	Maintenance Service for Air Handling and Ventilation Systems
TECHNICAL GUIDE
	TG 15920


New Technical Guide.  This Technical Guide consolidates maintenance service information which was previously in different mechanical sections, attachments, and locations.
SPECIFIER’S NOTES:  
1.
Delete from the contract specifications duplicate references to items contained in this Technical Guide.
2.
Use this Technical Guide to create a specifications Section 15920 Maintenance Service for Air Handling and Ventilation Systems, for maintenance service requirements.
3.
In pertinent mechanical specifications sections, refer to this Section 15920 Maintenance Service for Air Handling and Ventilation Systems, for maintenance service requirements.
Article 1
Two-Year Guarantee and Maintenance Service Contract
1.1
Maintenance Service Contract

The following shall be incorporated into the project specifications where ventilation and/or air conditioning systems are provided.  In addition to the Guarantee of materials and workmanship, the Contractor shall submit six (6) copies of the Maintenance Service Contract, countersigned by the Contractor, that will validate the guaranty.  Submit electronic and hard copies.  Submit hard copies to User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable).  For submittals, see Section 01322 Web Based Construction Management, and Section 01330 Submittal Procedures.
1.1.1
The Guarantee and Maintenance Service shall extend for a period of two years commencing after 30 consecutive days of trouble free operation after the Project Acceptance Date or the air conditioning equipment acceptance date, if earlier than the Project Acceptance Date, and shall include all labor, materials, equipment and parts necessary to service the complete system, in accordance with the attached Schedule of Maintenance Service and manufacturer’s recommendations, on a periodic basis, so as to assure proper operation and function of the system.  All costs for the periodic maintenance, including emergency calls, shall be borne by the Contractor.  This Maintenance period and the Guarantee period shall run concurrently (same start and end dates).  

The maintenance of the HVAC systems shall start within one month of equipment start-up and continue through the end of the Guarantee and Maintenance Period.

The maintenance service provided shall satisfy all requirements to keep the Guarantee valid.  Any disruption in the maintenance service or any maintenance issue shall not excuse the contractor’s responsibilities under the Guarantee.
1.1.2
Should the contractor default on the maintenance service contract, missing services shall be completed, and the warranty period shall also be extended to match the revised maintenance service period.  Missing services shall include all corrections, certifications, and reporting.
1.1.3
Trouble free operation is defined as a period free of any disabling conditions, recurring failures, or disruption of performance and the following:


a.
The system shall be free of all discrepancies, contamination and debris, which require correction in excess to those described for the monthly service, which is included in the Schedule of Maintenance.


b.
The system is maintaining operational conditions and other parameters as measured during acceptance tests.

1.1.4
The Contractor shall include a listing of the following items along with the Maintenance Service Contract:


a.
Name, address, phone number, and email address of the servicing contractor.


b.
Air conditioning system acceptance date.


c.
Service contract expiration date.


d.
Service inspection schedule for the maintenance period.


e.
Itemized listing of the equipment covered under the service contract, including a description of the equipment identified, its model and serial number(s) and manufacturer’s name(s).

SPECIFIER’S NOTES:  

1.
Equipment specified shall have either replacement parts which are locally stocked or a service organization able to provide the necessary repair and maintenance service.
1.1.5
The Maintenance Service Contract shall be submitted along with the Operations and Maintenance Manual on/or before the Project Acceptance Date.  

Distribution of Submittal:


1 copy:

Contractor


1 copy:

Contracting Officer

1 copy:

User (e.g. name of school)


1 copy:

DOE Facilities & Support Service Branch (attn: Facilities Director)


2 copies:
User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable)
1.1.6
Maintenance service contractor shall have a local office, staffed with competent and qualified manufacturer’s factory trained and certified field service personnel and stocked with full inventory of replacement repair parts, to perform specified service and maintenance tasks on all equipment in accordance with the Maintenance Service Contract and terms and conditions of all equipment manufacturers’ warranties and recommendations.  Field service personnel shall be fully capable of providing technical assistance instruction, routine maintenance and emergency maintenance service on all system equipment components.
1.2
Operation and Maintenance Manual
1.2.1
Submit Operating and Maintenance Manuals on all equipment and the system as a whole for approval, electronic format.  After approval by Contracting Officer, submit one (1) CD, and one (1) hard bound copy of the approved submittal, including a copy of the Contracting Officer’s approval.  The manual shall identify project name and number, contractor, consultant, date and all equipment provided.  It shall include the equipment manufacturer’s name, model and serial number, tag number, capacity, quantity of each unit, their location(s) and area (room) served and shall include the manufacturer’s operation and maintenance manuals, including control and wiring diagrams and source of service and replacement parts.  When standard manufacturers’ brochures are used, adequately indicate (highlight, arrow, etc.) the project related information and delete (X or cross-out) the non-applicable information.

