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Estate Maintenance Planned Works - Project Information Policy

Introduction
1. The Project Information Policy outlines the requirements for creation and handover of project related data for completed Estate Maintenance projects.

Objectives

2. The objectives of this policy are to provide guidance on:

· The development of Operations and Maintenance Manuals for competed new Estate Maintenance projects

· The minimum asset data requirements for upload into the Defence DEMS system
· The provision of Spatial information for update of the Defence NSIMS 

· The format and structure for capture, collation and handover of general project administration documentation

Extent of compliance with policy
3. This policy is a guide to the development and provision of Estate Maintenance project information and should be adapted to the extent it adds value to Defence operations.  It is to be implemented with due regard to the economic benefits, operational risks, statutory requirements and feasibility given the scope, and type of works to be completed.  

4. For example O&M Manuals, DEMS data and spatial information are not required for a Estate Maintenance project to replace carpets or other simple type of works.
5. Regions are to provide common sense advice on the extent of application of the policy.

Attachments
6. The following documents form the basis of the Estate Maintenance Project Information Policy.

A. Guidelines For O&M Manuals
B. DEMS Data Requirements

C. Defence Spatial Data Management Plan - (SDMP)

D. Project Governance Information
Attachment A: Guidelines for O&M Manuals
1. The following section outlines the general structure for an O&M Manual and the formats for hard and electronic copies.

Table of Contents for Defence O&M Manuals

2. The following table of contents headings have been developed with reference to AS/NZS 1388:1994.   The headings to be used for Defence O&M Manuals are:

· Title information, dates and author details

· Introduction and Scope 

· Equipment or asset information/schedules

· Maintenance 

· Operations 

· Warranties, Certificates and Commissioning 

· Spare Parts 

· Suppliers or Help Contact 

· Drawings and Reference Information 

Explanation of O&M Manual headings

3. The table below shows each O&M Manual heading and a short description of the content expected in that section.
	Heading
	Content overview

	Title information, dates and author details
	The Project name, the location ie Base and the author or responsible contractor should be shown on the front cover of the Manual including the date of publication

	Introduction and Scope


	This section should be used to record information describing the systems, assets or equipment covered in the delivery of the total project and any other information that explains the overall use and application of the works covered by the Manual.

	Equipment or asset information/schedule
	This section should be used to record information describing items of equipment, assets, or elements of the work. The key issue is will the information help the new owner manage the Site better and comply with warranties or other obligations?
For Defence, this section will match the DEMS data requirements detailed at Attachment 2.

	Maintenance 


	This section should be used to describe the maintenance schedules and lists the tasks that are required to be performed in order to maintain a piece of equipment/asset and hence prevent breakdown and or meet compliance requirements.

The Schedule should be broken up in to a set of Routines by Frequency and Frequency Unit (ie 1 Month - Coils) and each Routine should list the tasks that are required to be performed in order to maintain a piece of equipment.  Note some maintenance routines are covered under statutory regulations and care should be taken to ensure compliance.

	Operations 


	This section should be used to record relevant information on the Operations of the assets; for example how to operate the system. It should also include important safety instructions and trouble shooting data to assist in solving simple problems to prevent expensive call outs.  Also this section must meet the minimum requirements where a statutory regulation is relevant or where any integrated multi service/system is used.

	Warranties, Certificates and Commissioning 
	This section should be used to record specific warranty and certificate reference information. The actual warranties and certificates are bound into the hard copy Manual. Electronic versions should be scanned and or uploaded as attached files in the drawings and references section of the electronic manual.
Important test results relating to commissioning should also be included

	Spare Parts 


	This section should be used to record relevant information on the Spare Parts data for the assets provided as part of the contract. It should be focused on spare parts that would allow the new owner to maintain and operate the plant with minimum “down time”. It may also include information on spare parts suppliers.

	Suppliers or Help Contact 


	This section should be used to record information to allow the new owner to call for expert assistance in relation to the assets included in the project.   This would include the main contractors, sub-contractors and suppliers.  

	Drawings and Other Reference Information
	This section allows you to attach/bind and or upload information like as-built plans, copies of specifications, complete product manuals and other documents relevant to the works and the O&M Manual.


4. Where no information is required under a section heading it can be left blank or the section heading can be deleted. Eg The FF&E Manual may not have any maintenance routines and therefore the section can be omitted.

Hard Copy format for O&M Manuals

5. This section describes the format required for hard copy (printed) O&M Manuals.  The hard copy format is based on AS1388 and other Industry Sources.

6. Generally the O&M Manuals must be in a readable and easily accessible format and presentation.  The use of illustrations and inclusion of relevant reference material is encouraged to ensure the user/reader is able to adequately understand the requirements for safe and proper operation and maintenance of the works.  The language style used in the document should be appropriate to the user or intended audience.

Defence Environmental Policy

7. Defence environmental policy seeks to reduce the use of paper based systems and where possible electronic O&M Manuals should be used.  It is preferable to print only those items of data that are needed from an electronic copy and not to request multiple copies of all documents.
Paper Sizes and Quality

8. All documents should preferably be produced in the international A4 paper size (210 mm × 297 mm). As-built documents and other larger material should preferably be A3 paper size ((297 mm x 420 mm).  If other paper sizes are used, they should comply with AS 1612.
9. The media and printing used should be appropriate for the intended use, e.g. strong enough to stand up to heavy usage and sufficiently opaque to avoid ‘showthrough’.  As a guide 80GSM white copy paper is adequate for A4 and A3 documents.

Binding in Folders

10. Bind or contain each hard copy of the operations and maintenance manuals in white, durable, four ring hard cover binders in accordance with AS P5, not greater than 75 mm thick and with the Project, Facility, Manual Name (Trade, Service or System Name eg Hydraulics Services) permanently marked on the spine and outside front cover with clear protection on the covers.   Use of clear “Insert” type folders is permitted.  Limit filling of binders to 60% of capacity.
11. Any A3 size paper documents are to be folded to A4 size and located in the Drawings and Reference Section of the Manual.  

12. Manufacturers Manuals, booklets, pamphlets and other relevant reference material should be bound into the Drawings and Reference Section either within a suitable A4 clear plastic protection sheaf or direct hole punched and bound in the folder.

13. As-built documentation and plans which are not suitable for reduction to A3 size must be neatly folded to A4 size and bound into the Folder either in a suitable A4 clear plastic protection sheaf or direct hole punched with reinforced hole protectors and bound in the folder such that it can be infolded and re-folded easily

14. CD’s, DVD’s and other relevant data media must be bound into the Manual in a suitable clear plastic holder with each CD/Media clearly labelled with the Project Title, Location, Manual Name and Short description of the contents.  Also any instructions required to operate the media must be either included in the plastic protector or bound into the Manual in front of the media.

