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SPECIAL NOTE
This Guideline was developed under the auspices of ASHRAE. ASHRAE Guidelines are developed under a review process, identifying a Guideline for the
design, testing, application, or evaluation of a specific product, concept, or practice. As a Guideline it is not definitive but encompasses areas where there
may be a variety of approaches, none of which must be precisely correct. ASHRAE Guidelines are written to assist professionals in the area of concern
and expertise of ASHRAE’s Technical Committees and Task Groups.

ASHRAE Guidelines are prepared by Project Committees appointed specifically for the purpose of writing Guidelines. The Project Committee Chair
and Vice-Chair must be members of ASHRAE; while other committee members may or may not be ASHRAE members, all must be technically qualified
in the subject area of the Guideline.

Development of ASHRAE Guidelines follows procedures similar to those for ASHRAE Standards except that (a) committee balance is desired but
not required, (b) an effort is made to achieve consensus but consensus is not required, (c) Guidelines are not appealable, and (d) Guidelines are not
submitted to ANSI for approval.

The Senior Manager of Standards of ASHRAE should be contacted for
a. interpretation of the contents of this Guideline,
b. participation in the next review of the Guideline,
c. offering constructive criticism for improving the Guideline, or
d. permission to reprint portions of the Guideline.

DISCLAIMER
ASHRAE uses its best efforts to promulgate Standards and Guidelines for the benefit of the public in light of available information and accepted industry
practices. However, ASHRAE does not guarantee, certify, or assure the safety or performance of any products, components, or systems tested, installed,
or operated in accordance with ASHRAE’s Standards or Guidelines or that any tests conducted under its Standards or Guidelines will be nonhazardous or
free from risk.

ASHRAE INDUSTRIAL ADVERTISING POLICY ON STANDARDS
ASHRAE Standards and Guidelines are established to assist industry and the public by offering a uniform method of testing for rating purposes, by suggesting
safe practices in designing and installing equipment, by providing proper definitions of this equipment, and by providing other information that may serve to
guide the industry. The creation of ASHRAE Standards and Guidelines is determined by the need for them, and conformance to them is completely voluntary.

In referring to this Standard or Guideline and in marking of equipment and in advertising, no claim shall be made, either stated or implied, that the
product has been approved by ASHRAE.

ASHRAE is a registered trademark of the American Society of Heating, Refrigerating and Air-Conditioning Engineers, Inc.
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(This foreword is not part of this standard. It is merely informative and does not contain requirements
necessary for conformance to the standard. It has not been processed according to the ANSI require-
ments for a standard and may contain material that has not been subject to public review or a consen-
sus process. Unresolved objectors on informative material are not offered the right to appeal at
ASHRAE or ANSI.)

FOREWORD

Addendum a expands or revises specified sections of Guideline 1.4 as follows:

• Adds additional content to Section 4.1 that more fully details the information and documentation required
when preparing a comprehensive Systems Manual

• Revises Section 4.3.2, Part 1. Executive Summary to include new Subsections 1.1, “Copy of Preliminary
Cx Report” and 1.2, “Copy of Final Cx Report.” Identity abbreviations have been added to Section 4.3.2,
Parts 2.1 and 2.2

• Expands and clarifies portions of Section 4.4
• Adds clarifying language to the final sentence of Section 7.1
• Adds a new Section 12, “Disaster Preparedness”

Informative Note: In this addendum, changes to the current standard are indicated in the text by underlining
(for additions) and strikethrough (for deletions) unless the instructions specifically mention some other
means of indicating the changes.  

Modify Section 4 as shown. The remainder of Section 4 remains unchanged.

4. SYSTEMS MANUAL CONTENT AND ORGANIZATION

4.1 Introduction. The Systems Manual contains information on the Owner’s initial and current facility and
project requirements, and documentation of building design and construction, along with testing and training
documentation, operational requirements, and maintenance information for the use of building occupants,
operators, and maintenance staff, and for optimization of the facility performance over its useful life.

The format and content of the Systems Manual provided in this guideline can be effectively used in both
new construction and for assembling a Systems Manual for an existing building, even if the building is not
commissioned.

Developing a new Systems Manual (or revising an existing Systems Manual) entails gathering all infor-
mation relating to the systems, assemblies, and Cx, and incorporating it into a usable information resource,
with indexes and cross-references. This resource should include (if available) the following:

a. Original Owner’s Project Requirements (OPR)
b. Current Facility Requirements (CFR) documents
c. Basis of Design (BoD)
d. Current project final Cx Plan
e. Cx Process Report
f. Manufacturer installation manuals
g. Manufacturer operations and maintenance (O&M) manuals
h. System schematics
i. Sequence of operation
j. Verified record drawings
k. Test results
l. Current Facility Guide

Original construction information should be retained and revised as needed to provide a complete and
current set of information and instructions. This information is edited and organized to focus on key systems
(roofing, walls, fire alarm, chilled water, hot water, lighting, power, etc.) in the building. Coordination with
O&M personnel in developing and revising standard formats and divisions (shops) is undertaken to simplify
future Systems Manual development and revisions.

