor Area
	 
	m2

	Parkade Construction Details
	Roof
	 

	
	Wall
	 

	
	Floor
	 

	
	Foundation
	 

	Parking Lot
	Overall  Area
	 
	m2



	Base Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Elevator
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Sewer & Water
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	Elec. Dist & MCC
	 
	 
	 

	Lighting
	 
	 
	 

	Electrical Utility
	 
	 
	 

	Gas Utility
	 
	 
	 



	Base Building Design Team
	contact
	ph

	Architect
	 
	 
	 

	Civil Engineer
	 
	 
	 

	Structural Engineer
	 
	 
	 

	Mechanical Engineer
	 
	 
	 

	Electrical Engineer
	 
	 
	 




	Phase 1 Addition

	Addition Name
	 

	Year Built
	 

	Building
	Base Foot-Print
	 
	m2

	
	Overall  Area
	 
	m2

	
	Number of Floors
	 
	m2

	
	Average Floor Area
	 
	m2

	Building Construction Details
	Roof
	 

	
	Wall
	 

	
	Floor
	 

	
	Foundation
	 

	Building Use
	 

	Location of Plans 
and Specifications
	 

	Notes
	 

	
	

	
	




	Phase 1 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Elevator
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Sewer & Water
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	Elec. Dist & MCC
	 
	 
	 

	Lighting
	 
	 
	 

	Electrical Utility
	 
	 
	 

	Gas Utility
	 
	 
	 






	Phase 1 Building Design Team
	contact
	ph

	Architect
	 
	 
	 

	Civil Engineer
	 
	 
	 

	Structural Engineer
	 
	 
	 

	Mechanical Engineer
	 
	 
	 

	Electrical Engineer
	 
	 
	 





	Phase 2 Addition

	Addition Name
	 

	Year Built
	 

	Building
	Base Foot-Print
	 
	m2

	
	Overall  Area
	 
	m2

	
	Number of Floors
	 
	m2

	
	Average Floor Area
	 
	m2

	Building Construction Details
	Roof
	 

	
	Wall
	 

	
	Floor
	 

	
	Foundation
	 

	Building Use
	 

	Location of Plans 
and Specifications
	 

	Notes
	 

	
	

	
	




	Phase 2 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Elevator
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Sewer & Water
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	Elec. Dist & MCC
	 
	 
	 

	Lighting
	 
	 
	 

	Electrical Utility
	 
	 
	 

	Gas Utility
	 
	 
	 






	Phase 2 Building Design Team
	contact
	ph

	Architect
	 
	 
	 

	Civil Engineer
	 
	 
	 

	Structural Engineer
	 
	 
	 

	Mechanical Engineer
	 
	 
	 

	Electrical Engineer
	 
	 
	 





	Phase 3 Addition

	Addition Name
	 

	Year Built
	 

	Building
	Base Foot-Print
	 
	m2

	
	Overall  Area
	 
	m2

	
	Number of Floors
	 
	m2

	
	Average Floor Area
	 
	m2

	Building Construction Details
	Roof
	 

	
	Wall
	 

	
	Floor
	 

	
	Foundation
	 

	Building Use
	 

	Location of Plans 
and Specifications
	 

	Notes
	 

	
	

	
	




	Phase 3 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Elevator
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Sewer & Water
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	Elec. Dist & MCC
	 
	 
	 

	Lighting
	 
	 
	 

	Electrical Utility
	 
	 
	 

	Gas Utility
	 
	 
	 






	Phase 3 Building Design Team
	contact
	ph

	Architect
	 
	 
	 

	Civil Engineer
	 
	 
	 

	Structural Engineer
	 
	 
	 

	Mechanical Engineer
	 
	 
	 

	Electrical Engineer
	 
	 
	 







Renovation Information

	Renovation # 1

	Year
	 

	Month
	 

	Renovation 
Name
	 

	Area Renovated
	 

	Renovation Scope
	 

	Building Elements Involved in the Renovation
	Roof
	 

	
	Wall
	 

	
	Floor
	 

	
	Foundation
	 

	
	Interior Wall
	 

	
	 
	 

	
	 
	 

	
	 
	 

	Location of Plans 
and Specifications
	 

	Notes
	 

	
	

	
	



	Renovation #1 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	
	 
	 
	 






	Renovation #1 Building Design Team
	contact
	ph

	Architect
	 
	 
	 

	Civil Engineer
	 
	 
	 

	Structural Engineer
	 
	 
	 

	Mechanical Engineer
	 
	 
	 