Presentation

15. The front Cover will contain the following;

· Project Title – the name commonly used to describe the works or project, eg Stage 2 Redevelopment etc

· The Location Name – the name of the Defence Base/facility on which the works are undertaken (where a project spans a number of locations separate O&M Manuals are to be provided for each Base)

· The Manual Name – the title of the trade, service or systems covered by this Manual, eg Electrical Fire Services

· The Author – the author or organisation responsible for creation of the Manual eg Builder and or sub-contractor

· The date of publication

· Other Information – other relevant information that will assist the reader to use the Manual and may also include appropriate designs, logos and the like such that the key information above is still clearly visible and readable

16. Folder/Manual Spine Titles can be shortened or abbreviated to identify the Project Title, Location and Manual Name.  Other information can be included subject to available space and so as to not make the key information unreadable from a distance. 
17. Folder/Manual Spine layout - printing should commence from the top and be readable downwards when the document is standing up and upright, or be readable left to right when the document is lying face-up. On wide spines printing may be readable left to right when the document is standing up. Spines should be free of printed information on the lowermost 35 mm when upright to allow clear space for user referencing information, e.g. library indexing systems.

18. Typefaces or Fonts for text should be clear and legible.  The requirements of legibility, photocopying, facsimile (fax) transmission, microfiche production and optical character reading should be considered in the choice of typeface, inter-word spacing, line spacing and line length or column width. Where coloured inks are used, products should be selected which do not reduce legibility when photocopied or transmitted by fax

19. As a general rule text should be :

· Colour – black (use of other colours is to be restricted as all pages are to be easily photocopied or faxed)

· Main text size - 9 pt up to 12 pt.

· Title Text size – 18 pt or higher

· Page footers size – 8 pt to max 12 pt to suit layout

· Fonts should be Times Roman, Arial, Helvetica or other approved font

· Use of bold, italics, capitals should be to improve readability only.

20. Page Headers And Footers - Every page should carry a page number, preceded where appropriate by a document number.  The title of the document (abbreviated, if necessary) should appear on each page as well as the date of issue.  Page numbering of attached separate documents eg Product Booklet is not required.

21. Print text on A4 pages on one side only in a clear typeface with a 35 mm margin for binding.  

22. Section Identification and Dividers - each section should be indicated by means such as coloured divider leaves, cards, section tabs, or edge markings on pages. Edge markings should be not less than 3 mm wide.

23. Contents List should appear on the first or second page of each O&M Manual showing the sections contained in that Folder in matching sequential order to the section dividers and tabs.  Page numbers and other reference tags may be shown however it is accepted that with a number of added documents like Manufacturers booklets complete page numbering is not always achievable.

24. Margins - To allow for punching and binding, margins on documents should not be less than 20 mm wide.

25. Illustrations, Technical Drawings, Tables And Charts - All illustrations, technical drawings, tables and charts should carry descriptive titles explaining the name of the document and a short description (eg Title - As-built Plans Sewer works No 123/A. Description -  Shows’ the location, off-sets, IL depth and layouts for sewer works to Building A100).  Instructions and notes referring to such drawings, tables and charts should be positioned in such a way that they are fully visible in relation to these drawings, tables and charts.  Illustrations should be clear and explanatory.

26. Technical drawings should be drawn to stated ratio scales and comply with AS 1100 or NZS/AS 1100. Symbols and other graphic conventions should comply with AS 1100, AS 1101, NZS/AS 1100, NZS/AS 1101.3 or other relevant Australian or New Zealand Standards.

27. Photographs should be used to supplement information given elsewhere, for aesthetic reasons, or to clarify installation and maintenance data.  Where photographs are used, in order to aid reproduction they should be of adequate quality and clarity.
28. Units Of Measurement And Presentation -Metric (SI) units and international unit symbols should be used in technical data and comply with AS 1000 and AS 1155 or NZS 6501, except where legislation states otherwise. 

29. Technical terms should be those used in SAA HB25 and SAA HB50 or NZMP 4212.  Where a number of special Defence terms or acronyms are used a table should be included in the Introduction and Scope Section explaining each term.

Electronic Format for O&M manuals

30. The electronic format for O&M Manuals has been developed using the basic standard Hard Copy approach with reference to Industry Standards currently in use.

· A PDF file containing all the documentation found in the Hard Copy Manuals or

· A Proprietary electronic O&M Manual data file containing all the documentation inputted for that project.

Media Requirements

31. All electronic O&M Manuals shall be copied to a CD ROM(s) data Disk and all data should be accessible either as PDF file format or database application

32. CD ROMs are to be presented in Clear Slim Jewel Cases or where multiple CD ROM’s are required for a single Project they are to be bound into a suitable clear plastic CD holder

33. The holder used must be labelled in the same manner as for Hard Copy Manuals, Title cover, Spine and Project information

34. A short written instruction sheet (s) are to be included in the Folder explaining how to use and access the CD ROMs  

35. When submissions consist of 2 or more CD ROMs, each CD ROM shall be numbered sequentially, including the total number of CD ROMs in the submission (i.e. 3 of 6).  

36. CD ROM(s) shall be formatted single session; finalized disk; Joliet or ISO 9660 with electronically printed CD label with the following project information:

· Project Title and 

· Location.  

· O&M manual Title and  Volume Number if required

· Date submitted (i.e. December 14, 2004) 
· Name of Contractor/Author

The Data Structure for Electronic O&M Manuals

37. The number of CD ROM’s is to be limited to the minimum required to hold the actual data for all the O&M Manuals.  Separate CD’s are not to be provided for each Trade or Manual and preferably all should be held on one single Project CD.

CAD and As-built Documentation

38. As-built plans and designs are an integral part of any O&M Manual.  The objectives of providing as-built plans/documents are:

· To document locations for services, systems and plant including those that are in-ground and concealed 

· To assist Facility Users and Maintenance Staff to locate services and equipment easily

· To assist in future re-developments and new works that may add or reconfigure existing systems

· To reduce the risk of system failures and ensure safe work through provision of accurate documentation

· Compliance with Statutory Regulation for provision/retention of as-built documentation (ie Cooling Towers, Emergency Lighting etc)

O&M Manual Requirements – As-built Documentation
39. As-built plans and CAD designs must be included in the O&M Manuals as both hard copy and electronic documents.     The format for the plans (Hard Copy or Electronic) shall be consistent with the Defence Spatial Information Management Plan (SDMP) - Spatial Data Specifications.  

Hard Copies

40. Hard Copy documents should be: 

· Folded and bound into the O&M Manuals in the Drawings and Reference Section of the relevant Manual.  

