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COMMISSIONING PROCESS CHECKLIST

	Process
	Who is Responsible for Processes

	
	Government
	Commissioning Contractor
	Construction Contractor

	Identify Commissioning Agent
	
	
	

	Form Commissioning Team
	
	
	

	Government members
	
	
	

	Engineers in electrical, civil, & Mechanical
	
	
	

	Architect
	
	
	

	Planner
	
	
	

	Occupants/owners
	
	
	

	O & M Staff
	
	
	

	QAE’s
	
	
	

	Others
	
	
	

	Contractor members
	
	
	

	Engineers in electrical, civil, & Mechanical
	
	
	

	Architect
	
	
	

	Planner
	
	
	

	QAE’s
	
	
	

	Others
	
	
	

	Document Owner Requirements for Building System Performance
	
	
	

	HVAC Systems
	
	
	

	Lighting
	
	
	

	Indoor environment
	
	
	

	Energy Efficiency
	
	
	

	Siting & Building Orientation
	
	
	

	Water
	
	
	

	Environmental Responsiveness of the facility
	
	
	

	Other important issues
	
	
	

	Review the Basis of Design - it includes how each of the owner’s project requirements have been met in such areas as:
	
	
	

	Occupancy Requirements
	
	
	

	Space
	
	
	

	Process requirements (Building System Performance)
	
	
	

	Applicable codes
	
	
	

	Policies and Standards
	
	
	

	Load and climatic assumptions that influence design decisions
	
	
	

	Commissioning Plan
	
	
	

	Prepare brief overview of the commissioning process
	
	
	

	List of all systems & assemblies included in the Commissioning Authority’s scope of work
	
	
	

	Identification of the Commissioning Team & its responsibilities
	
	
	

	Description of the management, communication and reporting of the commissioning process
	
	
	

	Overview of the commissioning process activities for the pre-design, design, construction, and occupancy and operations phases, including development of the owner’s project requirements, review of the basis of design, schematic design, construction documents and submittals, construction phase verification, functional performance test development and implementation and 10-month warranty review (IF going for EA3)
	
	
	

	List of expected work products
	
	
	

	List of key commissioning process milestones
	
	
	

	Ensuring Commissioning Components are in the Construction Documents
	
	
	

	Commissioning Team involvement
	
	
	

	Submittal of review procedures
	
	
	

	Operations and maintenance documentation requirements
	
	
	

	Training plan development
	
	
	

	Construction verification procedures
	
	
	

	Start-up plan development and implementation
	
	
	

	Functional performance testing
	
	
	

	Milestones
	
	
	

	Training
	
	
	

	Warranty review site visit
	
	
	

	Training Issues
	
	
	

	General purpose of the system (design intent)
	
	
	

	Use of the O&M manuals
	
	
	

	Review of control drawings and schematics
	
	
	

	Start-up, normal operations, shutdowns, unoccupied operation, seasonal changeover, manual operation, controls set-up and programming, troubleshooting, and energy
	
	
	

	Adjustments and optimizing methods for energy conservation
	
	
	

	Relevant health and safety issues
	
	
	

	Special maintenance & replacement sources
	
	
	

	Tenant interaction issues
	
	
	

	Discussion of how the feature or system is environmentally responsive
	
	
	

	Installation Verification
	
	
	

	Site visits to verify that each commission system/assembly is being installed to achieve owner’s requirements
	
	
	

	Verify that other building systems will cont compromise the performance of the commissioned systems/assemblies
	
	
	

	Functional Testing
	
	
	

	Prepare written, repeatable test procedures, specifically for each project which are used to functionally test systems/assemblies
	
	
	

	Test each sequence in the sequence of operations & other significant modes
	
	
	

	Start-up
	
	
	

	Shutdown
	
	
	

	Unoccupied and manual modes
	
	
	

	Modulation up and down the units’ range capacity
	
	
	

	Power failure alarm
	
	
	

	Alarms
	
	
	

	Component staging and backup upon failure (unit & pump)
	
	
	

	Interlocks with other equipment
	
	
	

	Sensor and actuator calibrations
	
	
	

	Other
	
	
	

	Heating and Air Conditioning equipment must be tested during winter/summer to demonstrate performance under near-design conditions (UFGS 15995A)
	
	
	

	Start-up & Checkout
	
	
	

	Perform on all items listed in the contract document
	
	
	

	Sampling
	
	
	

	Determine and apply appropriate sampling techniques to verify that construction, start-up & initial checkout of all commissioned systems/assemblies is successfully completed
	
	
	

	O & M Manuals
	
	
	

	Check for completeness and applicability
	
	
	

	Commissioning Report Components
	
	
	

	Description of the owner’s project requirements
	
	
	

	Description of the project specifications
	
	
	

	Verification of installation (construction checklist disposition)
	
	
	

	Functional performance testing results and forms
	
	
	

	O&M documentation evaluation
	
	
	

	Training program evaluation
	
	
	

	Value of the commissioning process
	
	
	

	Outstanding issues
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