1.2.2 
Distribution of submittal shall be as follows:


1 CD and 1 hard copy:
User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable)
1.3
HVAC Manufacturer Must Stock Spare Parts Locally
 


Air conditioning equipment must be from a manufacturer that has locally stocked spare parts.  Manufacturer's representative must be located reasonably convenient to the site of installation.  Manufacturer must provide support for a service organization which must be reasonably convenient to the site of installation.  The service organization must have serviced manufacturer’s units of comparable type, size and capacity as those specified. The manufacturer must have other units of comparable type, size and capacity installed and operating satisfactorily in the State of Hawaii for a minimum of two years prior to bid opening.  The Contractor shall provide a list of locations of installed units in Hawaii with addresses, contact names, email addresses, and telephone numbers when requested by the Contracting Officer.
1.4
Schedule of Maintenance Services


All services performed by the Contractor shall include applicable items listed but shall not be limited to the following maintenance tasks.  Certify performance of each periodic maintenance service (Monthly, Bi-Monthly, Quarterly, Semiannual, Annual, etc., as applicable).  Correct and report all discrepancies for each periodic maintenance service.  Submit certifications, reports, special reports (see 1.8 Special Reports), etc. in writing for each periodic maintenance service, for each unit; electronic and hard copies.  Submit hard copies to User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable).
SPECIFIER’S NOTE:  Include in the contract specifications only those items which apply to this specific project and modify as necessary to suit specific project conditions, and consultant recommendations.
1.4.1 
Air Handling Unit / Fan Coil Unit

1.4.1.1
Bi-Monthly Service

a.
Clean and clear all drip pans and flush all related condensate drain lines with nitrogen or other applicable means.  Contractor may be liable for water damage due to clogged drains.  Install pan tablets to control algae.


b.
Change all disposable air filters at least once every two months or sooner if needed; use 2" pleated, 30% efficiency type-Farr 30/30 or equal.

c.
Wash permanent type filters with an approved detergent and spray coat with an approved filter treatment solution.  Replace deteriorated permanent type filters which cannot be cleaned.


d.
Lubricate and oil all fan and motor bearings and connections of dampers and vanes and check controls to insure proper operation.

e.
Check all drives for wear; adjust belt tension.  Replace belt as required.


f.
Operate equipment to check for proper operation, unusual noise & vibration; adjust or repair all equipment and controls as required; clean-up all equipment.

g.
Check UV light fixtures and elements (where applicable); repair/replace items as required to keep system operating properly.


h.
Check time clock for proper operation and time settings.

1.4.1.2
Quarterly Service

a.
Where present, check calibration and proper operation of CO2 monitor and sensor, recalibrate as necessary.
1.4.1.3
Annual Service

a.
Adjust alignment of bearings and sheaves; lubricate fan and motor bearings. Replace worn or noisy bearings or sheaves.

b.
Clean cooling coils of dirt accumulation using water washer, steam or surfactant chemical coil cleaner (alkaline or acidic cleaners not allowed) as necessary.

c.
Clean coils without Ultraviolet lights semiannually (twice each year).


d.
Check pressure and temperature differential across cooling coils and log air and water readings.  Clean strainers, check vents and drains on chilled water coils.

e.
Remove, wash, and reinstall all supply and return air grilles, registers and diffusers and fresh air intake grilles and dampers and repair or replace deteriorated bird/insect screens.

f.
Clean and adjust water control valve; clean all fan wheels and interior and exterior of equipment housings.


g.
Secure all loose housing, seal leaks and prime and touch-up paint with matching color after cleaning all rust.

h.
Check and calibrate all pneumatic and/or electric temperature controls.

i.
Replace any UV light elements that have not been replaced since the last annual service.

j.
Check condition of insulation; repair/re-insulate properly & immediately, including any time disturbing of insulation is required to perform work, or upon discovery or notification.
1.4.2
Centrifugal/Screw Chiller