· Number of copies shall be one complete set of as-builts per set of O&M Manuals as required in the contract

· Wherever possible all as-built plans should be printed in A3 size folded into the O&M Manual for easy access

· Full size copies of as-built plans may be folded and bound into the relevant Manuals in a clear plastic protector or 

· Can be supplied full size, unfolded in a separate and suitable Plan Folder only with the approval of the Defence Project Manager and or Regional Representative

Electronic Copies

41. Electronic copies of plans should be:

· Data files in both CAD (DWG) and PDF formats copied to CD complete with a reference directory corresponding to each O&M Manual title and each data file name denoting the service covered
· Suitably labelled CD(s) inserted into a clear plastic A4 holder and bound into the Drawings and Reference Section of the relevant Manuals or

· Where the contract required a separate As-built CD the CD(s) must be suitably labelled, referenced and housed in a sturdy CD Case (number of copies per the contract requirement) 

42. All Electronic CAD files/as-built plans must conform to the Defence Spatial Data Specifications requirement.  Further information on CAD and As-built information can be found in Attachment C in this document.

Annex A to Attachment 1 Guidelines For O&M Manuals
Defence Plant Special Licenses

1. Plant Special Licences (PSL) are a Statutory Requirement under the Occupational Health and Safety (Commonwealth Employment) Act 1991.

2. Defence is required to maintain PSL’s for those items shown below.  It is therefore a requirement that O&M Manuals must include sufficient information to meet the Commonwealth’s requirements.  

3. The following is an excerpt from the Occupational Health and Safety (Commonwealth Employment) (National Standards) Regulations 1994, Statutory Rules 1994 No. 414 as amended made under the Occupational Health and Safety (Commonwealth Employment) Act 1991.

4. For further information refer to: 

· www.comcare.gov.au/publications/index.html

· www.comlaw.gov.au/ComLaw/Legislation
Requirements to Provide Information in O&M Manuals

5. Under the regulation the following is required of the manufacturer and in turn passed on by the installer to Defence.

Division 3
Duties of a supplier of plant, sect 4.06 Provision of information

6. “A manufacturer of plant that the manufacturer knows, or ought reasonably to expect, will be used by employees at work, must take all reasonably practicable steps to make available to the employer information concerning:

(a)
The systems of work necessary for the safe use of the plant; and

(b)
The knowledge, training or skill needed by a person inspecting or testing the plant; and

(c)
Relevant emergency procedures.”

Division 5
Duties of an employer, sect 4.14 Installation and commissioning of plant
7. Sub sect (2)
The employer must take all reasonably practicable steps to ensure that:

(a)
The installation, erection and commissioning of the plant are undertaken by a competent person; and

(b)
the person undertaking the installation, erection or commissioning is given the information that is necessary to allow the plant to be installed, erected and commissioned in a manner that minimises the risk to the health and safety of a relevant person; and
Schedule 5
Plant standards
(Paragraphs 4.05 (2) (d) and 4.51 (4) (b))

	Item
	Australian Standard 
	Title

	1
	AS/NZS 1200:2000
	‘Pressure equipment’

	2
	AS 1418
	

	
	AS 1418.1-2002 
	‘Cranes (including hoists and winches) – Part 1: General requirements’

	
	AS 1418.2-1997 
	‘Cranes (including hoists and winches) – Part 2: Serial hoists and winches’

	
	AS 1418.3-1997 
	‘Cranes (including hoists and winches) – Part 3: Bridge, gantry and portal cranes (including container cranes)’

	
	AS 1418.4:2004
	‘Cranes (including hoists and winches) – Part 4: Tower cranes’

	
	AS 1418.5-2002 
	‘Cranes (including hoists and winches) – Part 5: Mobile and vehicle loading cranes’

	
	AS 1418.6-1988 
	‘Cranes (including hoists and winches) (known as the SAA Crane Code) – Part 6: Guided storing and retrieving appliances’

	
	AS 1418.7-1999 
	‘Cranes (including hoists and winches) – Part 7: Builders hoists and associated equipment’

	
	AS 1418.8-2002 
	‘Cranes (including hoists and winches) (known as the SAA Crane Code) – Part 8: Special purpose appliances’

	
	AS/NZS 1418.9-1996 
	‘Cranes (including hoists and winches) – Part 9: Vehicle hoists’

	
	AS 1418.10-1996 
	‘Cranes (including hoists and winches) – Part 10: Elevating work platforms’

	
	AS 1418.12-1991 
	‘Cranes (including hoists and winches) – Part 12: Crane collector systems’

	
	AS 1418.13-1996 
	‘Cranes (including hoists and winches) – Part 13: Building maintenance units’

	
	AS 1418.14-1996 
	‘Cranes (including hoists and winches) – Part 14: Requirements for cranes subject to arduous working conditions’

	
	AS 1418.15-1994 
	‘Cranes (including hoists and winches) – Part 15: Concrete placing equipment’

	
	AS 1418.16-1997 
	‘Cranes (including hoists and winches) – Part 16: Mast climbing work platforms’

	
	AS 1418.17-1996 
	‘Cranes (including hoists and winches) – Part 17: Design and construction of workboxes’

	
	AS 1418.18-2001 
	‘Cranes (including hoists and winches) – Part 18: Crane runways and monorails’

	3
	AS 1576
	

	
	AS/NZS 1576.1-1995
	‘Scaffolding – Part 1: General requirements’

	
	AS 1576.2-1991 
	‘Scaffolding – Part 2: Couplers and accessories’

	
	AS/NZS 1576.3-1995 
	‘Scaffolding – Part 3: Prefabricated and tube-and-coupler scaffolding’

	
	AS 1576.4-1991 
	‘Scaffolding – Part 4: Suspended scaffolding’

	
	AS/NZS 1576.5-1995 
	‘Scaffolding – Part 5: Prefabricated splitheads and trestles’

	
	AS/NZS 1576.6-2000 
	‘Scaffolding – Part 6: Metal tube-and-coupler scaffolding – Deemed to comply with AS/NZS 1576.3’

	4
	AS 2030
	

	
	AS 2030.1-1999 
	‘The verification, filling, inspection, testing and maintenance of cylinders for storage and transport of compressed gases – Part 1: Cylinders for compressed gases other than acetylene’

	
	AS 2030.2-1996 
	‘The verification, filling, inspection, testing and maintenance of cylinders for storage and transport of compressed gases – Part 2: Cylinders for dissolved acetylene’

	
	AS 2030.4-1985 
	‘The verification, filling, inspection, testing and maintenance of cylinders for storage and transport of compressed gases – Part 4: Welded cylinders-insulated’

	5
	AS/NZS 3509:2003
	‘LP gas fuel vessels for automotive use’

	6
	AS 3533.1-1997
	‘Amusement rides and devices – Part 1: Design and construction’

	7
	AS 3920.1-1993 except the provisions about hazard levels
	‘Assurance of product quality – Part 1: Pressure equipment manufacture’

