SECTION 01701

OPERATIONS AND MAINTENANCE MANUALS

1. PART 1   GENERAL

1.1   GENERAL INFORMATION

Parts catalogs and operating instructions needed or useful in operation, maintenance, repairs, dismantling, or assembling, and for repair and identification of parts for ordering replacements, shall be especially prepared. The parts catalogs and operating instructions shall cover all equipment furnished under this contract and shall be assembled under a suitable common cover. The assembled material shall include complete identification of the spare parts furnished in compliance with the requirements of these specifications.

1.2   SUBMITTAL REQUIREMENTS

1.2.1   Preliminary O&M Manual And Data Submittal

1.2.1.1   General

To establish and assure uniform O&M manual format, the Contractor shall submit and receive Contracting Officer approval on three (3) complete sets of O&M data without the binders prior to submission of the final bound manuals. Initial O & M Manual data submittal shall be a minimum of 30 days prior to 90 percent project completion.

1.2.1.2   Review and Approval

The Contracting Officer will require thirty (30) days for review of submitted O&M manual(s) or data. The Contracting Officer will retain one copy of unacceptable O&M manual submittal and return remainder of copies to the Contractor marked "Returned for Correction." If "Returned for Correction." the Contractor shall resubmit the required number of copies of the manual(s) incorporating all comments, prior to substantial completion and/or use and possession. The Contractor may, at his option, update the copy retained by the Government in lieu of providing the

added copy.

1.2.2   Final O&M Manual And Data Submittal

After final approval, four complete sets of the O & M manuals shall be provided for each separate building and individual project.  Upon approval by the government, three of the four sets of manuals shall be transferred to the Malmstrom Project Office. 

Within 30 days after the Final Inspection the remaining approved O & M manual set shall be placed by the contractor in the project's mechanical room or other location as designated by the COR. This O & M set shall be located on a contractor provided bookshelf and work surface assembly. The work surface and shelf assembly shall be securely mounted in a location approved by the COR. The work surface shall be with a sloped toward the user and include a " high leading edge stop. The work surface shall be 15" deep by 36" long and mounted with the lower edge positioned 36" above finish floor. The bookshelf shall be mounted below the work surface with adequate vertical space for the manuals to clear the work surface above. The associated shelf shall be 12" deep and a minimum of 36" long or longer if needed to accommodate all volumes of the O&M set.  The work surface and shelf assembly shall be made of white plastic laminate covered high-density particleboard or factory finished white 16-gauge steel.  A shop drawing of this assembly shall be submitted for approval. 

Two of the four completed copies of the final O&M manuals (for each building or equipment) shall contain original manufacturer's data. Data in the remaining manuals may be duplicated copies of original data. All data furnished must be of such quality to reproduce clear, legible copies.

1.2.2.1   Minimum Operation and Maintenance Manual Requirements

As a minimum O&M manuals are required for systems including Architectural, Fire Alarm and Fire Protection Systems, Mechanical, Mechanical Control, Landscape Irrigation, Electrical, and Communications. Other O & M manuals are required as specified elsewhere in the specifications.  

1.3   FORMAT

Binders shall be premium grade three-ring, view type binders designed for 8 1/2 by 11 inch sheets. The background color of the binder shall be black. No binder shall exceed 2 inches in thickness. Should the quantity of data exceed the practical limit of a two-inch binder, additional volumes shall be provided. The binders shall be slant ring style; with view windows provided at the binder face and spine.  The following identification shall be provided on the sheet insert for the binder face with similar information on a title page inside the binder:

 1. The words "OPERATIONS AND MAINTENANCE MANUAL."

 2. The name and location of the building, facility, and/or project.

 3. The volume number in the format Volume 1 of 3.

 4. The systems and/or equipment therein, i.e. Mechanical.

 5. The name of the Contractor.

 6. The contract number.

 7. The year of completion of the contract.

In addition to the information required on the binder face sheet, the spine insert shall contain the following information:

 1. The words "OPERATIONS AND MAINTENANCE MANUAL."

 2. The name of the project.

 3. The building number.

 4. The systems and/or equipment therein, i.e. Mechanical.

 5. The volume number in the format Volume 1 of 3.

1.3.1   Master Table Of Contents

Each manual shall contain a master table of contents. The master table of contents shall contain all chapters, appendixes, and a master index and shall be included in the front of the first volume if there is more than one volume. Each subsequent volume shall contain an index for the contents within that respective volume. Each volume shall not be broken between chapters, appendixes, and/or indexes. All chapters, appendixes, and indexes shall be adequately separated and identified by standard line indexes.

1.3.2   Drawings

One 11- by 17-inch copy of each of the drawings shall be furnished and shall be folded and bound for easy unfolding without removal from the binder. Each sheet in the binder shall be numbered and an index provided for ready reference to the data.

