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PURPOSE:
The purpose of an effective maintenance plan is to achieve the following five key goals:
*  Preserve taxpayers’ investments in public buildings.
¢ Help buildings function as they were intended and operate at peak efficiency, including
minimizing energy consumption,
¢ Prevent failures of building systems that would interrupt occupants’ activities and the delivery
of public services.
* Sustain a safe and healthful environment by keeping buildings and their components in good
repair and structurally sound.
s Provide maintenance in ways that are cost-effective.

PLANNED MAINTENANCE:

Planned maintenance can extend the life of building components, thus sustaining buildings’ value and
the significant tax dollars they represent. Because planned maintenance keeps buildings and
equipment functioning as designed and reduces inefficiencies in operations and energy usage.
Protecting the physical integrity of building components through planned maintenance preserves a safe
environment for employees and the public. It can prevent minor problems from escalating into major
system and equipment failures that result in costly repairs. In avoiding costs of major repairs, planned
maintenance creates efficiencies.

PRO-ACTIVE MAINTENANCE:

Planned maintenance, including scheduled, pro-active replacement of components at end of
anticipated life, can reduce time and dollars spent reacting to crises, which is a more cost-effective way
to operate buildings. Deferring pro-active replacement of these components can generate higher costs
over the long term,

PROCESSES AND ACTIONS FOR ATKINSON'S PLANNED MAINTENANCE PROGRAM:

1. Inventory building components and assess their condition - A program of preventive
maintenance begins with an inventory of the Town’s facilities and basic information on their
condition. Collecting this information is necessary to help the Town identify maintenance needs
and quantify deferred maintenance. Inventory and condition data also provide the Town with
the information needed to plan maintenance projects, set priorities among them, and estimate
their costs. As a prelude to the planned maintenance process, the Town Administrator should
oversee periodic inspections of buildings’ conditions and create an inventory of buildings’
components and equipment,

a) Keep an Accurate Inventory of Building Components and Equipment: An inventory is a
reliable count of the various building components and equipment comprising
Atkinson’s Town facilities. A complete inventory, periodically updated, offers an
information base with which the Town can plan assessments and needed preventive
maintenance. Typically, information in the inventory should include the building
components’ condition and functional performance, as well as the equipment’s age,
usage, location, warranty information, and model type.

b) Building Inspections: Each facility should be inspected by a team that includes the

Town Administrator, the maintenance supervisor and the Department Head
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responsible for the facility. All building components should be included in the
inspection. A checklist will be provided with information on how to record building
component deficiencies. If required to adequately assess a building’s structural
condition, a structural engineer should participate in the inspection process.
Inspections will take place semiannually in February and August,

2. Rank/prioritize maintenance projects and evaluate their costs.

To operate buildings as they were intended and in a cost-effective manner, active planning of
building maintenance is necessary. Planning involves setting project priorities to target
resources toward the highest needs. As the Town determines what maintenance projects are
required, it should use an objective process for setting priorities among them. Because
maintenance needs can outpace available resources, good planning requires a process for
ranking maintenance projects—including preventive maintenance, general maintenance, and
projects necessary to correct deficiencies. A ranking process recognizes that not all projects
share equal importance. For instance, some projects left undone would involve too great a risk
to building occupants’ safety or could result in premature and expensive equipment failure.
The danger in assigning lower priorities lies in the risk that less important projects left
unattended eventually grow in urgency. A project’s cost, environmental concerns, and the
need to comply with building and safety codes and standards are other factors that may
influence project priorities. Depending on buildings’ uses, a district may have multiple priority
systems for ranking projects.

3. Plan strategically for maintenance in the long-and-short-term. To get optimum benefits from
preventive maintenance, the Town needs to plan for it. Absent planning, maintenance tends to
occur when the need for repair arises—typically a more costly arrangement leading to
premature equipment failure. The Town should include active preventive maintenance along
with other maintenance projects in long- and short-term maintenance plans that are tied to
capital improvement programs, capital budgets, reserved accounts, and operating budgets,
Active planning for preventive maintenance should occur at the same time as planning for
other maintenance; it is needed both for the long-term (at least a three-year outiook) and the
short-term (the upcoming year). Long-term planning includes a long-range facility plan and a
capital improvement program. Short term planning includes annual work plans and annual
budgets.

a) Establish a Reserved Account: Maintenance and planned replacements vary from year
to year. Some years require larger expenditures for major projects, such as reroofing,
tuck pointing brick exteriors, and replacing a boiler or cooling tower. Consequently,
districts should reserve an amount of money each year to provide funding for the
renewal of building components. Defined simply, reserved accounts spread out over
many years the payments for replacing building components. Establishing reserved
funds requires a district to place high priority on renewing building components when
setting budgets. With reserved funds, districts affirm the importance of an ongeing
investment in preserving their physical plant. Planning adequate reserved funds
depends on needs identified from building condition assessments, calculations of
components’ useful remainjng life, and accurate estimates of project costs.