	8
	AS 4343-1999
	‘Pressure equipment — Hazard levels’


Schedule 6
Types of plant
8. (paragraph 4.19 (2) (a), subregulations 4.40 (1), 4.47 (1), 4.49 (1), 4.51 (1) and 4.56 (1))

Part 1
Plant requiring registration or notification of design
	Item
	Description of plant

	1
	Pressure equipment, other than pressure piping, that has a hazard level of A, B, C or D, determined in accordance with AS 4343-1999 ‘Pressure equipment – Hazard levels’ and specifically covered by the standard mentioned in item 1 of Schedule 5

	2
	Gas cylinders covered by the standards mentioned in item 4 of Schedule 5

	3 
	Tower cranes1 

	4 
	Building maintenance units 

	5
	Hoists, with a platform movement in excess of 2.4 metres, designed to lift people1 

	6 
	Work boxes suspended from cranes 

	7 
	Amusement structures covered by the standard mentioned in item 6 of Schedule 5, other than class 1 structures

	8 
	Prefabricated scaffolding 

	9 
	Boom-type elevating work platforms 

	10
	Gantry crane1:


(a)
with a safe working load greater than 5 tonnes; or 


(b)
designed to handle molten metal or dangerous good2

	11
	Bridge cranes1:


(a)
with a safe working load of greater than 10 tonnes; or


(b)
designed to handle molten metal or dangerous goods2.

	12 
	Vehicle hoists1 

	13 
	Mast climbing work platforms1 

	14 
	Mobile cranes with a safe working load greater than 10 tonnes1 


Part 2
Plant requiring a licence
	Item
	Description of plant

	1
	Boilers:


(a)
that have a hazard level of A, B or C determined in accordance with AS 4343-1999 ‘Pressure equipment – Hazard levels’; and


(b)
are specifically covered by the standard mentioned in item 1 of Schedule 5

	2
	Pressure vessels:


(a)
that have a hazard level of A, B or C, determined in accordance with AS 4343-1999 ‘Pressure equipment – Hazard levels’; and


(b)
are specifically covered by the standard mentioned in item 1 of Schedule 5, other than:


(i)
gas cylinders mentioned in the standard mentioned in item 4 of Schedule 5; and


(ii)
LP gas fuel vessels for automotive use mentioned in AS/NZS 3509:2003 ‘LP gas fuel vessels for automotive use’; and


(iii)
serially produced pressure vessels mentioned in AS 2971:2002 ‘Serially Produced Pressure Vessels’

	3 
	Tower cranes1 

	4 
	Building maintenance units 

	5
	Amusement structures covered by the standard mentioned in item 6 of Schedule 5, other than class 1 structures 

	6 
	Truck-mounted concrete placing units with booms1 

	7 
	Mobile cranes with a safe working load greater than 10 tonnes1


9. Note 1 For the purposes of licensing, cranes and hoists in Schedule 6 exclude those that are manually powered, elevating work platforms or tow trucks. 

Summary of State Statutory Regulations

10. The following is a summary of State Regulations that encompass:

· Public Health (Control of Legionella AS 3666) and 

· Essential Services (AS 1851)
© Commonwealth of Australia Produced by the enHealth Council Secretariat  - http://enhealth.nphp.gov.au/index.htm

Appendix 1 - Regulatory approaches by Australian States and Territories to the prevention of legionellosis

Regulatory approaches Legionella 120601.doc 1

	Jurisdiction 
	Acts 
	Regulations 
	Standards, codes or guidelines 
	Responsible State or Territory agency 
	Enforcement agencies 

	Queensland 
	Workplace Health & Safety Act 1995 
	Workplace Health & Safety Regulations (1997) 
	Plant Advisory Standard Supplement No.2 (2000) Legionella Control in Airconditioning Units & Cooling Towers 
	Department of Industrial Relations 
	DIR-Division of Workplace Health & Safety 

	New South Wales 
	Public Health Act 1991 
	Public Health (Microbial Control) Regulation 2000 
	Code of Practice for the Control of Legionnaires’ Disease (under review) Code of Practice Thermostatic mixing valves in Health Care Buildings (under review) AS/NZS 3666 parts 1,2 & 3 
	NSW Health Department and Local government 
	NSW Health Department and Local government 

	Victoria 
	Health Act 1958 
	Health (Legionella) Regulations 2001 
	Guidelines for the control of Legionnaires’ disease 
	Department of Human Services 
	Department of Human Services 

	
	Building Act 1993, as amended by the Building (Legionella) Act 2000 
	Building Regulations 1994 
	Building Code of Aust F4.5 & I1.2 and AS/NZS 3666 
	Building Control Commission 
	Authorised officers 

	
	
	Building (Legionella Risk Management) Regulations 2001 
	A guide for developing Risk Management Plans for Cooling Tower Systems Managing the Risk of Legionnaires’ Disease: Supplementary Notes for Hospitals 
	Department of Human Services 
	Department of Human Services 


	Jurisdiction 
	Acts 
	Regulations 
	Standards, codes or guidelines 
	Responsible State or Territory agency 
	Enforcement agencies 

	Victoria (continued) 
	Building Act 1993, as amended by the Building (Legionella) Act 2000 (continued) 
	Building (Cooling Towers Register) Regulations 2001 
	Guide to Registering a Cooling Tower System 
	Building Control Commission 
	Department of Human Services 

	
	
	Plumbing (Cooling Towers) Regulations 2001 
	AS/NZS 3666 (Mechanical services work only) A Code of Good Practice for the Servicing, Maintenance & Recommissioning of Mechanical Services Plant & Equipment Technical Solutions 6: Hot water plumbing Technical Solutions – 7: Mechanical Services 
	Plumbing Industry Commission 
	Plumbing Industry Commission 

	Tasmania 
	Public Health Act (1997) 
	
	Guidelines for Legionella (2001) 
	Department of Health and Human Services 
	Department of Health and Human Services 

	South Australia 
	Public and Environmental Health Act (1987) 
	General provisions of Act. Specific Regulations proposed 
	AS/NZS 3666 and HB-32 as base reference documents. AS/NZS 3500.4.2 by reference. Proposed “Standard for the Control of Legionella in Manufactured Water System in South Australia” 
	Department of Human Services (DHS) 
	Local Government and DHS in unincorporated areas. 


	Jurisdiction 
	Acts 
	Regulations 
	Standards, codes or guidelines 
	Responsible State or Territory agency 
	Enforcement agencies 

	South Australia (continued) 
	Development Act (1993) 
	Building Code of Australia 
	AS/NZS 3500.4.2 
	Local Government Department for Transport, Urban Planning and the Arts (DeTUPA) 
	Local Government, (DeTUPA in unincorporated areas). 

