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BUILDING MECHANICAL EQUIPMENT 

SCHEDULING ROUTINE MAINTENANCE 

1. GENERAL 18. Heater, Space 
19. Heater, U n i t  

1.01 This sect ion outlines a plan f o r  schedul- 20. Hoist 
ing the routine maintenance of building 

mechanical equipment. The procedures suggested 
apply t o  mechanical plant  permanently located 
i n  t he  building and not t o  f ix tures ,  tools  o r  
portable equipment. 

1.02 The procedures include the following: 

(a )  A numbering system t o  ident i fy  the  
various items of mechanical plant  fo r  

record purposes. 

(b) A card record system for  establishing 
and maintaining an inventory of the 

un i t s  of equipment i n  each building and 
f o r  recording the maintenance procedures 
t o  be followed f o r  each unit.  

(c)  A method of scheduling the routine 
maintenance required on each item of 

equipment and f o r  indicat ing completion of 
the work. 

(d) A procedure f o r  reporting repairs  and 
replacements with provisions f o r  asso- 

c i a t ing  these reports  with the  equipment 
record. 

2. IDENTIFICATION OF EQUIPMENT 

2.01 I n  order t o  provide a posi t ive means of 
ident i f ica t ion  and reference, each major 

item of equipment i s  numbered. Following is 
an i l l u s t r a t i v e  numbering system. 

1. A i r  Conditioning (Package) Unit 
2. Air F i l t e r  Unit 
3. Blower, Ventilating 
h. Boiler, Heating 
5. Boiler, Hot Water Supply 
6. Burner, Gas 
7. Burner, O i l  
8. Compressor, Air 
9. Compressor, Refrigerating 

10. Convevor 
IJ.. ~ampeE 
1 2 .  Drinking Water Cooler 
13.  levat tor 
1 .  Fan, Ventilating 
15. Furnace, W a r m  A i r  Heating 
16. Generator, Motor 
17. Heater, Hot Water 

2 Incinerator 
22. Kitchen Equipment - - 

Meter 
Panel. Switch, Elec t r ic  
Pump,-water 
Pump, SUP 
Pump, Vacuum 
Softener, Water 
Stoker 
Tank, Air 
Tank, Fuel O i l  
Tank, Hot Water Storage 
Tank, Water Supply 
Valve, Motorized 

2.02 The number of the major item of equipment 
i s  used as  a pref ix  follaved by consecu- 

t i v e  numbering of t he  individual un i t s  of t ha t  
type of equipment. For example, i f  there  were 
two heating bo i l e r s  in a building, they would 
be numbered 4-1 and 4-2. 

2.03 This method has the  advantage of grouping 
similar  items of equipment together  i n  

numerical order and allows fo r  t he  addit ion of 
equipment without breaking the nuuerical se- 
quence of t he  records. For instance, i f  i n  t he  
above example, a heating boi le r  were added, it 
would be given the number 4-3. 

2.04 Accessories and controls  associated with 
each major item of equipment but located 

away from it are given the same number as the 
major unit. This serves t o  properly ident i fy  
the accessories and controls  and i s  especial ly 
advantageous in cases where switches and relays 
control l ing several  major un i t s  a re  mounted to- 
gether on a remote w a l l  o r  panel. 

2.05 Elevators or  other pieces of machinery 
tha t  are maintained by others under con- 

t r a c t  are numbered fo r  record purposes. 

2.06 The numbers should be applied t o  each 
principal  u n i t  of mechanical p lant  and 

i ts re la ted  accessories and controls i n  a per- 
manent manner. For easy readabil i ty,  contrast- 
ing colors should be used and the s izes  of the 
numbers should be commensurate with the s i z e  of 
the equipment. Stenci l ing the numbers on with , 

paint  is a s a t i s f ac to ry  method and the use of 
decalcomania numbers is also sui table.  The 
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SECTION $1.350 

numbers should be located s o  as t o  be readily 
d i scern ib le  from t h e  normal approach t o  t he  
equipment. 

3. BUILDING MECHANICAL EQUIPMEW RECORD 
FORM E-3925 

3.01 Form E-392s serves  as an inventory record 
and f o r  posting maintenance information 

on t h e  var ious items of equipment. A separa te  
ca rd  i s  used f o r  each major uni t .  Exhibit  1 
shows a completed record card. 

3.02 The name of t he  equipment and i t s  as- 
signed number are  wr i t t en  i n  a t  t he  top 

of t h e  card i n  t h e  spaces indicated. The c i t y  
and t h e  address o r  name of t h e  bui lding a r e  
a l s o  entered in the  appropriate space. 

