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O&M MANUAL - COVER PAGE - TYPICAL

Access

Access to O&M Manuals via the
“Contractors and Consultants Reference
Material”:

https:/ /www.adelaide.edu.au/infrastructure
/services/ contractors-consultants

Design Standards can be found here

ACTION

COMPLETE

Hy, CAPITAL PROJEGTS AND
o FACILITIES MANAGEMENT

THE UNIVERSITY

SADELAIDE INFRASTRUGTURE

ACTION

COMPLETE - “Date”
with actual date of PC

J° N N N . S N R
3. ELECTRICAL MANUAL

Practical Completion

me: 1. Aconex project name

* ‘Project Name” field will match the
Aconex project name

*  “Project Description” should be brief,
succinct and clear (note all building
descriptions and numbering are listed
below

ACTION

o)
Froject Description: Provide a bnef descripfion and location
- - ——

-

UoA Project Number
|

UoA Project Locafion:
I UoA Building Number:
I UoA Project Manager:
|
|
|

Consuitant:
Architect:

COMPLETE all fields of the cover page

* Do not abbreviate any fields

*  Where the field is NOT REQUIRED
use the reference "N /A"

This section is unique to
all manuals

' L 5 5 2 2 _ B _ B B ! -I
1] ACTION |
1

|
1] COMPLETE - name I
I and number of the I
I| manual I
- I
Il NOTE: I
- I
- I

NOTE:

This section is common

to ALL O&M Manuals

The University of Adelaide
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O&M MANUAL - CONTENTS PAGE - TYPICAL

N NN NN SN BN SN SN SN S N SN S S B N N S S .
ACTION l [Uoh. Project Name] [UoA Project Number] I
L------ —— ol
COMPLETE - HEADER o ——— —I
* :l UOfA PrO]:ect Name” P I i Document Control Resources B
° IUOfA PrO]ect Number I ii. Document Approval, Use and Revision History i
_—m'—m&%aﬁ———————-

11 Description of the Installation

12 Directory of Contacts

13 Asset Register

14 Defects Liability Period (DLP) Maintenance Schedule
15 Care and Maintenance Instructions

NOTE

16 Essential Services Provisions
17 Certificates and Warranties
18 Installation, Dismantling and Technical (Performance) Data
19 Operating Instructions

110 As-Built Drawings

111 Commissioning and Tesfing Data

112 Specialist Tools and Testing Equipment

113 Spares and Consumables

114 Imported Equipment

[ N N N B N _§ N § N N |

This section is UNIQUE to this O&M
Manual.

NOTE
| & N N N N N N N §B N B N N § N _§ | -------I
This section is common to ALL O&M |
Manuals and related to internal UofA 1 i.  Document Control Resources :
document control .. L. .
: i. ~ Document Approval, Use and Revision History |
T —
| ii. ~ Document Guide I
h----------- -----------I
ACTION
COMPLETE - FOOTER
» “date of revision” & “number/letter” el |
* “file name” - refer to UofA Standard | Reiiion Dt [File Name] [Author] |
Volume K L-------------------‘
e “Author” of the document
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O&M MANUAL - CONTENTS PAGE - EXAMPLE

NOTE

This section is common to ALL O&M
Manuals and relates to internal UofA
document control

NOTE

This section is UNIQUE to the Contractor
/ Architectural Manual.

1. Contractor Manual MUST be
completed for all projects

2. Architectural Manual to ONLY be
completed IF APPLICABLE

[UoA Project Name] [UoA Project Number]
i'c;.h?euTo.EnF = 'i
I i.  Document Confrol Resources I
I ii.  Document Approval, Use and Revision History I
ii. Document Guide
I iv. Applicable Manuals I
I 1 Contractor Manual I
I 2 Architectural Manual I
I 22 Enclosure
| 23 Interior :
24 Finishes l
L B N _ B B B B | F -_—
N~
'---—I \---------l---------
I Combined Contents
I -------------------1
: : [ Document Control Resources I
| I ii. Document Approval, Use and Revision History |
| [ )
I L i Document Guide :
: 11 Contractor Manual :
| .
: 12 Architectural Manual :
| : 22 Enclosure |
L
i : 23 Interior :
Iy 24 Finishes :
I L & &R B B B & & & & & &R _§B &R _§B _§B _§B B § |
I---------------- (_§ _§ N &8 &8 & _§ |
[Revision Date] [File Name] [Author]

—

The University of Adelaide
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O&M MANUAL - DOCUMENT CONTROL RESOURCES - TYPICAL

ACTION

COMPLETE - “Document Control
Resources” roles and responsibilities for
every Role.