	Western Australia 
	Health Act 1911 
	Health (Air Handling and Water Systems) Regulations 1994 
	AS 3666 (1989) 
	Health Department of WA 
	Local Government 

	Australian Capital Territory 
	Public Health Act 1997 
	
	ACT Cooling Towers and Warm Water Storage Systems Code of Practice 2000 (Code of Practice) 
	ACT Department of Health, Housing and Community Care 
	ACT Department of Health, Housing and Community Care 

	Northern Territory 
	Public Health Act 1952 Work Health Act 1986 
	Building Regulations 1993 
	Building Code of Aust F4.5 & I1.2, 1668.2 & AS/NZS 3666.1 Guide on Legionnaire’s Disease Guidance for the Control of Legionella - NEHF 
	Department of Lands Planning & Environment Department of Industries & Business Territory Health Services 
	Department of Lands Planning & Environment Department of Industries & Business Territory Health Services 


11. Statutory law obligation in relation to compliance with AS 1851 – 2005 (Fire Protection Association Australia White Paper 2005)

	State
	Legislation
	Controlled By
	Essential Service name

	Australian Capital Territory
	Building Act 2004

Building Regulations 2004
	ACT Fire Brigade
	Active Fire Safety Systems

	New South Wales
	Environmental Planning and Assessment Act 1979

Environmental Planning and Assessment Regulations 2000
	Department of Planning
	Essential Fire Safety Measures

	Victoria
	Building Act 1993

Building (Interim) Regulations 2005
	Building Commission
	Essential Safety Measures

	Queensland
	Fire and Rescue Service Act 1990

Fire and Rescue Service Regulations 1991
	Queensland Fire and Rescue Service
	Fire Safety Installations

	Tasmania
	Building Act 2000

Building Regulations 2004
	Department of Infrastructure, Energy and Resources
	Essential Safety and Health Features / Measures

	South Australia
	Development Act 1993

Development Regulations 1993
	Planning SA
	Essential Safety Provisions

	Western Australia
	No specific essential service provisions other than those prescribed in BCA. General Building Control matters are covered under

Local Government (Miscellaneous Provisions) Act 1960 and Building Regulations 1989
	Building Codes and Regulations Branch of Department of Housing and Works
	No defined term

	Northern Territory
	Building Act

Building Regulations
	Department of Infrastructure Building Advisory Services Branch
	Safety Measures


Annex B to Attachment 1 Guidelines for O&M Manuals
Australian Standard Reference Information

1. The following summary information is provided as a guide only to content of O&M Manuals.  Specific reference must be made to the current relevant Australian Standard for more accurate information on required contents for O&M Manuals.

AS1851- 2005 Maintenance of fire protection systems and equipment

2. This Standard sets out requirements for the inspection, test, preventative maintenance and survey of fire protection systems and equipment. It covers the statutory maintenance requirements of the Essential Fire Safety Measures referred to in the Environmental Planning and Assessment Regulation and as such its requirements are mandatory.

3. The Standard documents the statutory maintenance, testing and recording requirements for:

· Automatic fire sprinkler systems

· Fire pumpsets;
· Fire hydrant systems;
· Delivery lay flat fire hose;
· Fire detection systems;
· Smoke alarms and heat alarms;
· Fire alarm monitoring systems;
· Sound systems for emergency purposes;
· Intercom systems for emergency purposes;
· Gaseous fire extinguishing systems;
· Fixes aerosol fire extinguishing systems;
· Open nozzle water mist fire extinguishing systems;
· Fire hose reels;
· Portable and wheeled fire extinguishers;
· Fire blankets;
· Passive fire and smoke containment systems;
· Fire and smoke control features of HVAC systems; and
· Emergency evacuation procedures

4. The implications of this Standard on the O&M Manuals content are:

· All systems / equipment installed must be documented in the manuals. This includes fans, dampers, hose reels, hydrants etc. 

· Details relating to the operation and ongoing maintenance, testing and reporting of the systems / equipment (including manufacturers recommendations) must be included;

· Include documentation relating to fire engineered solutions (if applicable) to allow for ongoing certification;

· Certifications for the installation, testing and commissioning of these systems / equipment must also be included.

5. Other specific sections within the standard pertaining to the O&M Manual content requirements include:

· Clause 1.9 – Design, installation and commissioning standards 

· Clause 18.2.4 – Documentation (Fire and Smoke Control Features of HVAC systems)

Clause 1.9 – Design, installation and commissioning standards

6. This clause recommends that O&M Manuals must include the maintenance routines for pre-engineered fire protection systems in accordance with the manufacturers’ instructions.

Clause 18.2.4 – Documentation (Fire and Smoke Control Features of HVAC systems)

7. The following clauses under Clause 18.2.4 identify specific O&M Manual content requirements for HVAC. .

Clause 18.2.4.1 General

8. The property owner or occupier must maintain records required to implement the maintenance program which shall include the following:

· •
A schedule of essential functionality and performance requirements;

· •
Operating and maintenance manuals;

· •
Maintenance schedule;

· •
Maintenance records;

· •
Plant register;

· •
Plant history sheet; and

· •
Diagram(s) of the installation.

Clause 18.2.4.2 Schedule of essential functionality and performance requirements

9. A schedule indicating the correct fire mode operation of all components such as fan and dampers and the required performance parameters of the system must be documented in the O&M Manual.  

10. The schedule of essential functionality and performance requirements shall incorporate:

· Unambiguous description of HVAC system operation in fire mode;

· Provision to record the status and/or performance (correct or faulty) of:

· Operation of every fan or air-handling (AHU) in normal duty;

· Operation of every fan or AHU during general fire alarm condition;

· Operation of every motorised damper required to operate during a general or zone specific fire alarm condition;

· Every required make-up airflow path (natural or via door or damper);

· Manual override control from the fire fan control panel (FFCP); and

· Fan or damper indicator lamps on the FFCP.

· Describe specific HVAC function linked to specific fire alarm zone reference and record correct operation of fire/HVAC function;

· Record that the appropriate fire systems and HVAC personnel have both been involved in the checking / test process, so that the fire / HVAC interface can be seen to have been demonstrated;

· Demonstrate that the essential HVAC systems are capable of performing to the standard to which they were originally installed; and

· Provide floor plans showing smoke alarm zones necessary for the development of the schedule of essential functionality and performance.

11. A copy of the functionality forms must be included in the manuals as per the examples provided in AS1851:2005 

Clause 18.2.4.3 – Operating and maintenance manuals (HVAC)

12. Operating and maintenance manuals shall be provided for all plant, equipment and systems and must include at least the following:

· The performance criteria for all fire and smoke control features of the HVAC systems and also identify alternative fire engineered solutions and design criteria;

· Results of initial commissioning tests for all fire and smoke control features of the HVAC systems;

· Physical details of the plant, equipment and systems;

· Supplier’s recommendations on maintenance and management;

· Recommended cleaning methods and dismantling instructions;

· Start-up, operating and shutdown procedures; and

· Particulars of the maintenance program.