	Electrical Engineer
	 
	 
	 






	Renovation # 2

	Year
	 

	Month
	 

	Renovation 
Name
	 

	Area Renovated
	 

	Renovation Scope
	 

	Building Elements Involved in the Renovation
	Roof
	 

	
	Wall
	 

	
	Floor
	 

	
	Foundation
	 

	
	Interior Wall
	 

	
	 
	 

	
	 
	 

	
	 
	 

	Location of Plans 
and Specifications
	 

	Notes
	 

	
	

	
	



	Renovation #2 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	
	 
	 
	 








	Renovation #2 Building Design Team
	contact
	ph

	Architect
	 
	 
	 

	Civil Engineer
	 
	 
	 

	Structural Engineer
	 
	 
	 

	Mechanical Engineer
	 
	 
	 

	Electrical Engineer
	 
	 
	 





	Renovation # 3

	Year
	 

	Month
	 

	Renovation 
Name
	 

	Area Renovated
	 

	Renovation Scope
	 

	Building Elements Involved in the Renovation
	Roof
	 

	
	Wall
	 

	
	Floor
	 

	
	Foundation
	 

	
	Interior Wall
	 

	
	 
	 

	
	 
	 

	
	 
	 

	Location of Plans 
and Specifications
	 

	Notes
	 

	
	

	
	



	Renovation #3 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	
	 
	 
	 








	Renovation #3 Building Design Team
	contact
	ph

	Architect
	 
	 
	 

	Civil Engineer
	 
	 
	 

	Structural Engineer
	 
	 
	 

	Mechanical Engineer
	 
	 
	 

	Electrical Engineer
	 
	 
	 






Upgrade Information
	Upgrade # 1

	Year
	 

	Month
	 

	Upgrade Name 
	 

	Scope
	 

	Problem Corrected
	 

	Notes
	 

	
	

	
	



	Upgrade #1 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	
	 
	 
	 





	Upgrade # 2

	Year
	 

	Month
	 

	Upgrade Name 
	 

	Scope
	 

	Problem Corrected
	 

	Notes
	 

	
	

	
	



	Upgrade #2 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	
	 
	 
	 






	

Upgrade # 3

	Year
	 

	Month
	 

	Upgrade Name 
	 

	Scope
	 

	Problem Corrected
	 

	Notes
	 

	
	

	
	



	Upgrade #3 Building Contractors
	contact
	ph

	General
	 
	 
	 

	Roof
	 
	 
	 

	Windows
	 
	 
	 

	Door Hardware
	 
	 
	 

	Mechanical
	 
	 
	 

	Fire Protection
	 
	 
	 

	HVAC Controls
	 
	 
	 

	HVAC TAB
	 
	 
	 

	Electrical
	 
	 
	 

	Fire Controls
	 
	 
	 

	Security
	 
	 
	 

	
	 
	 
	 







Detailed Building Shell Information: Roofing

	Roof Area Details

	Building Location
	 

	Roof Style
	 

	Roof Maintenance Contact Info.
	 

	Surface Type
	 

	Roof Insulation
	Type
	 

	
	Thickness
	 

	
	RSI Value
	 

	Recommended
Regular Maintenance
	 

	Recommended
Specialized Maintenance
	 

	Anticipated
Replacement Date
	 

	Notes
	 

	
	

	
	

	
	






Detailed Building Shell Information: Building Wall
	Building Wall Area Details

	Building Location
	 

	Wall Construction
	inside surface
	 

	
	framing
	 

	
	intermediate
	 

	
	outside surface
	 

	Insulation
	Type(s)
	 

	
	Thickness(s)
	 

	
	RSI Value(s)
	 

	Recommended
Regular
Maintenance
	 

	Recommended
Specialized
Maintenance
	 

	Notes
	 

	
	

	
	

	
	

	Building Location
	 

	Wall Construction
	inside surface
	 

	
	framing
	 

	
	intermediate
	 

	
	outside surface
	 

	Insulation
	Type(s)
	 

	
	Thickness(s)
	 

	
	RSI Value(s)
	 

	Recommended
Regular
Maintenance
	 

	Recommended
Specialized
Maintenance
	 

	Notes
	 

	
	

	
	

	
	





	Building Wall Area Details

	Building Location
	 

	Wall Construction
	inside surface
	 

	
	framing
	 

	
	intermediate
	 

	
	outside surface
	 

	Insulation
	Type(s)
	 

	
	Thickness(s)
	 

	
	RSI Value(s)
	 