1.4.2.1
Monthly Service
a.
Check and record entering and leaving chiller water and condenser water temperatures and pressures in maintenance log.

b.
Check and record head pressure, oil pressure and system pressure; check oil heater.

c.
Check oil pump operation; service purge compressor and purge system.  Manually rotate chillers where required.
d.
Check for refrigerant and oil leakage; recharge system.

e.
Adjust chilled water temperature setting for seasonal changes.

f.
Check/adjust/calibrate the oxygen/refrigerant monitor and alarm system.  
1.4.2.2
Quarterly Service
a.
Check chiller response at various load conditions for proper operation and calibration of capacity control system.

b.
Check safety controls and purge controls; record settings.

1.4.3.3
Semiannual Service (twice each year)
a.
Remove heads of condenser and internally brush tubes at the same time cooling tower is cleaned; coordinate with water treatment contractor and User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable).

b.
Perform pressure tests to detect refrigerant leaks.

c.
Check condition of insulation; repair/reinsulate properly & immediately, including any time disturbing of insulation is required to perform work, or upon discovery or notification.

1.4.3.4
Annual Service
a.
Have chiller and purge compressor oil tested and analyzed, and submit written report.  (A continuous oil monitoring system may be used in lieu of testing.)
b.
Replace oil cooler filter cartridge; change oil if recommended by analysis and per manufacturer's recommendations.  Dispose of oil properly.
c.
Check refrigerant; replace filter-drier.

d.
Inspect purge compressor and drum; clean and replace wearing parts.

e.
Electronic leak test entire system and repair leaks.

f.
Megger chiller and oil pump motors and submit written report of readings; check relay contacts and electrical connections.
g.
Test operate control switches; unloaders, safeties; calibrate and record settings.
h.
Clean and remove all dust and foreign matter.  Clean all rust spots and scratches, and prime and touch up paint with matching color, immediately upon discovery or notification.

i.
Have the self-contained breathing apparatus equipment tested and recertified where provided.

1.4.3
Cooling Tower

1.4.3.1
Monthly Service

a.
Check and adjust water make-up float valve and bleed rate.  Contractor will be held responsible for all cost of excessive water loss due to faulty float valves or excessive bleed rate.

b.
Check general condition of tower interior and water distribution pattern.

c.
Check and lubricate motor and fan bearings.

d.
Check all drives for wear; adjust belt tension.  Replace belts or sheaves as required.

e.
Remove foreign material from inside the tower; vacuum basin residue.

f.
Check for leaks, patch, correct or repair immediately upon discovery or notification. (Contractor may be liable for roof/ flashing damage due to leaking/standing water).

1.4.3.2
Semiannual Service (twice each year)
a.
Drain, clean and flush tower; coordinate with water treatment contractor and User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable).
b.
Clean condenser suction screen, drift eliminators, spray nozzles and vacuum basin residue.

1.4.4
Ventilation Fans (Exhaust and Supply)

1.4.4.1
Quarterly Service
a.
Check motor-controlled and back-draft dampers for proper operation; lubricate linkage for free movement.

b.
Lubricate fan motors and bearings.

c.
Check belt wear and tension; adjust or replace as needed.

d.
Check sheaves for wear, replace as needed.

e.
Check fan collar, bearings and shaft for wear, repair or replace as needed.

f.
Replace air filters where installed, similar to 1.4.1.1 Bi-Monthly Service, Item b.  Remove,  wash, and reinstall intake grille.

1.4.4.2
Semiannual Service (twice each year)
a.
Check and clean fan wheels and housings of dust, dirt and grease.

b.
Remove where possible, wash, and reinstall all intake, exhaust and supply:  grilles, registers, louvers and dampers.  Repair or replace deteriorated bird/insect screens.

1.4.5
Pumps

1.4.5.1
Quarterly Service
a.
Lubricate and check pump and motor bearings for abnormal temperature and unusual noise or vibration and repair/replace as needed.

b.
Check packing glands and seals for excessive leakage.  Adjust, tighten or replace as required.

1.4.5.2
Semiannual Service (twice each year)
a.
Remove and clean strainer for all condenser pumps after tower cleaning.

b.
Check and blow down strainer to chilled water pumps after tower cleaning.  Remove and clean strainer of debris.

c.
Check condition of insulation; repair/reinsulate properly & immediately, including any time disturbing of insulation is required to perform work, or upon discovery or notification.
d.
Log suction and discharge pressures for all pumps.

e.
Clean and remove all dust and foreign matter.  Clean all rust spots and scratches, and prime and touch up paint with matching color, immediately upon discovery or notification.
f.
Check motor coupling for alignment and that mounting bolts are secure.