Insert “ Applicable” /”Not Applicable”
for all roles as necessary.

[UoA Project Name]

[UoA Project Number]

i.  Document Control Resources
I Roles and responsibiliies

I st “Applcabl’ ot Nt Appicabl’or Stkehald

invalved in the consclidation/review process.

! Company Role Person(s) or Position(s) Applicable/Not
I Document Document Controller | XXXX.
I Controller [The same person on each
I document]
Document Document Director Capital Project
I Owner/Approver | Owner/Approver Delivery and Faciliies
I Management
Contractor] Deocument Criginator | [Title]
I Consultant] Document Reviewer | [Title]
University of Document Reviewer | Project Manager
|| [ Adelide
University of Document Reviewer | Senior Technical Officer
|
I University of Document Reviewer | Senior Space Data
Adelaide Coordinator
I University of Document Reviewer | Maintenance Scheduling
Adelaide Officer
I University of Document Reviewer | Mechanical Services
Adelaide Manager
I University of Document Reviewer | Electrical Services Manager
Adelaide
I University of Document Reviewer | Fire Services Manager
I Adelaide
University of Document Reviewer | Hydraulic Services
I Adelaide Manager
University of Document Reviewer | Cleaning & Waste Services
I Adelaide Manager
University of Document Reviewer | Communications Services
I Adelaide Manager
I University of Document Reviewer | Secuniy Services Manager
Adelaide

e

[Revision Date]

[File Name] [Author]

The University of Adelaide
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O&M MANUAL - DOCUMENT APPROVAL, USE AND REVISION HISTORY
TYPICAL

ACTION

[UsA Project Name] [UsA Praject Number]

. O N BN BN BN BN B BN BN BN BN BN B B .
ii.  Document Approval, Use and Revision History

COMPLETE - “Document Approval,
Use and Revision History” for each

.. . I Velume | Version Date Reason Compan; Personis) Comments
revision and issue of the Document 1 = o ]
Position(s)
I [Example: | [Example: | [Example: [Example: [Example: [Xo4 [Example: I
Mo. of Revision | Date of Amendment, | Company [Name] DRAFT
I Volume] | Letteror | Revision ie. Review, Name] XXX [Tite]] | Manual |ssued
NOTE. Number] | 2020-02-02] Transmitted, to UoA PM for I
M I etc] review]
This section may end up spread over e ™= = Ete- B Ete B ]
multiple pages | I
. Earliestentryatthetopof’thetable — T

* Latest entry at the bottom

I iii.  Document Guide

This template is baced upon the Natspec guidelines and reference the University of Adelaide’s Design Standands,
N B B B B B B B B B B B S S . -

NOTE:
This section is common to ALL O&M
Manuals and will be consistent

throughout this document.

Refer to ‘National section Matrix’ for further information relating to the Natspec structure. I
Should a section not be applicable to this trade discipling, place ‘Mot Applicable’ in the respective section. I

Exclude all irrelevant matter within this template. I
h------------------

|
|
|
|
|
: ACTION
|
|
|

5 N N N N B B B _ B B B B B B B B § |
iv.  Applicable Manuals
I Please state which manuals will be submitted for this project by stating ‘Applicable’ or ‘Not Applicable’ I
READ - D t Guide. Thi | Volume Number | Manual Type Applicable/Not Applicable ||
- Document Guide. 1his | T Combined Cantractor  Architectaral Manual
indicates how the Manual is structured 1K Communications Manual |
and formatted in relation to NATSPEC I 1 Blecirical Manual :
5 Fire Manual
L--------------- IB HydraulicManuaI I
I T Mechanical Manual I
ACTION I 8 Security Manual
| = -
L B N _ B B B B | L B BN B _ B B B B |
COMPLETE - “Applicable Manuals”. If
the manual is required / not required
comments with “Applicable” or ‘Not
Applicable’.
Note: this table is only in Vol. 1&2 [Revision Date] [File Name] Author]
“Combined Contractor / Architectural
Manual”