Clause 18.2.4.4 Maintenance Schedule (HVAC)

13. The O&M Manual shall list all required items of plant and equipment and operational features to be subjected to the maintenance routines set out in this Standard.

Clause 18.2.4.5 Plant Register (HVAC)

14. The O&M Manual shall list all items of plant and equipment that require inspection as a prerequisite to maintenance and shall describe their locations within the building. This shall include design data and unit capacities in sufficient detail to order a replacement of equivalent performance.

Clause 18.2.4.7 Diagrams of the installation (HVAC)

15. Plans included in the O&M Manual must be floor plans showing smoke alarm zones necessary for the development of the system functionality test chart.

AS 2293.2:1995: Emergency evacuation lighting for buildings - inspection and maintenance

16. This Standard sets out the periodic inspection and maintenance procedures which are necessary to ensure that emergency evacuation lighting systems will be in a state of readiness for operation at all times. It applies to central and single-point emergency lighting systems, as defined in AS 2293.1. This Standard relates to equipment referred to in the Environmental Planning and Assessment Regulation under the Essential Fire Safety Measures. Therefore its requirements are statutory.

17. While AS 2293.2 deals with the specific maintenance routines it directs the reader to AS 2293.1 Section 7 for specific O&M Manual requirements to assist in conducting the inspection and maintenance checks required by this Standard. 

18. Not withstanding this, O&M Manuals must include maintenance instructions for the emergency evacuation lighting in accordance with this Standard.

19. Appendix A of the Standard requires the following information to be provided to facilitate the maintenance of batteries and battery chargers:

· Instructions for checking electrolyte levels;

· Battery float voltage limits;

· Cell float voltages / electrolyte density; and

· Instructions for neutralising spilt battery liquid.

20. Appendix B of this Standard suggests that instructions for the cleaning of the luminaries are to be included in the O&M Manual.

AS 2293.1-2005: Emergency escape lighting and exit signs for buildings - System design, installation and operation

21. This Section sets out requirements for the operational performance, arrangement and control of emergency lighting systems. It also specifies a discharge test, applicable at the time of commissioning the completed installation, to check that the appropriate duration of operation is achieved. This Standard relates to equipment referred to in the Environmental Planning and Assessment Regulation under the Essential Fire Safety Measures. Therefore its requirements are statutory.

Section 7 – Information required for maintaining the system 

22. This section of the standard requires: 

· An operating and maintenance manual in a durable hard-bound cover shall be provided for each emergency lighting installation;
· The operation and maintenance manuals should contain the following;
· The data required to carry out the maintenance procedures in AS2293.2, as appropriate; and
· The information required by Clause 7.2.2 for Central Systems or Clause 7.2.3 for Single Point Systems, as appropriate (listed below);
23. The information listed in Appendix A of AS/NZS 2293.2, where applicable, for the guidance of maintenance personnel (listed in the previous section)

24. According to the standard, a ‘centrally supplied’ (emergency lighting) system is a system of emergency lighting in which a number of emergency luminaires, or exit signs, or both are supplied from a common power source. Within a building there may be more than one power source, each of which supplies the emergency luminaires and exit signs in a particular section of the building. A ‘Single-point’ (emergency lighting) system, on the other hand is a system of emergency lighting employing only self-contained type emergency luminaires.

Clause 7.2.2 Information relating to central systems 

25. For central systems, the O&M Manual shall contain the following information:

· Battery data;
· Battery charger data;
· Inverter data;
· Installation data which includes As-installed plans showing;
· the location of all emergency lighting equipment including emergency luminaires and exit signs;

· the supply circuits;

· all submains cable routes;

· luminaire/exit sign and lamp details;

· Each emergency luminaire and exit sign with a separate designation for identification purposes;
· a legend to identify the type of luminaire or exit sign or alternatively, a detailed schedule listing the required information may be supplied in lieu of installation plans;
· Wiring diagrams with As-installed circuit diagrams covering the entire emergency lighting installation external to the battery charger and inverter panels. These diagrams shall show cable sizes, circuit-breaker or fuse ratings, relay or contactor ratings and the total emergency lighting maximum demand; and
· A maintenance schedule setting out step by step the tests required by AS 2293.2 at each of the nominated intervals.

Clause 7.2.3 Information relating to single-point systems

26. For single-point systems, the operating and maintenance manual shall contain the following information:

· Installation data As-installed plans showing;
· the location of all self-contained emergency luminaires and exit signs;

· their supply circuits (see also Clause 7.2.5);

· Each emergency luminaire and exit sign shown shall be given a separate number for identification purposes; 
· a legend to identify the type of luminaire or exit sign. Alternatively, a detailed schedule listing the required information may be supplied in lieu of installation plans;
· Connection diagram As-installed circuit diagrams showing the typical external connections for each type of self-contained emergency luminaire and exit sign;

· Luminaire data full technical data including lamp information for each type of self-contained emergency luminaire and exit sign;

· A maintenance schedule setting out step by step the tests required by Section 3 of AS/NZS 2293.2 at each of the nominated intervals;

· Where facilities are provided for automatic discharge testing, the operating and maintenance manual shall contain the following information;
· The location of any control and indicating panels, if applicable;

· Details of the operation of the system, including the meanings given to the indications of system status that are provided; and
· Where a centralized system of control is used, identification of the association between individual emergency luminaires and exit signs and the controllers to which they are connected.

AS 3666.1:2002 - Air-handling and water systems of buildings - Microbial control - Design, installation and commissioning

27. The objective of this standard is to assist in the control of micro-organisms in building systems, particularly those associated with legionnaire’s disease, Pontiac fever, hyper-sensitivity pneumonitis and humidifier fever. This standard is linked to the NSW Public Health Act in NSW and other State Acts and therefore constitute a legal/statutory requirement. 

Section 2.6 – Evaporative air handling equipment

28. This section states that O&M Manuals shall include at least the following:

· Physical details of the plant, equipment and systems and pre-treatment carried out.

· Recommendations on maintenance including water treatment maintenance and management.

· Recommended cleaning, disinfection and emergency decontamination procedures.

· Start-up, operating and shut-down procedures.

· Particulars of the maintenance management program including plant servicing and cleaning schedules.

29. Please note that O&M Manuals and maintenance service records must be readily available at the site for inspection by regulatory authority upon request.