1.4.6
Temperature and Pneumatic Controls

1.4.6.1
Quarterly Service
a.
Check air compressor and belt drive for unusual noise and excessive wear; adjust belt tension, replace belt or sheaves as required.  Check oil and add or replace as required.

b.
Check air system for leaks and repair.  Check and clean traps; replace air filter, and drain condensate and tank (pneumatic).  Contractor may be liable for damages due to leaking condensate water from within the pneumatic system.

c.
Check control devices for proper operation and for leaks, sticking stems, air tightness and calibration; repair/replace weak or broken springs, ruptured diaphragms, and all other parts, including repacking, re-discing, and reseating of control valves.
d.
Check automatic dampers for tightness in closing, bent blades and defective linkage; lubricate connections for free movement and repair/replace as required.
e.
Adjust thermostat to maintain 75 degrees Fahrenheit room temperature.

1.4.6.2
Annual Service

a.
Check air compressor for proper pressure settings; operating time, belt tension and wear, presence of moisture, safety relief operation and oil level (pneumatic).  Record compressor run time and cut-in/cut-out pressures.

b.
Change compressor oil; inspect valve assemblies; check and adjust.

c.
Calibrate pneumatic and/or electric temperature controls.
1.4.7
Packaged Water Chiller, Reciprocating Compressor, Air-Cooled/Water-Cooled Condenser

1.4.7.1
Monthly Service
a.
Check and record entering and leaving water temperatures and pressures of chilled water and air-cooled/water-cooled condenser in “maintenance log book”.

b,
Check and record refrigerant compressor suction and discharge and oil pressures.

c.
Visual check for water, refrigerant and oil leakage; correct or repair as required.  Check vibration isolator mounts.

d.
Check compressor, fan and motor bearings for abnormal temperature and unusual noise; lubricate and/or replace as required.

e.
Adjust chilled water temperature setting for seasonal change.

f.
Check refrigerant sight glass; change filter/drier if moisture indicated (DX system).  Check compressor oil level and add or replace oil as required.

g.
Check air-cooled condenser fans, sheaves, belts; tension, adjust, or replace as required.

h.
Adjust alignment of bearings and sheaves for fans, motors and compressors; replace worn or noisy bearings or sheaves.

i.
Note and run system operation through complete operating cycle and adjust for proper operation.  

1.4.7.2
Quarterly Service
a.
Check chiller response at various cooling load conditions for proper operation and calibration of capacity control system and record settings.

b.
Check operation of freezestat and oil failure switch; record settings.

c.
Test adjust “make-up” water and expansion tank.

d.
Clean condenser coils with water washer, steam or surfactant chemical coil cleaner (alkaline or acidic cleaners not allowed) (air-cooled).
1.4.7.3
Semiannual Service (twice each year)
a.
Remove heads of condenser and internally brush tubes at same time cooling tower is cleaned (water cooled).

1.4.7.4
Annual Service
a.
Have compressor crankcase oil analyzed and submit written report, including oil test results.  Clean or replace strainer; replace oil filter; change oil if recommended by analysis and per manufacturer’s recommendations.  
b.
Check refrigerant; replace refrigerant filter-drier. 
c.
Megger (electrical test to measure wire insulation resistance, i.e. condition) chiller/compressor motor and submit written report of readings; check starter relay and control contacts and electrical connections for tightness and clean as required.

d.
Test and check system response at various cooling load conditions for proper operation, record settings.  Test operate control switches, compressor unloading, safeties, capacity, and temperature controls; calibrate to proper settings and record settings.  Adjust as required.

e.
Check and clean all unit housings (inside, outside and components), seal leaks and remove rust from exterior components and prime and touch up paint with matching color immediately upon discovery or notification.

f.
Check condition of insulation; repair/re-insulate properly & immediately, including any time disturbing of insulation is required to perform work, or upon discovery or notification.
g.
Check compressor coupling alignment; lubricate or replace noisy bearings.
1.4.8
Package or Split DX Air Cooled Conditioner