It is intended that the Systems Manual be assembled in electronic format to facilitate access and reduce
storage requirements; the electronic format will also reduce the possibility of loss of information. For Sys-
tems Manuals assembled in hard-copy format, the larger documents, such as record drawings, specifications,
submittals, and O&M documents, can be stored in secure locations that are referenced in the Systems Man-
ual. The Systems Manual should also include the development of periodic maintenance and information for
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insertion into a computerized maintenance management system (CMMS), including equipment make and
model information, checking requirements, maintenance requirements, and troubleshooting items.

The entity responsible for developing or revising the Systems Manual should include all items involved
in the project and capture the system and assembly data in either an electronic or printed format. Addition-
ally, printed spare parts lists, operations, service, maintenance, and repair manuals may be provided. This
entity (e.g., the Owner, contractor, design professional, other) should have the design, construction, and
operations skills required to develop or revise a comprehensive Systems Manual. The Cx Provider (CxP)
should be responsible for verifying the development of the Systems Manual.

[ . . . ]

4.3 Systems Manual Documentation Organization

[ . . . ]

4.3.2 The Systems Manual should be organized as follows. The six major documentation assembly sub-
jects are labeled as “Parts” of the Systems Manual in this guideline. These headings may also be called sec-
tions, chapters, divisions, or another term that is compatible with the project documentation requirements.

Part 1. Executive Summary
1.1 Copy of preliminary Cx Report
1.2 Copy of final Cx Report

Part 2. Facility Design and Construction
2.1 Owner’s Project Requirements (OPR)
2.2 Basis of Design (BoD) Requirements

[ . . . ]

4.4 Sources and Content of the Document in the Systems Manual

Part 1. Executive Summary
The executive summary contains an overview of the building design, construction, and operational require-
ments. The information is intended to provide general guidance on the intended operation, performance, and
maintenance of the building in conformance to the Owner’s Project Requirements and/or Current and Facil-
ity Requirements (CFR). The original and renovation Design Teams’ names and contact information are also
provided to facilitate information transfer on original designs and maintenance and optimization.

Part 2. Facility Design and Construction
2.1 Owner’s Project Requirements (OPR)/Current Facility Requirements (CFR): Insert final copy of

OPR/CFR developed and revised during the project and Cx. This provides the operations and
maintenance (O&M) staff, as well as future owners, the information on the original intent for the
design and use of the facility.

2.2 Basis of Design (BoD): Insert final copy of BoD document if one is available, or developed during
the Cx, and any other design information developed during the project and Cx. This provides the
O&M staff, as well as future owners, the information on the original design of the facility.

2.3 Construction/Project Record Documents: Insert final program and design documents and insert or
describe locations of record drawings and documents. Digitized Systems Manuals can also contain
copies of the record documents and minimize the loss of these documents.

[ . . . ]

Part 4. Facility Operations
4.1 Facility Guide (Operating Plan, Building and Equipment Operating Schedules, Set Points and

Ranges, Sequences of Operation, Limitations, and Emergency Procedures Actions)
• Insert a copy of the completed facility operating plan with explanations of the intended use and

operation of the facility.
• Insert a copy of the final commissioned sequences of operation for all operating equipment.
• Insert a copy of final commissioned set points of all equipment with operational adjustments.

Include the set-point normal intended ranges and limitations.
• Insert a copy of routine building operations maintenance requirements.
• Insert a copy of emergency shutdown procedures and locations of applicable controls.

Note: The following items should be added to the Systems Manual and/or revised when required by the
OPR/CFR, or where available.

[ . . . ]
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Part 6. Cx Progress Report
6.1 Executive Summary: Insert the executive summary.
6.2 Cx Plan(s): Insert the final Cx Plan and completed Cx report with evaluation and testing forms and

records for each building and system.
6.3 Cx Design and Submittal Review Reports: Insert a copy of the Cx design and submittal review

reports.
6.4 Testing Reports, Permits, Inspections

• Insert completed Cx Progress Report with documents and verification and testing forms and
records for each building and system and assembly included in the Cx. This creates a record of
all required testing contained in the commissioning sections of the project contract documents
and performed during the project.