	Recommended
Regular
Maintenance
	 

	Recommended
Specialized
Maintenance
	 

	Notes
	 

	
	

	
	

	
	

	Building Location
	 

	Wall Construction
	inside surface
	 

	
	framing
	 

	
	intermediate
	 

	
	outside surface
	 

	Insulation
	Type(s)
	 

	
	Thickness(s)
	 

	
	RSI Value(s)
	 

	Recommended
Regular
Maintenance
	 

	Recommended
Specialized
Maintenance
	 

	Notes
	 

	
	

	
	

	
	






Detailed Building Shell Information: Outside Doors
	Door Details

	Door Use/ Type
	 

	Make/ Model
Supplier Contact info.
	 

	RSI value
	 

	Weather-stripping
	 

	Recommended Regular Maintenance
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	

	Door Use/ Type
	 

	Make/ Model
Supplier Contact info.
	 

	RSI value
	 

	Weather-stripping
	 

	Recommended Regular Maintenance
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	






Detailed Building Shell Information: Windows
	Window Details

	Door Use/ Type
	 

	Make/ Model
Supplier Contact info.
	 

	RSI value
	 

	Weather-stripping
	 

	Recommended Regular Maintenance
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	

	Door Use/ Type
	 

	Make/ Model
Supplier Contact info.
	 

	RSI value
	 

	Weather-stripping
	 

	Recommended Regular Maintenance
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	





	Window Details

	Door Use/ Type
	 

	Make/ Model
Supplier Contact info.
	 

	RSI value
	 

	Weather-stripping
	 

	Recommended Regular Maintenance
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	

	Door Use/ Type
	 

	Make/ Model
Supplier Contact info.
	 

	RSI value
	 

	Weather-stripping
	 

	Recommended Regular Maintenance
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	







Detailed Building HVAC: Heating System
	Central Hydronic Heating Equipment

	Designation
	 

	Location
	 

	Equipment Type
	 

	Make/ Model
Supplier Contact info.
	 

	Quantity
	 

	Output Capacity
	 

	Chemical Treatment
	Supplier and 
Contact Info.
	 

	
	Procedures
	 

	
	Equipment
	 

	Safety Controls
	 

	Operating Controls
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	



	Central Hydronic Pumping Equipment

	Designation
	 

	Location
	 

	Equipment Type
	 

	Make/ Model
Supplier Contact info.
	 

	Motor model no.
	 

	Seal model no.
	 

	Quantity
	 

	Head
	 
	M

	Flow
	 
	L/s

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	





Detailed Building HVAC: Central Ventilation
	Central VRF Heating Equipment

	Designation
	 

	Location
	 

	Equipment Type
	 

	Make/ Model
Supplier Contact info.
	 

	Condenser 
	Make
	 

	
	Quantity
	 

	
	Htg. Capacity
	 

	
	Clg. Capacity
	 

	
	Model
	 

	Evaporator
	Make
	 

	
	Quantity
	 

	
	Htg. Capacity
	 

	
	Clg. Capacity
	 

	
	Model
	 

	
	Motor model no.
	 

	
	Belt model no.
	 

	
	Quantity
	 

	
	Flow
	 
	L/s

	
	ESP
	 
	Pa

	
	Fan Motor Power
	 
	HP

	Refrigerant
	Type
	 

	
	System Volume
	 

	
	Lubricant
	 

	Safety Controls
	 

	Operating Controls
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	






	Central Air Forced Draft (Furnace) Heating Equipment

	Designation
	 

	Location
	 

	Elec./ Gas Heat/ Hydronic
	 

	Make/ Model
Supplier Contact info.
	 

	Htg. Capacity
	 
	kW (BTUH)

	Motor model no.
	 

	Belt model no.
	 

	Quantity
	 

	Flow
	 
	L/s

	ESP
	 
	Pa

	Fan Motor Power
	 
	HP

	Evaporator Coil
	Make
	 

	
	Quantity
	 

	
	Clg. Capacity
	 
	kW (BTUH)

	
	Model
	 

	Condenser 
	Make
	 

	
	Quantity
	 

	
	Clg. Capacity
	 
	kW (BTUH)

	
	Stages
	 

	
	COP
	 

	
	SEER rating
	 

	
	EER rating
	 

	
	Model no.
	 

	Refrigerant
	Type
	 

	
	System Volume
	 

	
	Lubricant
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	







	

Built-up/ Packaged Ventilation Equipment

	Designation
	 

	Location
	 

	Elec./ Gas Heat/ Hydronic
	 

	Make/ Model
Supplier Contact Info.
	 