1.4.8.1
Monthly Service
a.
Perform the tasks (where applicable) of 1.4.1.1 Air Handling Unit/Fan Coil Unit (Bi-Monthly Service), and 1.4.7.1 Packaged Water Chiller, Reciprocating Compressor, Air-Cooled/Water-Cooled Condenser (Monthly Service).

b.
Check compressor oil level and refrigerant sight glass; add or replace oil as needed and change filter/drier if moisture indicated.

c.
Check refrigerant system for leaks, unusual noise and vibration and record suction, discharge and oil pressures in “maintenance log book” and correct and report all deficiencies.
1.4.8.2
Quarterly Service
a.
Perform the tasks (where applicable) of 1.4.7.2 Packaged Water Chiller, Reciprocating Compressor, Air-Cooled/Water-Cooled Condenser (Quarterly Service).
1.4.8.3
Semiannual Service (twice each year)
a.
Perform the tasks (where applicable) of 1.4.7.3 Packaged Water Chiller, Reciprocating Compressor, Air-Cooled/Water-Cooled Condenser (Semiannual Service).
1.4.8.3
Annual Service
a.
Perform the tasks (where applicable) of 1.4.7.4 Packaged Water Chiller, Reciprocating Compressor, Air-Cooled/Water-Cooled Condenser (Annual Service).
1.4.9
Window and Ductless Split DX Air Conditioners (3½ tons or less)

1.4.9.1
Quarterly Service
a.
Clean evaporator and condenser coils with water washer, steam or surfactant chemical coil cleaner (alkaline or acidic cleaners not allowed); wash unit to remove dirt, oil and debris from fan assembly and chassis.
b.
Clean condensate pan and flush drain line.

c.
Lubricate compressor and fan motor bearings.

d.
Check system refrigerant charge.

e.
Clean, wash or furnish and install new filter as required.
f.
Run and check cooling operation and controls through complete cycle; record temperature and setting when compressor cuts in.

1.4.10
Standby and Lead-Lag Equipment (Pumps, Chillers, Cooling Towers, etc.), Control Switches and Time Clocks

1.4.10.1
Monthly Service

a.
The Contractor shall be responsible for the manual operational changeover/rotation of all standby and lead-lag equipment not operated by computer (monthly, unless noted otherwise).

b.
Clean contacts, replace if necessary; check and adjust time settings as directed or required.  Change battery for back-up if appropriate or necessary.

c.
Should time clock fail - replace with electronic type with capacitance backup (Batteries NOT ALLOWED).

d.
Should bypass timer switch fail - replace with adjustable 4-hour programmable electronic selector switch or push button.

1.4.11
Valves and Condenser Water Lines, Equipment and Supports

1.4.11.1
Monthly Service, unless noted otherwise
a.
The Contractor shall exercise all equipment shut-off valves quarterly for proper operation and tightness.

b.
Wirebrush and remove rust from pipe, equipment and support surfaces, then prime and paint with corrosion protection coating (color to match existing) to prevent further rusting.  Perform work immediately upon discovery or notification.
1.4.12
Cleaning of Mechanical Equipment Rooms or Enclosure

1.4.12.1
Monthly

a.
Vacuum or wipe clean all equipment surfaces and all related appurtenance.


b,
Vacuum clean or sweep complete floor platform areas.  DO NOT wet floors and platform area where there is no waterproofing.


c.
Wet wash (hose or wet mop) complete floor area with tap water where allowed. CAUTION:  DO NOT splash water onto the electrical and mechanical equipment.


d.
Remove all used, deteriorated, replaced, discarded parts, oil and other liquids not being used, and related debris.


e.
Notify User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable) of any dangerous conditions, improper storage of furniture, materials and supplies which impacts your work within rooms and enclosures, including vandalism.

1.5
Work Schedule

1.5.1
All maintenance work shall be performed between the hours of 7:30 a.m. and 4:00 p.m., on normal working days, Monday through Friday, excluding State holidays.
1.5.2
The Contractor is required to schedule his work to accommodate and prevent disruption of building operations as much as possible and/or may be required to return at a more appropriate time all at no additional cost to the State, but work must be performed and not missed.
1.6
Trouble Calls, Emergency Service and Repair
1.6.1
Emergency service required between regular maintenance calls shall be rendered within two (2) hours after the Contractor is notified, non-work days excluded.  All repair shall be provided at no additional charge to the State.  The Contractor shall provide copies of the past maintenance history and cost upon request by the User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable).
1.6.2
As emergency/repair jobs are being completed, the Contractor must notify the User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable) daily by E-mail of the status of repairs and estimated completion times, until repairs have been completed.
1.6.3
Maintenance Report/ Checklist