• Insert manufacturers’, testing agencies’, and contractors’ reports.
• Insert installers’ and Cx Provider’s (CxP) completed validation checklists. This provides a

record of installation checks and observations for future reference.
• Insert installers’ and CxP’s completed functional performance checklists of assemblies, equip-

ment, and integrated systems. This provides a record of performance checks and observations
for future reference.

• Insert relevant commissioned system and assemblies test reports.

[ . . . ]

7. DESIGN AND INVESTIGATION PHASE FUNCTIONS

7.1 Introduction. During the Design Phase for new projects or the Investigation Phase of existing build-
ings, the Systems Manual requirements are inserted and detailed in the project requirements, documentation,
and contracts. This information provides the Commissioning Provider (CxP) Team, contractors, operators
and maintenance personnel with specific instruction in the assembly and use of the Systems Manual.

[ . . . ]

12. DISASTER PREPAREDNESS

12.1 The facility owner may decide that a plan be prepared, to address natural or man-made disasters that
would require the facility to be evacuated and shut down for an unknown length of time. The plan would
normally be prepared by the Owner’s Design Team, Cx Provider, or a combination of both parties. The
Design Team should address operation of the facility’s mechanical, plumbing, electrical, and safety systems
during shutdown and then detail an orderly and safe reopening when it is determined by health and safety
authorities that the disaster has passed and the facility can be returned to its designed mode of operation for
occupants.
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POLICY STATEMENT DEFINING ASHRAE’S CONCERN
FOR THE ENVIRONMENTAL IMPACT OF ITS ACTIVITIES

ASHRAE is concerned with the impact of its members’ activities on both the indoor and outdoor environment.
ASHRAE’s members will strive to minimize any possible deleterious effect on the indoor and outdoor environment of
the systems and components in their responsibility while maximizing the beneficial effects these systems provide,
consistent with accepted Standards and the practical state of the art.

ASHRAE’s short-range goal is to ensure that the systems and components within its scope do not impact the
indoor and outdoor environment to a greater extent than specified by the Standards and Guidelines as established by
itself and other responsible bodies.

As an ongoing goal, ASHRAE will, through its Standards Committee and extensive Technical Committee structure,
continue to generate up-to-date Standards and Guidelines where appropriate and adopt, recommend, and promote
those new and revised Standards developed by other responsible organizations.

Through its Handbook, appropriate chapters will contain up-to-date Standards and design considerations as the
material is systematically revised.

ASHRAE will take the lead with respect to dissemination of environmental information of its primary interest and
will seek out and disseminate information from other responsible organizations that is pertinent, as guides to updating
Standards and Guidelines.

The effects of the design and selection of equipment and systems will be considered within the scope of the
system’s intended use and expected misuse. The disposal of hazardous materials, if any, will also be considered.

ASHRAE’s primary concern for environmental impact will be at the site where equipment within ASHRAE’s scope
operates. However, energy source selection and the possible environmental impact due to the energy source and
energy transportation will be considered where possible. Recommendations concerning energy source selection
should be made by its members.
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About ASHRAE

Founded in 1894, ASHRAE is a global professional society committed to serve humanity by advancing the arts and
sciences of heating, ventilation, air conditioning, refrigeration, and their allied fields. 

As an industry leader in research, standards writing, publishing, certification, and continuing education, ASHRAE
and its members are dedicated to promoting a healthy and sustainable built environment for all, through strategic
partnerships with organizations in the HVAC&R community and across related industries. 

To stay current with this and other ASHRAE Standards and Guidelines, visit www.ashrae.org/standards, and
connect on LinkedIn, Facebook, Twitter, and YouTube.

Visit the ASHRAE Bookstore

ASHRAE offers its Standards and Guidelines in print, as immediately downloadable PDFs, and via ASHRAE Digital
Collections, which provides online access with automatic updates as well as historical versions of publications.
Selected Standards and Guidelines are also offered in redline versions that indicate the changes made between the
active Standard or Guideline and its previous edition. For more information, visit the Standards and Guidelines
section of the ASHRAE Bookstore at www.ashrae.org/bookstore.

IMPORTANT NOTICES ABOUT THIS GUIDELINE

To ensure that you have all of the approved addenda, errata, and interpretations for this
Guideline, visit www.ashrae.org/standards to download them free of charge.

Addenda, errata, and interpretations for ASHRAE Standards and Guidelines are no longer
distributed with copies of the Standards and Guidelines. ASHRAE provides these addenda,
errata, and interpretations only in electronic form to promote more sustainable use of
resources.

© ASHRAE. Per international copyright law, additional reproduction, distribution, or transmission in either 
print or digital form is not permitted without ASHRAE's prior written permission.




