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THE PURPOSE OF THESE GUIDELINES IS TO PROVIDE DIRECTION TO ENGINEERING

PERSONNEL AND SHOULD NOT BE CONSIDERED AS POLICY

I.
OBJECTIVES

· To ensure that facilities and systems are properly functioning at the time of turnover.

· To provide adequate baseline information for future troubleshooting.

· To provide consistent and coherent documentation for all engineering projects.

· To ensure customer satisfaction and rapid acceptance of the new construction by the facility.

· This document outlines the steps which should be followed during the start-up, qualification and turnover of a facility.

SECTION 10000 - GENERAL

PART 1 – CRITERIA

1.01 START-UP
A. The project engineer or project manager shall (in cooperation with operations, utilities, and / or maintenance), complete all applicable checklists in DG-4A “Equipment Start-Up Checklists”.

B. Copies of all checklists shall be included in the turnover package.

C. For GMP facilities, the start-up checklists may be included as a substantial part of the IQ / OQ process.  See DG-5 and the IQ / OQ guide for the appropriate facility type.

D. The checklist should be completed at the actual time of start-up so that pre-start activities may be properly completed before equipment is run.

E. The capital project should provide a first fill of lubricant for all equipment, prior to start-up.

1.02
TURNOVER PACKAGE

A.
The contractor, GC or CM shall provide complete turnover package per Specification Section 01775.00.  The project manager shall assure that all data is complete and properly organized.

1.03
SUPPLEMENTAL INFORMATION
A.
Subsequent to project close out, the following records shall be turned over to the Plant Engineering Department:

1.
Bid packages (full size).

2.
All samples.

3.
All submittals.

4.
All miscellaneous testing equipment or computers.

5. Full size as-builts.

1.04 VERIFICATION OF PROJECT COMPLETION

A.
The project manager or project engineer shall, in concert with the operations, utilities and maintenance groups verify that the items outlined in DG-4B “Project Completion Checklist” are complete and accepted.

PART 2 - CONSIDERATIONS
2.01
OCCUPANCY VS. TURNOVER
A.
A facility may need to be occupied prior to “turnover”.  This situation requires that all parties work together to allow the turnover process to progress normally irrespective of occupancy.

B.
Facilities may be turned over before punch list is complete.  Where this occurs, the Project Manger and Utilities / Maintenance management must agree on a method for pursuing punch list items.

2.02
TURNOVER PROCESS
A.
Turnover is a process not an event.  As systems are completed, tested and run, it is expected that the facility  operating groups will accept responsibility for running the systems.  Engineering is still responsible for the proper completion and punch listing of systems which are under operation.

B.
Engineering and operations (utilities and / or maintenance) should be present (or should review) for all start-up / punch list activities.

C.
Generally, a one week period of time from start-up and testing to acceptance and operation is normal.

D.
Where possible, systems should be conditionally accepted and operated by utilities / maintenance while being corrected by engineering.  This avoids the operation of equipment without the proper maintenance.

E.
Systems which vendors or contractors do not correct in timely fashion should be brought to the attention of the Project Manager.  If satisfactory results are not achieved, a repair and back charge should be undertaken.

F.
All punch lists should be addressed to the Project Manager.

G.
“Punch List” items discovered prior to Substantial Completion should be addressed to the contractor through the PM as “incomplete / incorrect work lists”.

H.
Facility turnover should begin no later than at Substantial Completion.

I.
Work Items which did not appear on the contract drawings or specifications should be addressed to the Project Manager as “requested work items” not “punch list” items.

J. Deficiencies discovered after the punch list is generated should be addressed as Warranty items.

PART 3 – SUPPLEMENTAL INFORMATION

3.01 DEFINITIONS
A. In order to assure standardization and uniformity, the following definitions will be used:

1.
Mechanical Completion – The date when the facility is ready for commissioning or qualification.  All mechanical and electrical systems are installed per the plans and specifications, although they may not have been tested.  Punch list work has begun.  The Construction Manager, GC or coordinating contractor has primary responsibility for this phase.

2.
Commissioning – For equipment and systems start-up is performed, including loop tuning, all testing, all balancing demonstration of all functions and alarms, testing of controls systems, and operation of the systems and equipment at design parameters.  Responsible parties include the Construction Manager, vendors, and Engineering.

3.
Substantial Completion – The date when the Commissioning is complete, with only non-critical punch list items remaining

4.
Installation Qualification – Initial check out of equipment, systems, and facilities to be validated.  IQ essentially encompasses all aspects of mechanical completion, but with extensive, traceable documentation.  Engineering has primary responsibility, with user and operations / maintenance participation, see DG-5.

5.
Operational Qualification – Start-up and testing of equipment, systems, and facilities to be validated.  OQ encompasses all aspects of commissioning, but with extensive documentation of the tests performed and the results.  Engineering, the user and operation / maintenance share joint responsibility. Contractor assistance should be provided.  See DG-5 for documentation and DG-23L or DG-24E for specifics.

6.
Performance Qualification – Testing and documentation of the performance of systems and equipment over process steps and parameters.  This is the sole responsibility of the user / Owner. Engineering will provide assistance.
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