3.03 I n  t h e  space headed "Description," pe r t i -  
nent da t a  on the  equipment i tem a r e  t o  be 

shown. This should include all da t a  usua l ly  
appearing on t h e  naine p l a t e  such a s  make, s e r i -  
al number, s i z e ,  type, capacity,  etc. The use 
of t h e  equipment, a rea  served by it, o r  o ther  
da ta  may be entered here as  may be desirable.  
Guarantees i f  any should be noted. Data on 
e l e c t r i c  motors used t o  d r i ve  t he  un i t  a r e  re- 
corded on t he  lower pa r t  of t he  card a s  de- 
scr ibed i n  Paragraph 3.05. 

3.Oh Data on accessories  and cont ro l s  associ- 
a ted  with t h e  equipment a r e  entered i n  

t he  space headed "Accessories and Controls." 
This should include such items a s  switches, 
re lays ,  l i m i t  controls ,  gauges and other  minor 
it ems. 

3.05 Provision i s  made a t  t h e  bottom of t he  
card f o r  en te r ing  da ta  on t he  main dr ive  

motor f o r  items which a r e  e l e c t r i c a l l y  driven. 
The necessary information is general ly  shown 
on t h e  motor name plate .  

3.06 New cards a r e  prepared when ex i s t i ng  
equipment is  replaced and when addi t iona l  

items a r e  i n s t a l l ed .  

h. ROUTINE MAINTENANCE REQUIRDEWS 

L.01 After  t he  descr ip t ive  da ta  have been re- 
corded on t he  obverse of Form E-3925, f o r  

each major p lan t  u n i t  and i t s  accessory equip- 
ment, t h e  rou t ine  maintenance required on each 
pa r t i cu l a r  p iece  of equipment i s  posted on t he  
reverse  side. This information may be obtained 
from various sources such a s  manufacturer's in- 
s t ruc t ions ,  Company p r ac t i c e s  o r  ins t ruc t ions ,  
and from experience with t h e  type of equipment 
involved. 

h.02 The space on the  reverse s i d e  of t he  in- 
ventory card is provided f o r  b r i e f l y  de- 

sc r ib ing  t he  maintenance rou t ines  required. 
When more de t a i l ed  o r  supplementary information 
i s  considered necessary, it may be incorporated 
i n t o  a Bel l  System Pract ice  o r  other  s u i t a b l e  
form of instruct ion.  Reference is made t o  such 
addi t iona l  information i n  t h e  column headed 
"Reference. " 

h.03 The frequency a t  which each rou t ine  i s  t o  
be performed is indicated i n  t he  column i 

headed "Freq." using t h e  abbreviations shown a t  
t he  bottom of the  card. i 
h.0h The estimated time required f o r  the  per- 

formance of each rou t ine  i s  entered i n  
t he  l a s t  column. This information i s  necessary 
in  order t o  properly schedule t h e  routines.  

h.05 Exhibit  1 shows t he  reverse  s i de  of 
Form E-392s f i l l e d  out f o r  a t y p i c a l  item 

of equipment. 

L.06 If desired, a card iden t i fy ing  t he  i tem 
and bearing t he  rou t ine  maintenance in-  

formation out l ined i n  Paragraphs h.02 and h.03 
f o r  a pa r t i cu l a r  piece of equipment may be ap- 
p ropr ia te ly  mounted on o r  adjacent t o  the  un i t .  

5. SCHEDULING ROUTINE MAINTENANCE 

5.01 The rou t ine  maintenance requirements de- 
t a i l e d  onthe reverse  s i d e  of Forms E-3925 

a r e  used t o  prepare a schedule f o r  t h e  rou t i ne  
maintenance of a l l  items of mechanical p lan t  i n  
the  building. Form E-3926, Building Mechanical 
Equipment, Routine Schedule a d  Progress Chart 
is used f o r  t h i s  purpose. (Exhibit  2) 

5.02 Form E-3926 provides space f o r  recording 
t he  equipment number, name' of t h e  equip- 

ment, locat ion,  descr ip t ion  of rout ine,  re fe r -  
ence t o  de ta i led  ins t ruc t ions ,  name of employee 
t o  whom t h e  rout ine i s  assigned, and t h e  f r e -  
quency a t  which t he  rou t ine  is t o  be performed. 
The r i g h t  s i de  of t h e  form is s e t  up t o  indi-  
ca te  t he  week o r  weeks of t he  year  in which 
each rout ine i s  scheduled t o  be ca r r i ed  out. 