1.4   CONTENTS

1.4.1   Warning Page

A warning page shall be provided to warn of potential dangers (if they exist), such as high voltage, toxic chemicals, flammable liquids, explosive materials, carcinogens, or high pressures.  The warning page shall be placed inside the front cover, in front of the title page.

1.4.2   Operation Data

The operation data shall include specific operating instructions, functional description of operating parts, and special precautions or procedures to be considered. The Contractor shall be responsible for the necessary coordination between his subcontractors, suppliers, and manufacturers to assure complete submittals on individual interrelated equipment components.  

1.4.3   Maintenance Data

Maintenance data shall include instructions for inspection, testing, and maintenance; parts catalogs; and a list of special tools required.

1.4.4   Preventative Maintenance (PM) Charts 

PM charts shall be developed and provided in the manual. These charts shall include the following:

1. Subject. A clear and descriptive name for the equipment requiring PM shall be given.  Reference to shop drawings and catalog cuts shall be provided in a clear manner.  "Checkpoints" shall be defined for each piece of equipment.

2. Procedure. A detailed procedural description of the method in which to perform PM shall be provided for all equipment requiring PM work. Safety precautions shall be provided.  Descriptions of "checkpoints" shall be provided.

3. Dates. The PM charts shall include recommended PM intervals. The intervals shall be defined as requiring PM either daily, weekly, monthly, quarterly, semiannually, or annually.  These charts shall be inserted in an appendix at the end of the manual. This appendix shall be for PM charts only. PM shall include Inspection, testing, cleaning, replacement, and all routine maintenance work.

1.4.5   Warranties

In addition to the general warranty required by the contract, the O&M manuals shall include any specific warranties required by other sections of the TECHNICAL SPECIFICATIONS and other warranties normally provided with the particular piece of equipment or system. Extended warranties normally provided by manufacturers that are beyond the warranty of construction shall be specifically noted. The O&M manuals shall also include a specific warranty section itemizing all standard and extended warranty items. The warranty list shall be as indicated below. Warranties will not begin until the facility is accepted by the Contracting Officer. Copy of warranty shall be included in the manual.

1.  WARRANTY INFORMATION

Project Title

Contract Number

General Contractors Name, Phone Number

2.  ITEM DESCRIPTION START DATE END DATE O & M REFERENCE LOCATION (in alphabetical order)

Descriptive Name,

 Manufactures/

Warrantors Name

Address & Phone No.

1.4.6   Installed Equipment Lists

A copy of the completed Equipment in Place forms required in SECTION 01705: EQUIPMENTIN-PLACE shall be included in the manual. The completed forms shall be located at the front of the catalog and O&M data for the equipment listed on the form.

1.4.7   Catalog Data Sheets And Spare Parts Listing

All catalog data sheets and the spare parts listing shall be inserted in an appendix at the end of the manual following the preventative maintenance (PM) charts appendix. This appendix shall be for catalog data sheets and the spare parts listing only. An index of the catalog data sheets shall be provided to provide clear and concise reference to shop drawings and individual pages within the manual.

Catalog data sheets shall be inserted into the manual such that positive identification of all parts on catalog data sheets are clearly identified by:

1. Part Name. A clear and descriptive name shall be given to each component in the piece of equipment.  

2. Manufacturer and Part Number. The name, address, and telephone number of the manufacturer shall be given along with the catalog part number.  Standard catalog data sheets will not be acceptable unless irrelevant parts are marked out (with black "x") and relevant parts clearly identified. Any data on catalog sheets which does not directly relate to purchased equipment shall be marked out. Parts shall be so identified that they can be readily ordered from local area industrial supply outlets if not of special manufacture. A cross-reference between items described in catalogs, instructions, and drawings shall be provided to facilitate ease of location of parts described. Highlighting and "scribble notes" will not be acceptable for identification purposes.

The spare parts listing shall clearly state the spare parts supplied and a list of recommended spare parts to be stocked. The spare parts listing shall clearly identify:

1. Part Name. A clear and descriptive name shall be given to each component listed as a spare part in the piece of equipment.

2. Manufacturer and Part Number. The name, address, and telephone number of the manufacturer shall be given along with the catalog part number.

3. Quantity. The quantity of each part listed as a spare part shall be given.

4. Reference to Catalog Data Sheets. Each spare part shall be referenced to the corresponding catalog data sheet by page number.

1.5   PAYMENT

No partial or total payment will be made for the O & M manuals until all O&M manuals are fully approved by the Government (A or B action) and all copies of final manuals are received by the Government in their final binders (see the (Price) Schedule for details).

2. PART 2   PRODUCTS Not used.

3. PART 3   EXECUTION Not used.

-- End of Section --
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