	Supply Fan
	Flow
	 
	L/s

	
	ESP
	 
	Pa

	
	Fan Motor Power
	 
	HP

	Return Fan
	Flow
	 
	L/s

	
	ESP
	 
	Pa

	
	Fan Motor Power
	 
	HP

	Heating Coil
	Make/ Model
	 

	
	Quantity
	 

	
	Htg. Capacity
	 
	kW (BTUH)

	Cooling Coil
	Make/ Model
	 

	
	Quantity
	 

	
	Clg. Capacity
	 
	kW (BTUH)

	Condenser
	Make/ Model
	 

	
	Quantity
	 

	
	Clg. Capacity
	 
	kW (BTUH)

	
	Stages
	 

	
	COP
	 

	
	SEER rating
	 

	
	EER rating
	 

	
	Model no.
	 

	Refrigerant
	Type
	 

	
	System Volume
	 

	
	Lubricant
	 

	Filters
	size 1
	 

	
	model 1
	 

	
	size 2
	 

	
	model 2
	 

	
	size 3
	 

	
	model 3
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	Heat Recovery Equipment

	Designation
	 

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	HX Type
	 

	Quantity
	 

	HX Supply Side
	Motor Model
	 

	
	ECM/VFD/Control
	 

	
	Motor Power
	 
	HP

	
	Flow
	 
	L/s

	
	ESP
	 
	Pa

	HX Exhaust Side
	Motor Model
	 

	
	ECM/VFD/Control
	 

	
	Motor Power
	 
	HP

	
	Flow
	 
	L/s

	
	ESP
	 
	Pa

	Refrigerant
	Type
	 

	
	System Volume
	 

	
	Lubricant
	 

	Filters
	size 1
	 

	
	model 1
	 

	
	size 2
	 

	
	model 2
	 

	Maintenance Schedule
	 

	Notes

	

	

	






	
Humidifier Equipment

	Designation
	 

	AHU/ Location 
	 

	Make/ Model
Supplier Contact Info.
	 

	Elec./ Gas Heat/ Hydronic
	 

	Dispersion Tube
	Quantity
	 

	
	Length
	 

	
	Model No.
	 

	
	Valve Model
	 

	Operating Controls
	 

	Recommended Regular Maintenance
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	





	Exhaust or Supply Fan Equipment

	Designation
	 

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	Motor model no.
	 

	Belt model no.
	 

	Quantity
	 

	Flow
	 
	L/s

	ESP
	 
	M

	Fan Motor Power
	 
	HP

	ECM/VFD/Control
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	



	Exhaust or Supply Fan Equipment

	Designation
	 

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	Motor model no.
	 

	Belt model no.
	 

	Quantity
	 

	Flow
	 
	L/s

	ESP
	 
	M

	Fan Motor Power
	 
	HP

	ECM/VFD/Control
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	




	
Ductless Split Equipment

	Designation
	 

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	Condenser 
	Make
	 

	
	Quantity
	 

	
	Htg. Capacity
	 

	
	Clg. Capacity
	 

	
	Model
	 

	Evaporator
	Make
	 

	
	Quantity
	 

	
	Htg. Capacity
	 

	
	Clg. Capacity
	 

	
	Model
	 

	Refrigerant
	Type
	 

	
	System Volume
	 

	
	Lubricant
	 

	Safety Controls
	 

	Operating Controls
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	






	Unit Ventilator Equipment

	Designation
	 

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	Elec./ Gas Heat/ Hydronic
	 

	Motor model no.
	 

	Belt model no.
	 

	Quantity
	 

	Flow
	 
	L/s

	ESP
	 
	M

	Fan Motor Power
	 
	HP

	ECM/VFD/Control
	 

	Heating Coil
	Make
	 

	
	Quantity
	 

	
	Htg. Capacity
	 
	kW (BTUH)

	
	Model
	 

	Cooling Coil
	Make
	 

	
	Quantity
	 

	
	Clg. Capacity
	 
	kW (BTUH)

	
	Model
	 

	Condenser
	Make
	 

	
	Quantity
	 

	
	Clg. Capacity
	 
	kW (BTUH)

	
	Stages
	 

	
	COP
	 

	
	SEER rating
	 

	
	EER rating
	 

	
	Model no.
	 

	Refrigerant
	Type
	 

	
	System Volume
	 

	
	Lubricant
	 

	Filters
	size 1
	 

	
	model 1
	 

	Maintenance Schedule
	 
	 
	 

	Notes

	

	

	

	Fan Coil Equipment

	Designation
	 

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	Elec./ Hydronic
	 

	Motor model no.
	 