b} Develop an Annual Work Plan; An annual work plan and budget should flow from the
strategic long-term goals and objectives developed for a district’s buildings. Some
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annual plans are more complete than others, however. The work plan should list all
expected maintenance projects for the year: preventive maintenance, general
maintenance, major and minor repairs, custodial operations, alterations, and
construction. It should also include projects needed to reduce backlogs of deferred
maintenance,

¢} Link Work Plan to Annual Budgets: The annual work plan should link directly to the
yearly maintenance budgets. Projects in the work plan transform from ideas into reality
only when they are included in operating or capital budgets. In the budget, building
managers balance maintenance needs against available funding. The annual budget
shows for the coming year what money is needed for each project in the annual work
plan, including projects intended to reduce maintenance backlogs. Budget
development requires preparing cost estimates for annual operations, such as
personnel and supplies costs, as well as for capital costs, such as making major repairs.
Each year's capital budget should flow from the longer-range capital improvement
program described earller. The amount of spending needed for facility maintenance
depends on the costs of buildings’ identified needs, the extent of deferred
maintenance, and the planned period over which the district hopes to reduce building
deficiencies. Higher spending any given year will bring conditions to their desired level
faster; lower spending lengthens the time. No single rate of maintenance spending
applies to all buildings.

4. Structure a framework for ongoing maintenance programs

By definition, preventive maintenance means inspecting, adjusting, lubricating, testing, and
replacing on a regular, ongoing basis. To do this effectively, building managers need a framework
that supports the preventive maintenance program.

a) Coordinate the Program with Other Maintenance: In Town, preventive maintenance
projects will be performed among many other maintenance requirements. Therefore, the
overall maintenance program requires coordination to ensure work is performed when it is
supposed to be. A coordinator should be responsible for synchronizing all maintenance
jobs—including preventive, general, and emergency maintenance. This helps ensure that
maintenance projects of one type do not interfere with others, such as repainting a wall that
is soon to be modified as part of a remodeling project.

\ A

b) IDevelgp Checklists of Tasks and Their Frequency: Including every piece of every building
system in a preventive maintenance program is unnecessary and prohibitively expensive,
The time involved with such an effort would be enormous and the outcomes unlikely to
justify the expense. The Town should exclude from a preventive maintenance program
equipment that is inexpensive and easy to replace. Consequently, The Town must determine
in advance which equipment is critical to the continued safe operation of the building,
carries high repair or replacement costs, or is difficult to purchase “off the shelf.” Equipment
of this type should be part of the preventive maintenance program, After deciding which
items to include in the program, the Town should develop a checklist of preventive
maintenance tasks. The checklist should specify for each type of equipment what
inspections, calibrations, lubrications, or replacements are needed. The checklist should
indicate the frequency of the preventive maintenance task. This timetable for servicing
equipment should specify whether the task is to be performed weekly, monthly, annuatly, or
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at some other interval. To produce the checklist, the Town should rely to the extent possible
on recommendations by manufacturers of the specific equipment. Manufacturers’ guidance
will indicate which preventive maintenance tasks are necessary and their frequency.

c) Schedule Timelines to Perform Tasks: As part of the afinual work plan, The Town should
prepare one-year schedules of the preventive maintenance tasks to be performed. The
timelines should depend on equipment manufacturers’ recommendations or other
predetermined intervals. Scheduling similar tasks across facilities, to the extent possible,
helps maximize efficiency,

5. Involve appropriate maintenance personnel in decision-making and planning process
To gain optimum benefits from planned maintenance, the Town should include the
Maintenance Department and appropriate Department Heads in the building planning and
decision making process. The town should keep systematic maintenance records, efther by
computer or manually. The own Administrator should evaluate the maintenance program to
improve it over time.

a) Use a Work-Order System: The Town should invest in a work-order system as a
standard way of planning and reporting maintenance work, whether the job originates
as a problem communicated by building users or as part of planned maintenance
projects. A work-order system provides uniformity in planning maintenance jobs. Using
work orders for upcoming preventive maintenance tasks helps ensure that this work
does not get abandoned amidst multiple maintenance jobs. Work orders may also
provide a written record of actual work done each day, as well as the number of hours
to complete tasks, parts needed for the job, and feedback on the completed work,

b) Keep Systematic Records: All the actions discussed above, from assessing the condition
of buildings to scheduling preventive maintenance tasks, require keeping data. Keeping
accurate records means having a system for retaining and managing their maintenance
information. An information system allows managers to compare budgeted to actual
costs and evaluate maintenance performance. Trend data on maintenance and repair
costs provide useful information for estimating budget items,

