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APPENDIX D

BUILDING MAINTENANCE MANUAL         

Contents to include:
1.
Plans                
-
All elevations                       
-
Floor layouts
-
Roof (plan view)  
-
Services: to include the location and route of all above and below ground drainage, appliances, equipment, control valves, switches and the like
2.
Defect Information
Details of contractors to be contacted during the defects period, including emergency out of hours service, with following information:
· Name of organisation

· Name of contact

· Email of contact

· Telephone number of contact

3.
Certificates             

-
Test certificates for all items of mechanical and electrical equipment including TV and radio receiving equipment, door entry systems, lifts, stair lifts and warden call systems etc.

-
Copies of gas and electricity safety and test certificates.  Gas certificates shall be GAS SAFE certificates and electrical certificates shall be NICEIC or equivalent.


-
Building Regulations Completion Certificates


-
NHBC Certificates or equivalent.

4.
General Information

-
Council planning approval including any conditions applied to the approval

-
Panning statements taken from the “Design and Access Statements”


-
SAP information, including Energy Performance Certificates


-
Details of any unadopted roads, street lighting, drainage systems, pumping stations, and anything else which may come under this heading.  To include suitable drawings / plans.

-
Name, address and telephone number for the trade counters used on the project, including electrical and heating and plumbing contractors.
5.
Operations & Maintenance

-
Details of any maintenance agreements entered into by the Contractor.


-
Operating, maintenance and service instruction manuals for all mechanical, electrical and other service installations including equipment and appliances.


-
Details of any appliance or installation manufacturer’s guarantee or warranty, highlighting any conditional maintenance required.


-
Component and supplier information for services including sanitary ware, kitchen units, iron monger, etc.


-
Technical information for windows, doors, door entry systems etc. including copies of guarantees/warranties etc.


-
Technical and maintenance information for materials used e.g. floor, wall and ceiling finishes, including final colours used.


-
Schedule detailing quantities of key components for inclusion in stock condition survey


-
Servicing schedules and contracts (for all necessary items)

6. Photographs
· Site photos showing various phases of construction and of the completed buildings.

· Detailed photos of pumps, tanks etc. (also marked on site plan)
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