	Belt model no.
	 

	Quantity
	 

	Flow
	 
	L/s

	ESP
	 
	M

	Fan Motor Power
	 
	HP

	ECM/VFD/Control
	 

	Heating Coil
	Make
	 

	
	Quantity
	 

	
	Htg. Capacity
	 
	kW (BTUH)

	
	Model
	 

	Cooling Coil
	Make
	 

	
	Quantity
	 

	
	Clg. Capacity
	 
	kW (BTUH)

	
	Model
	 

	Condenser
	Make
	 

	
	Quantity
	 

	
	Clg. Capacity
	 
	kW (BTUH)

	
	Stages
	 

	
	COP
	 

	
	SEER rating
	 

	
	EER rating
	 

	
	Model no.
	 

	Refrigerant
	Type
	 

	
	System Volume
	 

	
	Lubricant
	 

	Filters
	size 1
	 

	
	model 1
	 

	Maintenance Schedule
	 
	 
	 

	Notes

	

	

	



	VAV Equipment

	Designation
	 

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	Air Flow Min & Max
	 
	 
	L/s

	Digital or Pneumatic Control
	 

	Dedicated or Shared T-Stat
	 

	Control Sequence
	 

	Re-Heat Coil
	Make
	 

	
	Elec./ Hydronic
	 

	
	Htg. Capacity
	 
	kW (BTUH)

	
	Model
	 

	Filters
	size
	 

	
	model
	 

	Maintenance Schedule
	 
	 
	 

	Notes

	

	

	




	Central Direct Digital Control System

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	OWS PC
	Designation
	Product no.
	Location
	Serves

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Field Panel
	Designation
	Product no.
	Location
	Serves

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Sub-Field Panel
	Designation
	Product no.
	Location
	Serves

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Terminal 
Equipment 
Controller
	Designation
	Product no.
	Location
	Serves

	Sub-Meter 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	General Description
	 

	Maint. Schedule
	 

	Vendor Contact
	 

	Vendor Ph No.
	 

	Notes

	

	

	



	Central/ Supplemental Pneumatic Control System

	Location
	 

	Make/ Model
Supplier Contact Info.
	 

	Field Panel
	Designation
	Product no.
	Location
	Serves

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Sub-Field Panel
	Designation
	Product no.
	Location
	Serves

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Terminal 
Equipment 
Controller
	Designation
	Product no.
	Location
	Serves

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	General Description
	 

	Maint. Schedule
	 

	Vendor Contact
	 

	Vendor Ph No.
	 

	Notes

	

	

	



	Pneumatic Control System Air Compressor

	Designation
	 

	Location
	 
	 
	 

	Make/ Model
Supplier Contact Info.
	 
	 
	 

	Quantity
	 
	 
	 

	Simplex/ Duplex
	 
	 
	 

	Model no.
	 

	Belt model no.
	 

	SCFM
	 

	Receiver Volume
	 

	Compressor Motor Power
	 
	HP

	ECM/VFD/Control
	 

	Auto Drain Model No.
	 
	 
	 

	Service Provider
	 

	Maintenance Schedule
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	






Detailed Building Electrical: Lighting

	Lighting-Corridor or Office

	Make/ Model
Supplier Contact Info.
	 

	Fixture
	Type
	 

	
	Model
	 

	
	Ballast Model
	 

	
	Bulbs per Fixture
	 

	
	Diffuser Model
	 

	
	Lumen Output
	 

	Installed Bulb Quantity 
	 

	Upgrade Options
	 

	Maintenance Schedule
	 

	Notes
	 

	
	

	
	

	
	







	Exit Lighting

	Make/ Model
Supplier Contact Info.
	 

	Fixture
	Model
	 

	
	Bulb Type
	 

	
	Bulbs per Fixture
	 

	
	Enclosure Model
	 

	
	Emergency Lighting Option
	 

	
	Power Consumption
	 

	Bulb Quantity Installed
	 

	Upgrade Options
	 

	Maintenance Schedule
	 

	Notes
	 

	
	

	
	

	
	







	Lighting-Outdoor

	Make/ Model
Supplier Contact Info.
	 