¢} Evaluate the Program: To improve the quality of preventive maintenance, the Town
should periodically evaluate the maintenance work. Planned, ongoing evaluations help
identify what aspects of the program need improvement, They also identify what is
working successfully and should continue into the future

d) Involve Personnel in Decision Making and in Communicating Building Needs Process:
The Town should include Department Heads in decisions on facility matters, including
planned/preventative maintenance. Doing so can provide insight into future
maintenance needs and avoid unnecessary costs.

e) Educate Decision Makers about Building Needs: Selectmen, the Budget Committee

and other elected officials need information on maintenance projects and costs, albeit
at a different level of detail than the Maintenance Department and Department Heads.
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1.0 Introduction
2.0 Building Maintenance Plan Outline
2.1 Inventory Buildings
2.1.1 Building descriptions

21.1.1 Age
2.1.1.2 History
2.1.1.3 Foundation
2.1.1.4 Number of floors
2.1.15 Rooms

2,116 Use
2.1.1.7 Etc.
2.1.2 Components
2.1.21 HVAC
2.1.2.2 Elevators
2.1.2.3 Etc.

2.1.3 Assess condition

2.1.4 Break out ongoing costs, e.g., lightbulbs, boiler cleaning, etc.

2.1.5 Rank/prioritize work/projects
2.1.6 Evaluate cost
2.1.6.1 Quote vs. RFP
2.1.7 Determine who will do the work
2171 Who evaluates major work
2.1.8 Determine timing of work

2.2 Project work
2.2.1 Project definition
2.2.2 Bid process
2.2.2.1 Development
2.2.2.2  Advertising
2.2.2.3  Selection
2.22.4  Award
2.2.3 Contracting process
2.2.4 Project management
2.2.5 Project tracking
2.2.6 Project closure
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2.3 Preventative Maintenance

2.3.1 What can/should be PM’ed and by whom
23.1.1  Boilers/burners - Contracted fuel provider
23.1.2  Geothermal system at Town Hall - Skillings
2.3.1.3 Hot water heaters — Contracted fuel provider
2.3.1.4  LULA Lift at Fire Station — Halley Elevator
2.3.1.5 Fire extinguishers — Quality Fire Protection
2.3.1.6  Emergency lighting — Town Maintenance
2.3.1.7  Alarm Systems - Pulsar _
2.3.1.8  Plumbing — open/close — Mike Cuomo
2.3.1.9  HVAC systems — Audette Mechanical
2.3,1.10 Generators — United Compressor
2.3.1.11  Sprinklers — Quality Fire Protection
23,112 Grease trap at the Community Center - Boraczeks
2.3.1.13  Garage doors — Overhead Door Company
2.3,1,14 Septic Systems — Pete’s Septic
2.3.1.15 Timer resets — Town maintenance
2.3.1.16 Irrigation — open/close — TBD
2.3.1.17 AED batteries — Town maintenance
2.3.1.18 Battery changes — Town Hall back door — Town maintenance

2.3.2 Schedule

2.3.3 Cost component

2.4 Life-cycle management
2.4.1 Component replacement
24.1.1 Proactive vs. reactive
2.4.2 Schedule
2.4.3 Increased inspections/maintenance with age
24,4 Etc