The University of Adelaide Slide 6



O&M MANUAL - “INDIVIDUAL SECTIONS” — GENERAL INFORMATION

NOTE

This section of guide shows ‘examples” of
some sections of the manuals. It gives an
understanding of the typical

* Structure

* Layout
* Format
*  Style

¢ References

Not all sections or types of ‘inputs” are
included here.

[UoA Project Name] [UoA Project Number]

111  Project Description

Provide a full dezcription of the project including but not limited to the following:

1. Overall scope of works
2. Listing of the trades
3. Project stages
4. Project commencement and completion dates
5. Any work which may have been completed by others (ie. works completed by others and not the
Contractor)
Deesign Standard reference: Volume K:
“Project D
[Revigion Date] [File Mame] [Author]

The University of Adelaide
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O&M MANUAL- SECTIONS — GENERAL SECTIONS - TYPICAL

NOTE

[UoA Project Name] [UoA Project Number]

This section gives a description of
MINIMUM REQUIREMENTS to be

-------------------1
I1.1.1 Project Description

included in the section. I Provide a full description of the project including but not limited to the following: :
. 1. Overall scope of works
* Structure/numbering must be 1 Listing of the trades |
. . I 3. Project stages I
malntalned 4. Project commencement and completion dates
. Example tables are indicative and I 5. Any work which may have been completed by others (ie. works completed by others and not the I

L. . Contractor)
ShOW minimuim reqUIrementS L L o N N & &N _§B N N § N N N N N N §N | I

NOTE

Deesign Standard reference: Volume K: I
n “Project D
h------------------l

This section refers to the “Design
Standard Reference” where additional
information can be found or sourced.

ACTION

READ - relevant Design Standard

ACTION

COMPLETE - required content
following all minimum requirements
Information to be:

e (lear
¢ Concise
e Accurate

Format consistent
[Revigion Date] [File Mame] [Author]
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O&M MANUAL- SECTIONS — GENERAL SECTIONS - EXAMPLE

NOTE

The “Description of the Installation” is

similar to the “Project Description”

however will

¢ Describe the individual ‘services’
component within the overall project

* Structure/numbering must be
maintained

[UoA Project Name] [UoA Project Number]

-------------------1
I 1.1 Description of the Installation

I Provide a full description of the project including but not limited to the following:

ACTION

COMPLETE - required content
following all minimum requirements
Information to be:

*  Clear

* Concise

e Accurate

* Format consistent

i
1. Overall scope of works I
2. Project Specific Location i.e. UniSpace reference I
3 Lsting of the trades I
4. Project stages

5. Project commencement and completion dates

6. Any work which may have been completed by others (ie. works completed by others and not the
T N §F |

1
1
L

Design Standard reference: Volume K:
“Project D
[Revision Date] [File Name] [Author]

The University of Adelaide
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CONTRACTOR MANUAL - DIRECTORY OF CONTACTS - EXAMPLE

[Uod Project Name] [UoA Praject Number]

112  Directory of Contacts

Provide in table format a combined contact list which includes Contractors, Consultants, UoA Project Manager and
each specific trade discipline listed in this manual. Contact details to be provided in order as follows:

_ Company Name

. Contact Name (Representative)

. Company Position

Contact Number (Repregentative)
. Company Address

. Company Email Address

. After-Houre Contact Name

. Contact Number

@ et R

Sample table format as follows:
L N N N N N &N N N §B N N N §N N N N _§N N §N _§ |

"1

Trade Company Contact Name Contact Number G G After-H
I Discipline Name (R tive) {Rep ive) Address Email Contact Name I

Address | and Contact
I Number I
NOTE 1 i
| I
This template can be used to complete i Contractor I
o s . . Consultant
the minimum requirements oA Prodt I
I Manager