5.03 I n  a s m a l l  building, t he  rout ines  on all 
equipment can general ly  be l i s t e d  on t he  

same schedule. In l a r g e r  bui ldings,  where 
t he r e  is a considerable amount of equipment 
considerat ion may be given t o  making separa te  
schedules f o r  s h i f t s  o r  individuals  o r  f o r  cer- 
t a i n  items of equipment as  may be appropriate.  

i 
5.0b Separate schedules a r e  usua l ly  prepared 

f o r  e leva tors  s ince  such equipment is  
general ly  maintained by  special ized personnel 
and a considerable number of rou t ines  a r e  re-  
quired on t he  var ious p r i nc ipa l  components. 
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SECTION H51.350 

5.05 When t h e  grouping of rout ines  has been 
determined as out l ined in Paragraphs 5.03 

and 5.0b, t he  descr ip t ion  of t he  rout ines  and 
associated information is entered on Form E-3526 
a s  shown in Exhibit  2. 

5.06 The time each rou t ine  i s  t o  he performed 
is indicated by placing a diagonal mark 

in t h e  space f o r  t he  appropriate  week on t he  
schedule port ion of the  form. Daily rout ines  
should be made a p a r t  of t he  d a i l y  work assign- 
ments and a r e  not  t o  be included on t h i s  sched- 
ule. Weekly rou t ines  a r e  scheduled f i r s t  and 
then those performed biweekly. The l e s s  f r e -  
quent rou t ines  a r e  scheduled in tu rn  so t h a t  
t h e  work i s  spread out as  evenly as  p rac t icab le  
throughout t he  year. Items requir ing seasonal 
work such a s  bo i l e r s  must, of course, be sched- 
u led  in accordance with seasonal requirements. 

5.07 The completed schedules may be posted on 
a b u l l e t i n  board o r  placed in a book, de- 

pending on which method i s  most convenient in 
each case. 

5.08 Completion of t he  rou t ines  i s  indicated 
by crossing t he  diagonal s t rokes on t he  

schedule. 

6. REPORTS ON TROUBLE, REPAIRS AND REPLACEKENT 

6.01 I t . i s  intended t h a t  when t he  var ious rou- 
t i n e s  a r e  performed t h e  equipment w i l l  he 

inspected f o r  general  condition and f o r  anynec- 
e s s a ry  adjustments o r  repa i r s .  Minor adjust-  
ments o r  r epa i r s  should be made a t  the  time the  
rou t ine  i s  performed if possible.  Unlessunduly 
frequent ,  minor repa i r s  and adjustments arecon-  
s idered p a r t  of normal maintenance and need not 
be reported. 

6.02 Where t he  inspect ion d i sc loses  t r oub l e  
t h a t  can not  be cleared a t  the  time t he  

rout ine i s  performed o r  t he r e  i s  an ind ica t ion  
t h a t  major r epa i r s  or  replacements a r e  neces- 
sa ry ,  a repor t  should be made of t he  matte? fo r  
cor rec t ive  ac t ion  on Form E-3927, Building Me- 
chanical  Equipment, Report of Trouble Found, 
Repairs, Replacements o r  Removals. (Exhibit  3) 

6.03 The head ingof the  fo rmi s  t o  be f i l l e d  out 
a s  indicated,  showing t he  item, equipment 

number, locat ion,  and date. The form is d i rec ted  
t o  the  foremanorsu:,ervisor responsible f o r  t he  
maintenance of the  equipment as  l o c a l  p rac t ice  
may require .  I n  t h e  space headed "Trouble Found," 
t h e  t rouble  o rde f ec t  is described and recomen- 
dat ions a r e  made f o r  cor rec t ive  action. 

6.oL When cor rec t ive  ac t i on  has been taken, a 
descr ip t ion  of t h e  r epa i r s ,  replacements 

o r  r emova l s i s t o  be reported in the  space head- 
ed "Repairs, Replacements o r  Removals. " Cost 
da ta  may be entered here. However, co s t  da ta  
a r e  of secondary importance f o r  t he  purpose of 
t h i s  Pract ice  and may be omitted. The l abo r  
hours required t o  e f f ec t  t he  r epa i r  are  reported 
i n  t he  space indicated when t h e  work i s  per- 
formed by an employee. These data  may be sum- 
marized a t  monthly o r  other  i n t e rva l s  t o  deter-  
mine t he  t o t a l  hours t h a t  t h e  bui lding mechan- 
i c s  devote t o  r epa i r  operations. This time plus  
t h e  t o t a l  hours scheduled f o r  rou t ine  mainte- 
nance on Forms E-3925 provides t he  da ta  neces- 
s a ry  t o  estimate t he  time it i s  necessary f o r  
bui lding mechanics t o  spend in the  bui lding o r  
i n  t h e  case of l a r g e  bui ldings,  t he  number of 
mechanics required. 

