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	Systems Monitoring/Daily Rounds Checklist - HVAC Systems - Offices



	Building NAME:
	Reference No.
	REV- 001 

	Vol. 5 Operations Management Chapter 4
	
	

	No.
	Systems Monitoring / Daily Rounds 
	CHECKED SATISFACTORY

	
	
	N/A
	YES
	NO

	
	HVAC Systems – Offices
	
	
	

	
	This monitoring checklist is intended to highlight key issues that may arise day to day at local level. The procedures and any supporting information should be reviewed and amended as necessary to ensure that the document remains up-to-date and definitive for the facility. 
	
	
	

	1
	System inspection and checking: is the plant running?
	|_|
	|_|
	|_|

	2
	System assessment checks: Is the unit and its associated plant secured from unauthorized access?
	|_|
	|_|
	|_|

	3
	Remote monitoring of ventilation and air conditioning systems and equipment checks Business Management System (BMS)
	|_|
	|_|
	|_|

	4
	Identifying maintenance risks on equipment and raising work orders
	|_|
	|_|
	|_|

	5
	Investigating fault /alarms for HVAC systems checks
	|_|
	|_|
	|_|

	6
	Cleaning, adjustment of system
	|_|
	|_|
	|_|

	7
	Performing prompt emergency repairs and post efficiency checks
	|_|
	|_|
	|_|

	8
	Providing technical directions to ensure system is maintained returned to service
	|_|
	|_|
	|_|

	9
	Keeping daily logs and records of all the maintenance functions
	|_|
	|_|
	|_|

	10
	Ensuring compliance with applicable standards and with Occupational Health and Safety checks 
	|_|
	|_|
	|_|

	11
	Complying with service standards, work instructions and users’ requirements
	|_|
	|_|
	|_|

	No.
	Reviewer's Comments
	Resolution

	
	
	

	
	
	

	
	
	

	
	
	

	Originator's Name / Signature and Date:
	Checker's Name / Signature and Date:
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