Trade I

1 | icigine
=

Design Standard reference: WVolume K: |
Directory of Contacts’
ACTION
COMPLETE - required content
following all minimum requirements
Information to be:
e C(Clear
*  Concise
*  Accurate ) [Revision Date] [File Mame] uthor]
* Format consistent

The University of Adelaide Slide 10



O&M MANUAL - CERTIFICATES AND FORMS - TYPICAL

Project Name
- N N S . . - 1
113 Certificates and Forms

This section is separated into (3) subsections as follows:

1. Univrsiy
2 Legal Compliance and Statutory Authorities

3. Escental Safety Provisions
L L B B N J

~

113  Certificates and Forms

1. University

3. Ezsential Safety Provisions

This section is zeparated into (3) subsections as follows:

2. Legal Compliance and Statutory Authonties

8252020 Contractor_Architect Manual TEMPLATE () FINAL docx Rebecca Schmid

-------------------d

ACTION

COMPLETE - required content
following all minimum requirements
Information to be:

*  Clear

* Concise

e Accurate

* Format consistent

[Uo& Project Name] [UoA Project Number]

11314 University

Provide copies of the ‘Cerfification of Compliance with UoA Design Standards and Project Brief signed at the

following stages of the project:

Concept Design Phase;

Detailed Design (Design Development) Phase;

50% Complete Contract Documentation Phase;
100% Complete Contract Documentation Phase; and
Project Hand-Over Phase.

BN et P

iz ‘Appli " or ‘Not A

Please state below if a specific C of G
this project.

Sample table format as follows:

" to this zection for

Phase Applicable/Not Applicabl Consultant Name & Date

Concept Design

Detailed Design (Design
Devel i]

50% Complete Contract
Documentation

100% Complete Contract
Documentation

Project Hand-Over

Note:

Where applicable, include copies of certification in order as listed above.

Volume K:

template

»  ‘Certification of Compliance’
Design Standard references: +  Schedule 4 ‘Certification of Compliance with
UoA Design Standards and Project Brief

[Revigion Date] [File Name]

[Author]

The University of Adelaide
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CONTRACTOR MANUAL - CERTIFICATES AND FORMS - UNIVERSITY
EXAMPLE

[UoA Project Name] [UoA Praject Number]

119 Document Register

Provide a combined document register including As-Built drawings, Specifications, Space Charging base floor
plans in table format including the following necessary components as follows:

Document Number

Document Name/Title

Discipline (i.e. Architectural, Electrical et}

Issued by (i.e. Builder name, Consultant name etc.)
Revision

Revision Date

NOTE

LN e L

. -------_---------------1
This template can be used to complete Sample fable format az follows:

the minimum requirements. Document Document Discipline (i.e. Issued by (i.e. Revision Revision Date
Number Name(Title Architectural, Builder name,
Electrical etc.) Consultant name
etc.)

Design Standards clearly articulate the
minimum requirements for all
documentation.

* Register MUST BE provided
* All documentation listed, need to be
included in the register

r
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
-

+ All fields to be completed Note:
1. D its to be with the Manual in both pdf and dwg format.
2. Ifa 'full document register is provided (all disciplines etc) then clearly identify the documents relevant to
the manual.
Volume K.
+  Schedule 4.12 ‘Post-construction
Design Standard references documentation’
+  Schedule 4.13 ‘As- built documentation
ACTION e
COMPLETE - required content
following all minimum requirements
Information to be:
* Clear
» Concise
* Accurate
. R Date File N; [Auth
 Format consistent (feqenDatel e tamel ket

The University of Adelaide Slide 12



FAQs

Where do | find the O&M Manual Templates?
All O&M Templates can be found HERE

Where do | find the UofA Design Standards?
All Design Standards can be found HERE

Who do | contact about the O&M Manual Templates?
Contfact University of Adelaide, Senior Technical Officer (STO) on (08) 8313 4008 for any queries or further information.

I would like fo make a suggestion / improvement OR there is an issue with the O&M Manual Templates
Contact University of Adelaide, Senior Technical Officer (STO) on (08) 8313 4008 for any queries or further information

revision comment date
- document created 2020-09-01
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