6.05 Completed Forms E-3927 a r e  f i l e d  with 
Forms E-3925, t he  inventory record card, 

as  out l ined i n  Paragraph 7.05. 

7. FILING OF RECORDS 

7.01 The equipment record cards,  Form E-3925, 
a r e  t o  be f i l e d  i n  numerical order. The 

8" x 5" card i s  a s tandard s i z e  and f i l i ngdev i ce s  
a r e  ava i lab le  t o  s u i t  almost any requirement. 

7.02 In general,  it i s  p re fe rab le  t o  keep t he  
records i n t h e  bui lding inwhich the  equip- 

ment i s  ins ta l l ed .  However, it may he desira-  
b l e  t o  keep t he  f i l e  i n  a d i s t r i c t  o r  area head- 
quar te rs  i n  cases where severa l  bui ldings a r e  
supervised from an a rea  o r  d i s t r i c t  off ice .  

7.03 Where rou t ine  maintenance f o r  a number of 
bui ldings i s  performed by a mechanical 

maintenance group, considerat ion should he given 
t o  maintaining t h e  records i n  t h e  bui lding t o  
which t h e  group normally reports .  

7.0b Reports on t rouble ,  repa i r s ,  replacements 
and removals may be f i l e d  with t h e  in-  

ventory card  so t h a t  all information on each 
pa r t i cu l a r  item of equipment i s  associated. 

7.05 Forms 6-3927 r e l a t e d  t o  a pa r t i cu l a r  
equipment item a r e  f i l e d  with t h e  corre- 

sponding inventory card (Form E-3925) i n  an 
8" x 5'' k r a f t  f i l e  folder .  The fo lde r  i s  de- 
signed so t h a t  when the  inventory c a r d i s p l a c e d  
i n  it the  name of t he  item and t he  equipment 
number show above t h e  f r o n t  flap and it is 
there fore  not  necessary t o  l a b e l  t h e  folders .  
Forms E-3927 a r e  f i l e d  i n  the  fo lde r  i n  back of 
t he  inventory card. The fo lde r s  a r e  packed in 
l o t s  of 100 and may be ordered a s  follows: 

(Quant i ty)  Folder, F i l e ,  Ver t ica l ,  RHP 

Attached: 
Exhibi ts  1 through 3, inclusive.  
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EXHIBIT #1 

BUIIDING M3CHANICAL ETHIIPMXNT RECORD E-3925 
(1-52) 

Ilgl! EQUIP. NO. 26-1 

CITY &hatom BUIIDING  ATI ION. 1 3  lkin Street 

EQUIP. -TIO~ hematt-Boiler 68. D A ~ E  ?NSTALLED I947 

DESCRIPTION: WKE yeman Co. SERIAL NUMBER SD-6-45-2-H 

w e 1  B - "Drain-Dri" 

BCCESSORIBS 8 C ~ T R O L S I  C u t l e r - U r  Magnetic Switch, Bulletin 9586. Size 0 - 
Index 9586H. W5-U 

square "P Lina Sritch. Cat. Y45351. Seriss 4. 3 phase. 

A.C.  
MOTOR DATA I YlAKB Ho*.n Elec. Co. SERIAL ~ 0 . u m 5  H.P. 1/2 VOLTS 

PHASE- R.P.M. 1725 AWS. 1.84 FmME NO. - 
FRONT 

D9Plly S M - S ¶ ~ ~ O U ~ ~ ~  9-v A d n m u l l y  
K-Asekly w e 4  S A 4 h i 4 d 4  ADAS Directed 

~ata 4-1-51 mcded  ~y M. Jackson 

BACK 





BUILDING MECHANICAL EQUIPMENT w92'f 
REPORT O F  TROUBLE FOUND, REPAIRS,  REPLACEMENTS OR REMOVALS (1-52) 

EQUIP. NO. 2 6-/ 
/30 m- BUIIBINO LOCATION 

REPAIRS. REPUCELWTS CR R E r n A L q  

/Psh?CeB J2-Y 