2.5 Documentation
2.5.1 TBD

%
Building Maintenance Plan Version: 1.1 May 29, 2015 Page 6




et ———
Building Maintenance Plan Version: 1.1 May 29, 2015 Page 7




wawdinbg euden
sanssiJolew oN| u3(|adx3 | 9T0Z/E/S Aseign
sanss| Jolew oN| 1u2jj22x3 9T0Z/E/S |Ee43UID) - YU B MIO|POOA
sanss! Jolew oN| jua)@0x3 910Z/¢/S 28e101S {|egaseq - YJed JO0|pooM
sanss| Jofew oN| 1uaj@ox3 910Z/€/S 5IN03NnQ T P|RH - JJed HI0|POOs
sanssiJolew oN| uajjeaxy a9102/¢/s asnoH dwind - jJed ¥20|poom
sanss| Jo[ew oN| pooD 9102/€/S uoljined - jied YI0|poom
sanss|1ofew oN| jusj@ox3 atoz/€/s 2381015 UNJ-U-UNS - YJBd YIO|POOA
sanss] Jofew oN poosn 910zZ/€/S pie0(3103S - YJBd YO0 POOM
sanssiJofew oN| Wd|39X3 | 9T0Z/E/S s3N03NQ Z pI3ld - 34ed HI0[pPOOM
SMOpPUIM Jied4 910Z/v/v uoneipain Ajiwey
(Buipis pue JooJ) saNSS! {RINIINILS 1004 9T0Z/81/s Suipling 931015 - AI91oWa)
sanss] oN pooo 9T0Z/81/S 9SNOH asieay - A31Pwa)
sanss| ON| u3j@ox3 | 9T0Z/81/S pays Aaiswa)
/¥ fuonensu| ‘smopulpn ‘soueseadde Joalu) pooo 9T0Z/8T/% J121ua) Aunwwo)
jooy| Uiy 9T0Z/1/v pays eawpedaq AemysiH
juied Suias ‘Ayjenb are ‘Bunysin Jiedq 9T0Z/1/¥ a8eten Juawpedag AemysiH
s3nss1 Jofew oN poog 910z/€/s uleg peoy ise3
Jousiul pjo ‘3upuled apisinQ ‘|apoway wooiyleg|  pooo 910Z/v/v ISNOH |[equily
sanssl Jofew oN| Jus|jag 910¢/€/¢€ [JleH umo]
Suipjing Jo Sunuloday| pooo 910Z/€/S juswyedaq adjod
sanssi Buipis/leanionais| u2|(23x3 9T0T/T/V uawuedaq a4

sanss| Aay Honlpuod payadsuf Suipjing

[IELYs)] aleq

MBIAIDAQ 2duUeUUIRA Sulp|ing




wJiog 3upped) juawdinbg jesiueyoan

1390120 % |udy Jojesauan
usaAQ Suiwe
0 :>> ( 1a1uad)
o ol i YT6T Anunwwon
IN0IS
[udy £E0¢ 0t 4 £T0C Jolog| ¢22°; \_M@
—— N n
11dy 6T0Z 0T 9T | 666T aseuwnd| Jaht pee.en Aemy3siH
RQUIBAON 3 |LIdY ¥ 1102 g lIom B dwing
lagquwaacn g [udy t 1107 Z1em B dwing useq peoy ise3
- JaquianoN g |udy T I19M 3 dwing .
| — . ——— |
"1039dx3 103 puoAag 0z £ 10T adeuind $,008T | ISNOH |lequupy
— _— —————————— .
Ja1e3y OZH |ed 9
9¢0¢ 29Q-+T T v10¢ 134]}} J91eAA
€e0t S5¢-0Z [4 €10t s1aulqe) 1eaH .
TSqUaNON 3 Y PA/dung 0L6C | £86T IIeH umo]
[udy £20C 0T T | €00Z dwnd jeay
[ldy ‘122dx2 103 puoAag | L00T 0T 87 | (86T Ia)log
———————— e
ST 0002 10ssaidwio)
Azenlga4 gt 0002 Jolesaly
J9qopQ % |udy ST | 0002 Jojelauan
|dy L207 ST € [40] ¥4 13183 Jalem| L¥P'TIT | 0002 uones auly
|Hdy £Z0T 0z 8 £00Z £ [2A97 - a%euIng
|udy 020t oz ST 0002 Z |[3A87 - 3Jeuiny
|udy 0z0z 0T ot 0002 T |9A37 - 92eUINg
13030 8 |Udy ¥ 1107 Jojessuag
13g0o1Q % |udy FEIDRIUOD J3Ualos Ja1eM| S/S°E | 5,008T | uoneis adijod
[udy 0zoz | sz-0Z | 0¢ | se6T JVAH doyooy 2441
ajeq | siea) ul [sieap
1oe1U0) anpayas aeq ‘Y *bs
sjulaIWO) an |uedsaynn| w uawdinbg }ing 3uipjing
WIBIA 2auBUIUIRIN l1eisuj u) 921§
jJO puU3 |3AdBY3 | ady
!Il'




I A R

Ajlenuue-lwag 1€07 |02 € 7107 SISTIENEDY
8707 |0z L 8007 13183y J31eAN 10H

[1dy g8zor |0z L 8007 € J3UOIIPUO) A1y
|Hdy g0z loz L 8007 T Jauoipuo) Jiy
Ay g8zor  |oz L 800C T J2uonipuo) 1y
Aey 870z  loz L 8002 7 139|109
|udy 8207 0z L 8002 1 13|log

_ _ prmmv_;mum>>_
P

Ateign

Hed v_uo__oooa,_

Jaleal Jajepn

|Hdy

5¢0¢

0z

ot

500t

aoeuIng

IET'T

<0047
ATaaE

uonerpajn
Ajuiey