AS 4032.1-2005: Water supply – Valves for the control of heated water supply temperatures (Thermostatic Mixing Valves)

30. This Standard specifies the requirements for the design, construction, testing performance and means of compliance for metallic-bodied thermostatic mixing valves.  (According to the standard, a thermostatic mixing valve (TMV) is mixing valve in which the temperature of the water from the mixed water outlet is automatically controlled to a pre-selected temperature that is suitable for direct contact with the skin). This Standard relates to “regulated” equipment that has been identified in the Public Health Act and is therefore mandatory.

31. Sections within the standard pertaining to the O&M Manual content requirements include:

· Clause 1.8 – Scope and General 

· Appendix C

32. Clause 1.8 requires that each valve shall be accompanied by installation, commissioning, field-testing and maintenance instructions, in English, in accordance with Appendix C. 

33. Appendix C of this Standard requires that the O&M Manual maintenance instructions include the following:

· Name and address of the manufacturer and the relevant agent;

· Complete written sequential maintenance details in accordance with AS 4032.3 for the referenced thermostatic mixing valve, including an exploded view with reference to all parts;

· Identification of spare parts including lubricants and sealants for recommended routine servicing;

· Procedures for problem-solving and corrective actions;

· Instruction that the maximum time interval between routine services is 12 months; and

· Details of any other relevant instructions.

AS 4032.3-2004 Water supply – Valves for the control of heated water supply temperatures 

34. This Standard specifies minimum requirements for field-testing and maintenance/ replacement of thermostatic mixing valves, tempering valves and end-of-line temperature actuated devices. The standard lists three main types of valves: 

· Thermostatic Mixing Valves;

· Temping Valves; and

· End-of Line temperature actuated devices. 

Thermostatic Mixing Valves

35. According to Appendix B of the Standard, the following shall be reported:

(a) The model, manufacturer and identification of the valve.

(b) Location of the valve

(c) Temperatures recorded during test.

(d) Details of tests, maintenance and parts replaced.

(e) Reference to this test method, i.e., AS 4032.3, Appendix B.

Temping Valves

36. According to Appendix C of the Standard, the following shall be reported:

(a) The model, manufacturer and identification of the valve.

(b) Temperatures recorded during test.

(c) Details of test, maintenance and parts replaced.

(d) Location of the valve

(e) Reference to this test method, i.e., AS 4032.3, Appendix C.

End-of Line temperature actuated devices

37. According to Appendix D of the Standard, the following shall be reported where required:

(a) The location of the device.

(b) Temperatures recorded in Step D4(d).

(c) Details of the device replacement.

(d) Reference to this test method, i.e., AS 4032.3, Appendix D.

Attachment 2 DEMS Data Requirements
1. The following information is to be populated into a DEMS Remote Data Modules (RDM) and uploaded back into DEMS.
Structure Information
General Structure Details
	Field Name
	Notes

	Description
	A general description of the structure 

	Category
	Selected from the values in the drop down list

	Class
	Selected from the values in the drop down list

	Status
	Selected from the values in the drop down list

	Gross External Area
	

	Latitude
	decimal to 2 decimal places

	Longitude
	decimal to 2 decimal places

	Date Built
	

	Construction Cost
	Not including the cost of the equipment as equipment details will hold that


Construction Materials

	Field Name
	Notes

	Construction Type
	Selected from the values in the drop down list

	External
	Selected from the values in the drop down list

	Ceiling
	Selected from the values in the drop down list

	Roof
	Selected from the values in the drop down list

	Floor
	Selected from the values in the drop down list

	Frame
	Selected from the values in the drop down list

	Internal
	Selected from the values in the drop down list

	Attributes
	Eg Sewer Mains connection, Elect Mains Connection, 415Volt Power connected
Selected from the values in the drop down list


Levels and Spaces
2. The standard for the collection of levels and spaces data is contained in the SDMP Section 7 Part 3.
	Field Name
	Notes

	Level Code
	

	Level Name 
	

	Gross External Area
	

	Gross Internal Area
	

	Space Code
	

	Space Name
	

	Area
	

	Space Standard
	Selected from the values in the drop down list

	Floor Finish
	Selected from the values in the drop down list


Defects Liability Period
	Field Name
	Notes

	DLP Start Date
	

	DLP End Date
	

	Company Name
	

	Company Phone
	

	Company E-Mail
	

	DLP Comments
	


Equipment Information

General Details

	Field Name
	Notes

	Service
	Auto Completed by selection of Subservice

	Sub-Service
	Selected from the values in the drop down list

	Contract
	Auto Completed by selection of Subservice

	Equipment ID
	Provided by Spotless

	Status
	If decommissioning or disposing old equipment this must be changed for those equipments


Detailed Information

	Field Name
	Notes

	Usage
	A general description of what the Equipment is used for

	Site
	The Defence Property Site Automatically completed by system

	Building
	The Defence Building ID automatically completed by the system

	Level
	The level data be entered first to fill the dropdown list

	Space
	The spaces data be entered first to fill the dropdown list

	Location
	A general description of where the equipment is located in the space, eg Beneath the stairs on the north wall

	Service 
	Auto Completed by selection of Subservice when completing the Equipment General data

	Sub Service
	Auto Completed by selection of Subservice when completing the Equipment General data

	Date Commissioned
	

	Date De-Commissioned
	Only required if decommissioning old equipment Selected from the values in the drop down list

	Condition
	Selected from the values in the drop down list

	Manufacturer
	

	Model No
	

	Serial No
	

	Date Installed
	Note date installed is not necessarily the date commissioned

	Purchase Cost
	

	Supplier
	

	Replacement Cost
	

	Next Replacement Year
	

	Replacement Frequency
	

	Attributes
	Selected from the values in the drop down list Eg CEZ for Communications Exclusion Zone


Plant Special Licence Data
	Field Name
	Notes

	PSL Type
	Selected from the values in the drop down list

	Unit
	Selected from the values in the drop down list

	Modifications History
	Needed if project modifies any existing equipment or the new equipment is modified from standard

	Location of Maintenance records
	


Cranes and Building Maintenance Units
	Field Name
	Notes

	Unique ID
	

	Design Number
	

	Max Safe Working Load
	


Concrete Placing Units with Booms
	Field Name
	Notes

	Unique ID
	Only if delivered as a part of the project

	Boom Length
	


Pressure Equipment
	Field Name
	Notes

	Design Number
	

	AS 3778 Vessel Types
	Selected from the values in the drop down list

	Government Stamping
	

	Design Pressure 1 (Mpa)
	

	Design Pressure 2 (Mpa)
	

	Type of Chamber 1
	

	Type of Chamber 2
	

	Capacity 1 (litres)
	

	Capacity 2 (litres)
	

	PV Factor (MPal)
	

	Contents
	

	Hazard Category
	


Inspections Details
	Field Name
	Notes

	Type of Inspection
	Selected from the values in the drop down list eg Commissioning, External (AS3788)

	Inspection date
	

	Next Inspection Due
	

	Inspection Organisation
	

	General Comments
	Relating to the Inspection…..