	Fixture
	Type
	 

	
	Model
	 

	
	Mounting
	 

	
	Height
	 

	
	Bulbs per Fixture
	 

	
	Diffuser Model
	 

	
	Lumen Output
	 

	Bulb Quantity Installed
	 

	Upgrade Options
	 

	Maintenance Schedule
	 

	Notes
	 

	
	

	
	

	
	






Detailed Building Electrical: Plug Load
	Electrical Plug Load

	Line Voltage Electrical Fixture
	Quantity
	Max. Plug Load 
(kW)
	Min. (Power Save) Load (kW)

	Desktop Class 
Server Computer
	 
	 
	 

	Desktop Class 
 High Performance Computer
	 
	 
	 

	Desktop Class 
Base Computer
	 
	 
	 

	PC Monitor
	 
	 
	 

	Laptop
	 
	 
	 

	Printer
	 
	 
	 

	Desk Light Fixture
	 
	 
	 

	Emergency Light Power Pack
	 
	 
	 

	Parking Lot Block Heater 
	 
	 
	 

	Parking Lot Interior Heater 
	 
	 
	 

	Microwave 
	 
	 
	 

	Coffee Maker 
	 
	 
	 

	Water Cooler 
	 
	 
	 

	Clock(s) 
	 
	 
	 

	Refrigerator 
	 
	 
	 

	Phone System 
	 
	 
	 

	 
	 
	 
	 

	Upgrade Options
	 

	Maintenance Schedule
	 

	Notes
	 

	
	

	
	

	
	






Detailed Building Electrical: Utilities
	Utility-Electrical

	Utility Provider
	Manitoba Hydro 

	Service Account Representative
	 
	                             phone number:
	 

	Rate Category
	 

	Monthly Rate
	 
	$/ month

	Base Energy Charge
up to 8,500 kWh
	 
	¢/kWh

	next 8,500 kWh
	 
	¢/kWh

	Demand Charge
> 50kVA
	 
	¢/kVA

	Notes
	 

	
	

	
	

	
	



	Utility-Natural Gas

	Utility Provider
	 

	Service Account Representative
	 
	    phone number:
	 

	Rate Category
	 

	Monthly Rate
	 
	$/ month

	Primary Gas
	 
	$/m3

	Supplemental Gas
	 
	$/m3

	Transportation to Provider
	 
	$/m3

	Transportation to Customer
	 
	$/m3

	Notes
	 

	
	

	
	

	
	






Detailed Building Fire Safety Information
	Fire Safety Equipment

	Vendor
Supplier Contact Info.
	 

	Fire Extinguisher
	Model 1
	 

	
	Quantity 1
	 

	
	Model 2
	 

	
	Quantity 2
	 

	
	Model 3
	 

	
	Quantity 3
	 

	Fire Hose Cabinet
	Model 1
	 

	
	Quantity 1
	 

	
	Model 2
	 

	
	Quantity 2
	 

	Sprinkler Head
	Model/ Type 1
	 

	
	Quantity 1
	 

	
	Model/ Type 2
	 

	
	Quantity 2
	 

	
	Model/ Type 3
	 

	
	Quantity 3
	 

	Siamese Hose
Connections
	Model 1
	 

	
	Location 1
	 

	Booster Pump
	Designation
	 

	
	Make/ Model
Supplier Contact Info.
	 

	
	Location
	 

	
	Elec./ N. Gas/ Propane/ Diesel powered
	 

	
	Design Flow
	 
	L/s

	
	Design Pressure
	 
	kPa/ M

	Location(s) of Spare Parts
	 

	Service Provider(s) Contact. Info.
	 

	Local Fire Marshall Contact. Info.
	 

	Upgrade Options
	 

	Maintenance Schedule
	 

	Notes
	 

	
	




	Dry Sprinkler System
Air Compressor

	Designation
	 

	Location
	 
	 
	 

	Make/ Model
Supplier Contact Info.
	 
	 
	 

	Quantity
	 
	 
	 

	Simplex/ Duplex
	 
	 
	 

	Model no.
	 

	Belt model no.
	 

	SCFM
	 

	Receiver Volume
	 

	Compressor Motor Power
	 
	HP

	ECM/VFD/Control
	 

	Auto Drain Model No.
	 
	 
	 

	Service Provider
	 

	Maintenance Schedule
	 

	Anticipated Replacement Date
	 

	Notes
	 

	
	

	
	

	
	






Detailed Building Elevator and Lifts Information

	Elevator Equipment

	Vendor
Supplier Contact Info.
	 

	Location(s) of Spare Parts
	 

	Control Panel Location
	 

	Service Provider(s) Contact. Info.
	 

	Upgrade Options
	 

	Maintenance Schedule
	 

	Notes
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