Scoping Interview Guide
Building Name:		Date: 	
Interviewee: 		Title: 	
1.	Have there been any energy systems modifications, replacements 
or additions in the last few years?                                                     YES         NO  
	If yes, describe each action and implementation date.
		
		
		
2.	Are you aware of any barriers to successful implementation of services in this facility, such as environmental dangers or tenant agreements? 	YES   NO    
	If yes, please specify.
		
		
3.	Who has overall responsibility for your O&M program? ______________________________________________________________________________
4.	How many members of your staff are permanently assigned to building operations and maintenance activities, and what are their duties?
		
		
		
Is ongoing training currently provided to upgrade facility staff skills?		YES   NO  
5.	Do you contract with outside vendors for building operations or maintenance services? 	YES   NO  
	If yes, for which systems, equipment or roles?  (Check all that apply)
Package Units			Chiller		
Boiler			Entire Central Plant		
DDC Controls			Entire HVAC		
Refrigeration			Operating Engineer		
Other			Describe  		
	Are you satisfied with the contracted services? 	YES   NO    
	If no, describe areas that you are not satisfied with:
		
		
		
6.	Are maintenance reports submitted to management? 	YES   NO  
7.	Is there a unified equipment inventory? 	YES   NO  
8.	Can the occupants control the temperature setpoints? 	YES   NO  
9.	Can the occupants control the temperature schedules? 	YES   NO  
10.	Have there been any recent occupant complaints relevant to the performance of the building systems? 	YES   NO  
	If yes, describe:
		
		
		
11.	Who is responsible for day-to-day operation of the EMCS?
		
	Do they set up or modify:
		Setpoints?			Operating Schedules
		Trendlogs			Control Algorithms 
		Other 	
Maintenance and technical assistance performed by: 
		
12.	How often are thermostats checked and calibrated?
		
13.	How often are the critical control sensors (OSA, SAT, and RAT) checked and calibrated?
		
14.	Will building facility personnel be available to assist? 	YES   NO  
	If no operator, is HVAC maintenance contractor available to assist? 	YES   NO  
15.	Are there known problems with the following energy system equipment?  	 
	EQUIPMENT TYPE			KNOWN PROBLEM/PLAN FOR CORRECTION	
	Chillers:	YES   NO  	
	Cooling Towers: 	YES   NO  	
	Boilers:	YES   NO  	
	Pumps:	YES   NO  	
	Air Handling Units: YES   NO  	
	Other Fans:	YES   NO  	
	Lighting Control:	YES   NO  	
	Electrical Systems:	YES   NO  	
	Other:	YES   NO  	

16.	Are the following items available?  (List only if correct and current)
	Item
	     Yes
	      No
	Location

	Division 15 and 16 Specifications
		
		
		

	Mechanical Drawings
		
		
		

	Control Sequence Description
		
		
		

	Control Drawings
		
		
		

	EMCS Points List
		
		
		

	EMCS Program Print Out
		
		
		

	Electrical Drawings
		
		
		

	Equipment Repair History
		
		
		

	Test & Balance Report
		
		
		

	Manufacturer Startup Documentation
		
		
		

	O&M Manuals (For Controls and Major Equipment)
		
		
		


17.	Describe generally any lighting controls such as daylighting, occupancy or sweep controls. 	 
		
		
		
	________________________________________________________________________
18.	Describe the trending capability of your control system(s).
		
		
		
19.	How do you financially evaluate operations and maintenance “projects”? 
		
		
		