The contractor shall keep a separate and up to date Maintenance log recording all maintenance calls to the project.  Upon request, a copy of the Maintenance log shall be emailed to the User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable).  At the end of the maintenance period, submit the Maintenance log and all maintenance service reports/checklists, electronic submittal.  The Contractor shall prepare and maintain a maintenance service report/checklist which shall include the following:


a.
Date maintenance service was performed.


b.
Name of the service company and personnel who performed said maintenance.  Contact information for service company and personnel, including names, address, email addresses, and phone numbers.

c.
Nature of service call.  Routine maintenance or emergency; if emergency, person who contacted the service company.  The type of repair performed on the unit, and cost breakdown (labor, materials, parts and equipment); if any.  Describe the unit(s) and its location(s) which required repair.


d.
Documents and other data pertaining to the maintenance performed.  Equipment gauge and temperature readings, ambient temperature, etc.

e.
It will be the responsibility of the Contractor to maintain the report/checklist by recording the above noted data after each scheduled maintenance and emergency repairs, and have the checklist available for inspection at the building site.  The report shall be sufficiently detailed to properly reflect the past maintenance history of the equipment.


f.
Reports shall be certified by a representative of the facility being served and shall be submitted to User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable) monthly or at the completion of the service trouble call.


g.
Submit written reports of maintenance performed within 7 days to User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable).  Submit reports on the attached Service Maintenance Report form.  Submit electronic and hard copies.
1.7
Cleanup and Work Practices

1.7.1
The Contractor shall keep the job site free of debris, litter, refuse, etc. and shall clean all fluids, oil, grease drippings or spills during the daily progress of work.  The Contractor shall remove all tools, used or waste oils and fluids, parts, and equipment from the service area upon completion of the work and legally dispose of, whether hazardous or not, in accordance with EPA and/or other government regulations including providing written records.  The Contractor shall support and protect the State legally and financially with regard to these regulations.
1.7.2
The Contractor shall exercise caution during the progress of his maintenance and repair work to prevent damage to the ceilings, roofing and other building structure, finishes, furniture, etc.  The Contractor shall restore all damages, caused by his negligence, to its original condition at his own expense.
1.8
Special Reports
1.8.1
Prior to commencement with the work on the contract, the Contractor shall submit his periodic (Monthly, Bi-Monthly, Quarterly, Semiannual, Annual, etc., as applicable) inspection schedule for the period of the contract.
1.8.2
The Contractor shall also maintain a separate book, record, documents and other evidence pertaining to the maintenance, repair and costs of each air conditioning system at the various buildings to the extent and in such detail as will properly and adequately reflect the past maintenance history and cost (labor, materials, parts and equipment).  The Contractor shall also submit an annual updated inventory of equipment, by building floor and location during the contract period.
1.8.3
The Contractor shall submit an annual updated inventory of air filters and belts, by building floor and location during the contract period.
1.9
Safety Precautions


The Contractor is not to perform maintenance and repair work until all switches are deenergized, locked, and tagged.  The Contractor shall comply with all applicable safety regulations promulgated by OSHA, EPA and other governmental agencies.
1.10
Security Requirements


The Contractor must be aware of the heightened security conditions at all the State facilities covered by this contract.  The Contractor is requested to be aware and to report any suspicious activity or obvious breach of security in relation to, or in the course of their work at any of the State facilities to the User’s Facility Maintenance Agency (DAGS Central Services Division, if applicable) with as much detailed information as possible.  The Contractor must keep their work areas closed and secure; before, during and after performing work.  Any doors left open and unsecured may be liable for security breaches and be charged at a minimum $100.00 per incident per day per location.  The State reserves the right to request that background security checks be provided when requested for each personnel assigned to this contract.
SERVICE MAINTENANCE REPORT

Date 

SHEET NO.  

Name of Service Personal and Company:  



Name of Facility and Location:  


Date of Service Call:  

Time In at Site: 
Time Out at Site:  

Person(s) Contacted:   

Building Representative (print name, email address, phone number, signature):

Signature:

Nature of Service Call - (Routine Maintenance or Emergency; Explain and Cost Breakdown; if emergency, person who contacted the service company):




Equipment Readings and Maintenance Performed.




Remarks:  
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