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PART 1 - GENERAL

1.01 SECTION INCLUDES

A. This Section specifies the requirements for Operations and Maintenance Manuals required to
be prepared by system suppliers and equipment manufacturers.

B. The Contractor shall submit Operations and Maintenance Manuals for all equipment.

C. Where the technical specifications call for the submission of manuals, said manuals shall be
prepared in accordance with the requirements contained herein.  It being understood that
manuals shall be submitted for all equipment even if it is not specifically called out in the
specifications.

1.02 MANUAL CONTENTS AND FORMAT

A. All Operations and Maintenance Manuals shall be as specified hereinafter.

B. The binder shall be 8 1/2" x 11", metal hinge, vinyl, large capacity by National or Equal.  It shall
show the name of the manufacturer or supplier and project name on the spine of the binder.

C. A cover shall be provided showing the names of the Owner, Architect, Contractor, and
Manufacturer.
1. It shall show the Contractor's order number and manufacturer's project number.
2. The address of the manufacturer, service station telephone number, project title, contract

number, and year shall also be shown.

D. Provide tabbed color dividers for each separate product and system.
1. The name of the product shall be typed on the tab.
2. A separate tab shall also be provided for information such as troubleshooting instructions,

spare parts list, etc.

E. An index shall be provided in the back of the binder, with a separate tab, providing a quick way
for the operator to find key and important topics contained in the manual.

F. A separate listing for all charts, graphs, tables, figures and shop drawings shall be provided
directly following the table of contents.

G. Each manual shall contain one (1) copy of all shop drawings deemed in compliance with the
Contract Documents by the Architect submitted for the equipment or system for which the
manual is prepared.
1. Only these shop drawings shall be included in the manual.
2. All shop drawings larger than 8 1/2" x 11" shall be folded and placed in a heavy duty, top

loading plastic sheet protector with the title of the drawing showing; one (1) drawing per
protector page.

H. For systems being furnished with control panels, each manual shall contain a catalog cut for
every electrical device installed inside the control panel or motor control center.

I. Where emergency generator(s) are included as work of this Contract, the manufacturer's
standard manual will be allowed if the manual clearly shows the instructions for the particular
model of generator.  Cross out chapters and paragraphs that do not apply to the Owner's
generator.

J. Each manual shall contain the following as a minimum:
1. Table of contents
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2. Final version of the warranty statement approved by the Architect
3. Nameplate data of each component, year of installation, contract number and specification

number
4. Name, address and telephone number of the manufacturer and the manufacturer's local

representative(s)
5. Installation instructions
6. Operation instructions including adjustments, the interrelation of components and the

control sequence describing break-in, start-up, operation and shutdown
7. Emergency operating instructions and capabilities
8. Maintenance requirements include routine procedures and guide for preventative

maintenance and troubleshooting; disassembly, repair and reassembly instructions; and
alignment, adjusting, balancing, and checking instructions

9. Troubleshooting guide and corrective maintenance (repair) procedures for all electrical and
mechanical equipment.  These guides shall list the most frequent and common problems,
together with the symptoms, possible causes of the trouble, and remedies

10. Drawings (pictures or exploded views) which clearly depict and identify each part, suitable
for assembly and disassembly of entire system and each component

11. Wiring and control diagrams, if applicable
12. Panelboard circuit directories including electrical service characteristics, if applicable
13. Part list with current prices; ordering information; and recommended quantities of spare

parts to be maintained in storage
14. Charts of valve tag numbers, with location and function of each valve, keyed to the

process and instrumentation diagram prepared as part of the Contract Documents
15. Name, address, and telephone number of nearest parts supply house and nearest

authorized repair service center.
16. List of recommended spare parts and the recommended number of each per unit and per

group of units.

K. All electronic Operations and Maintenance Manuals shall be as specified hereinafter.
1. All files shall be in Adobe PDF format and submitted on compact discs.
2. Files shall be organized by specification section and then by product.
3. An electronic index and list of all charts, graphs, tables, figures, and shop drawings shall

be included.
4. All information provided in the paper Operations and Maintenance Manual shall be

included in the electronic version.

L. Submit two (2) copies of a preliminary draft manual at least fourteen (14) calendar days prior to
the date set for start-up.
1. The Architect will review the manual for content and compliance with these specifications.
2. Written comments will be provided, but the manual will not be returned.
3. The manual will be used at start-up, to record changes that should be made to the final

manual.
4. The manual will be retained on the site until such time as the final, updated manual is

provided.

M. Two (2) weeks after the date the unit was placed into service and the Owner has gained
beneficial use, submit five (5) copies of the final updated Operations and Maintenance Manual. 
Refer to Section 017500 - Starting and Adjusting for requirements related to updating the
manual(s).

N. Where installation instructions are not included with the manual, they shall be shipped at least
ten (10) days prior to the date the equipment is scheduled for installation.
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1.03 RETAINAGE

A. The Architect will retain from payment due the Contractor, for failure to submit manuals as
specified, an amount equal to 2% of the scheduled value for the equipment or system for which
the manual applies.  This Contract requirement only applies when a manual is specified to be
provided in the Technical Specifications for a particular system or piece of equipment.

PART 2 - PRODUCTS

NOT USED

PART 3 - EXECUTION

NOT USED
END OF SECTION


