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Commissioning & Plan Review Procedures

Procedure 7.3 – Commissioning Reports

This procedure defines the Commissioning Report process.  Commissioning Reports shall be issued periodically throughout the construction of a project (typically one every few months at the beginning, increasing to one every month for the last third of the project).  In addition, a Final Commissioning Report shall be issued soon after the Substantial Completion of the project.

1. Prepare Commissioning Reports using Microsoft Word.  Create a Microsoft Word file for the first report and update it for each subsequent report.  See Page 4 for a suggested Commissioning Report format, an electronic copy of which is available on the Web at http://www.aec.bf.umich.edu/for.archs/com/facilities_comm_procedures.doc.
2. Document in the Commissioning Reports all open issues discovered during the commissioning process.  While most issues will relate to the commissioning process, also include any quality control issues (code violations, material substitutions, poor workmanship, damage, etc.) that are discovered during commissioning (unless they are added to the project's quality control list instead).

a. Provide a heading for the Commissioning Report that includes:

· Sequential number and date of the report.

· Building and project name, and U-M Project Number.

· Report author and distribution list.

b. Provide a short summary of the project’s commissioning status, including:

· Number of systems functionally tested and remaining to be functionally tested.

· Number of systems functionally tested since the last report.

· Number of systems scheduled to be functionally tested soon.

c. Create a table (or paragraph) for each system tab in the Commissioning Manual.  Indicate the status of the table within the report (new, unchanged, modified, or complete).

d. Within each table, summarize the commissioning status of that system.

· List the commissioning activities to date and include a date for each activity.

· Provide any general comments and include a date with each comment.

e. Within each table, itemize the commissioning issues.

· Assign each issue a number consisting of the Commissioning Report number in which the issue first appears, followed by a period, followed by a sequential number.

· Provide a description of each issue and reference the appropriate specification section or drawing.  If the issue is not covered in the contract documents, state this.

· Indicate the current status of the issue (new, unchanged, modified, or complete).

· Attach a digital photograph if beneficial to do so.

3. Transmit an electronic copy of each commissioning report to the Commissioning Supervisor and Commissioning Team (Project Director, Project Manager, Architect/Engineer representative, General Contractor, applicable Sub-Contractors, Users, and Plant Operations).

4. Discuss the status of the open issues at each commissioning meeting.

a. Request that the Project Manager expedite closure of the open issues.  Quality control issues should be transferred to the project’s quality control list.  Once this is done, these issues can be changed to blue hidden text in the Commissioning Report.

b. Request to be notified (either verbally or in writing) when open issues have been completed.  Also, monitor project documents such as meeting minutes to ascertain when open issues have been completed.

5. When issues have been reported as completed, spot check that they have been completed satisfactorily.  Fill in closure dates in the Commissioning Report for the completed issues.

6. After issues have been declared in one Commissioning Report as being closed, change the appropriate lines in the tables to blue hidden text so that they are retained but will no longer print out in subsequent reports.

7. After all issues within a table have been closed and the commissioning of the system has been completed, change the entire table to blue hidden text.

8. If a significant issue is found that exceeds the project scope, document it for resolution during future projects.  E-mail the Commissioning Supervisor with details of the issue.  The Commissioning Supervisor shall forward the information to the Project Director, Project Manager, Director of A&E, and to the appropriate Manager of Utilities and Plant Engineering for their information, and to the Coordinator of the Facilities Condition Assessment Program for inclusion in the FCA database.

9. Issue a Final Commissioning Report within three months after Substantial Completion.

a. Rearrange the open issues into two groups.

· Group A:  Open issues related to construction (e.g. unresolved Contractor deficiencies, vendor equipment deficiencies, incomplete commissioning, etc.).

· Group B:  Open issues that require Project Team involvement (e.g. unresolved design deficiencies, issues requiring CCD’s, etc.).

b. Retain all of the closed issues and completed tables as hidden text.

c. Label the report “Preliminary and Advisory” on the front cover.

d. Transmit an electronic copy of the Final Report to the Commissioning Supervisor and to the Commissioning Team for review and comments.

e. Discuss the Final Report with the Commissioning Team.  Add the date of closure and change to hidden text all issues that are closed.

f. After the Final Report is approved by the Project Director and Project Manager, remove the “Preliminary and Advisory” from the front cover.  Issue printed copies of the Final Report (open items only – do not print out the hidden text) to the Commissioning Supervisor and to the Commissioning Team.  In addition, provide:

· One additional copy to the Project Director.

· One additional copy to the Project Manager.

· Two copies to the Plant Manager of Mechanical Engineering.

· One copy to the Plant Operations Manager of Zone Maintenance.

· One copy to the project's Facility Manager.

· One copy to the Facilities Information Center for archiving.

g. Provide the Commissioning Supervisor with an electronic copy of the Final Report.  The Commissioning Supervisor shall arrange for its filing on the Plant Operations UPE Group server.
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This report documents the status of systems being commissioned and tracks the resolution of issues discovered by the Commissioning Team during the Commissioning Process.

This report contains closed issues as blue hidden text.  To toggle between just the open issues and all of the open and closed issues, click on the "Show/Hide" paragraph mark on the Microsoft Word tool bar.

Cx Summary:
System Functional Tests that have been completed:       


System Functional Tests that remain to be completed:       


System Functional Tests completed since last report:       


System Functional Tests scheduled for near future:       
System Tab numbers listed below correspond to the tab numbers in the Cx Manual.  Status categories listed below are (N) New, (U) Unchanged, (M) Modified, or (C) Complete.

Duplicate this table for each Cx Manual System Tab and complete a "Report.Issue#" line for each issue.  Use the "Tab" key to add more lines.
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