Warranty

	Field Name
	Notes

	Start Date
	

	End Date
	

	Comments
	Where to go to for warranty work, Company Name, Phone, Address etc


Attachment 3 Spatial Data Requirements
Defence Spatial Data Specifications

1. Defence Support Group’s Spatial Data Specifications have been developed to:

· Provide adequate standards for delivery of Spatial data to Defence; and
· Standardise the presentation of Spatial data in all CSIG Regions.
2. The reference document for complete information is the Spatial Data Management Plan.  The document is available on the IM at the link “Spatial Information” at the bottom left of the IM home page (only for internal DRN users, external access by arrangement).  The specification is broken into a number of sections.  The sections relevant to O&M Manuals and Handover are:

· Part 1, Survey Specifications for Facility Detail Capture; and
· Part 2, CAD Specifications for Facility Detail Data.
3. The following is an overview.  (Always refer to the full document for detailed information).

Part 1, Survey Specifications for Facility Detail Capture

4. Used to amend and update existing spatial databases, assist in planning and provide a permanent record of development. 

5. All as-built drawings shall be in accordance with AS1100 and any other relevant Australian or International standards.  Refer to the CSIG SDMP Section 1 – Guiding Principles, Section 4, for a full list of Standards applicable to CSIG Spatial data.

6. Detail Survey is to include all significant features and Services (Above and Below Ground) from the Building line out.

· Existing structures;
· Buildings;
· Kerbs;
· Manholes including storm water & sewer;
· U/G Cables / Conduits;
· Water supply features such as valves, hydrants etc;
· Concrete lined drains and other surface drainage structures;
· Road furniture and linemarking;
· Trees of a diameter greater than 0.2 m ; and
· Readily observed information regarding features and services shall be noted (e.g. size/diameter of culvert, lines between power poles, etc).
7. Deliverables in general will be:

· A survey report signed by the registered surveyor, stating methods applied, accuracy’s achieved, and discrepancies, if any, noted, etc;
· Final hard copy plan(s) at a scale of 1:500 for surveys;
· Digital data shall be in AutoCAD DWG format compatible with “Autocad 2000”;
· DWG files shall be both 2D and 3D. (refer section 1.1);
· Triangulated terrain model; and
· Data print outs, control mark diagrams, etc. (as appropriate).

Part 2, CAD Specifications for Facility Detail Data

8. Data Format - refer to the CSIG Baseline Spatial Data Specifications (SDMP section 6) for the required CAD format and version.
9. Drawing File Names - include within the filename the Property name and it’s DEMS code.  (ref SDMP section 6).
10. Layering - The major data group is a two (2) character field which categorises the data into groups. The current groups are:

	Code
	Description
	Code
	Description

	AC
	Air Conditioning
	SC
	Security

	AI
	Airport
	SE
	Sewerage

	CA
	Compressed Air
	SM
	Steam

	CM
	Communications Network
	ST
	Structure

	DR
	Stormwater Drainage
	SU
	Survey

	EL
	Electricity
	TO
	Topographic

	FI
	Fire
	TR
	Traffic

	FU
	Fuel
	UN
	Unknown

	GA
	Gas
	VE
	Vegetation

	OX
	Oxygen
	WF
	Water Features

	PR
	Property
	WS
	Water Reticulation

	RD
	Road
	
	


11. Supply of miscellaneous spatial data to Defence in CAD or raster format, e.g.

· Architectural, Engineering, Landscaping, Electrical, Data and communications etc

· The drawings are to be supplied as DWF and PDF files. The original AutoCAD drawings and all X-referenced files are to be supplied with the DWF or PDF files.

· All drawings are to be cleaned up (purged and audited) for archive purposes.

· All referenced images are to be supplied with the drawing. Image references are to be relative (not full path).

12. Refer to the attachment for a more detailed summary of the requirements for AutoCAD Layers Relating to CSIG Specification.
Attachment 4 Project Governance Information

1. This section describes the requirements for standardised management of project files for approved planned works projects.  Control of Electronic records ensures good recordkeeping practices are maintained throughout the maintenance activities on the Defence estate.  All documents assessed as containing corporate value are to be kept on the project file and handed to Defence at completion of the project.
Project File Structure

2. Project files (both hard copy and electronic) are to contain the record of activity on the project.  The following folder structure is provided as an example for the standardised information structure for the information held on project files.
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3. The CMS project manager is to handover project documentation to the DS Contract Authority throughout the course of, and at the completion of, each planned works project.  The CMS project manager will develop and maintain project specific documentation for all Risk Managed Works projects undertaken under the CMS contract.  It is envisaged that CMS Project Files will mirror the DS management files, excluding the CMS – Subcontractors/SMEs general correspondence information.

4. The CMS project manager will provide copies of project specific documentation to the Contract Authority on an ongoing basis through the progress of the project. This documentation will include, but not be limited to the following:

· Agreed and signed off project scope;
· Consultant communication;
· Approved Tender Evaluation Plans (TEP/PTP);
· Approved Tender Evaluation Board Reports (TEBR);
· Specification and Drawings for the project including Final As-Built documentation;
· Contract Terms and Conditions;
· Letters of Acceptance;
· Letters of Non-acceptance;
· Access and Possession of Site Notification;
· Security Advice Notice;
· Project Construction Program;
· Notification of Insurance coverage;
· Payment Claims;
· Statutory Declarations;
· Variation requests and recommendation advice;
· Licences and permits;
· Minutes of Site meetings;
· Notice of rectification of Omissions and Defects;
· Certificate of Substantial Completion ;
· Handover Certificate; and 

· Final Certification

Final Certificate, including release of Security

5. The CMS project manager will be responsible for providing the DS Contract Authority with the handover plan for all planned works projects.  This plan will include for, but not be limited to the following:

· Defect Liability start and finish date;
· Defect Liability Maintenance requirements, maintenance schedules and responsibilities;
· Commissioning and Test Certificates;
· Compliance Certificates and Warranties;
· Key Schedule;
· As constructed Drawings and Schedule;
· Operating and Maintenance Manuals and Log Books;
· Operating Training and Instructions;
· Schedule of Furniture and Portable Items;
· FP&EM Commissioning and Test results and sheets ;
· Fire Protection Equipment Schedule;
· Security Alarms and Access Control Schedules;
· Fuel and Gas storage Schedule;
· Communication and Data Schedule;
· Impacts on existing contract services; and
· The completed DEMS RDM

6. The CMS project manager and DS project officer are to meet regularly throughout project delivery to ensure that all project documents are completed and on file.























































