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O&M MANUAL – COVER PAGE - TYPICAL 

ACTION

COMPLETE 
• ‘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

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 all fields of the cover page
• Do not abbreviate any fields
• Where the field is NOT REQUIRED 

use the reference ”N/A”

NOTE:
This section is common 
to ALL O&M Manuals

NOTE:
This section is unique to 
all manuals

ACTION

COMPLETE – “Date” 
with actual date of PC 
Practical Completion

ACTION

COMPLETE – name 
and number of the 
manual

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

COMPLETE – HEADER
• “UofA Project Name”
• “UofA Project Number” 

ACTION

COMPLETE - FOOTER
• “date of revision” &  “number/letter”
• “file name” – refer to UofA Standard 

Volume K
• “Author” of the document

NOTE

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

NOTE

This section is UNIQUE to this O&M 
Manual.

O&M MANUAL – CONTENTS PAGE - TYPICAL 
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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

O&M MANUAL – CONTENTS PAGE - EXAMPLE
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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.
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O&M MANUAL – DOCUMENT APPROVAL, USE AND REVISION HISTORY

TYPICAL

ACTION

COMPLETE – “Document Approval, 
Use and Revision History” for each 
revision and issue of the Document

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

ACTION

READ – Document Guide. This 
indicates how the Manual is structured 
and formatted in relation to NATSPEC

NOTE:
This section may end up spread over 
multiple pages
• Earliest entry at the top of the table
• Latest entry at the bottom

ACTION

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 
“Combined Contractor / Architectural 
Manual”
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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.
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O&M  MANUAL– SECTIONS – GENERAL SECTIONS - TYPICAL

NOTE

This section gives a description of 
MINIMUM REQUIREMENTS to be 
included in the section.

• Structure/numbering must be 
maintained

• Example tables are indicative and 
show minimum requirements

NOTE

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:
• Clear
• Concise
• Accurate
• Format consistent
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O&M  MANUAL– SECTIONS – GENERAL SECTIONS - EXAMPLE

ACTION

COMPLETE – required content 
following all minimum requirements
Information to be:
• Clear
• Concise
• Accurate
• Format consistent

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
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CONTRACTOR  MANUAL – DIRECTORY OF CONTACTS - EXAMPLE

ACTION

COMPLETE – required content 
following all minimum requirements
Information to be:
• Clear
• Concise
• Accurate
• Format consistent

NOTE

This template can be used to complete 
the minimum requirements
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O&M MANUAL – CERTIFICATES AND FORMS - TYPICAL

ACTION

COMPLETE – required content 
following all minimum requirements
Information to be:
• Clear
• Concise
• Accurate
• Format consistent
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CONTRACTOR  MANUAL – CERTIFICATES AND FORMS – UNIVERSITY

EXAMPLE

ACTION

COMPLETE – required content 
following all minimum requirements
Information to be:
• Clear
• Concise
• Accurate
• Format consistent

NOTE

This template can be used to complete 
the minimum requirements.

Design Standards clearly articulate the 
minimum requirements for all 
documentation.

• Register MUST BE provided
• All documentation listed, need to be 

included in the register
• All fields to be completed
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FAQs

Where do I find the O&M Manual Templates?

All O&M Templates can be found HERE

Where do I find the UofA Design Standards?

All Design Standards can be found HERE

Who do I contact about the O&M Manual Templates?

Contact University of Adelaide, Senior Technical Officer (STO) on (08) 8313 4008 for any queries or further information.

I would like to 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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