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SPECIAL NOTE

This Guideline was developed under the auspices of the American Society of Heating, Refrigerating and Air-Conditioning Engineers
(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 by not required, (b) an effort is made to acheive consensus but consensus is not required, (c) Guidelines are not appealable, and (d)
Guidelines are not submitted to ANSI for approval. 

The Assistant Director of Technology for Standards and Special Projects 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.
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2 ASHRAE Guideline 4-2008

(This foreword is not part of this guideline. It is merely
informative and does not contain requirements necessary
for conformance to the guideline.)

FOREWORD

Originally published in 1993, Guideline 4 has been
updated in this edition to reflect the changing technology of
building systems and the increased use of computer programs
since 1993. It provides a greater focus not only on the content
of the operating and maintenance (O&M) documents but also
on how to prepare and update the documents utilizing elec-
tronic storage and presentation tools.

As new and renovated buildings have become pro-
gressively more technologically complex, documentation
needs have grown. Many of these buildings contain
sophisticated systems to control indoor environments in
an energy-efficient manner. To sustain the required level
of performance of HVAC&R systems throughout the ser-
vice life of these buildings, it is essential that these sys-
tems be documented appropriately.

Accurate and relevant O&M documentation is also essen-
tial for the safe, reliable and efficient operation of systems.
Timely delivery of O&M documentation is important. It should
be used for commissioning and training of building manage-
ment, operating, and maintenance personnel before the build-
ing is taken over by the owner.

This guideline is directly applicable to HVAC&R sys-
tems but can also be used for other building systems. It
complements ASHRAE Guideline 1.1, HVAC&R Technical
Requirements for The Commisioning Process.

1. PURPOSE

To guide those responsible for the design, construction,
and commissioning of building HVAC&R systems in the prep-
aration and delivery of operating and maintenance (O&M)
documentation that

a. is simple to prepare and update,
b. is delivered on time,
c. is easy to use, and
d. provides accurate and relevant information.

2. SCOPE 

This guideline covers the format, content, delivery, and
updating of building HVAC&R systems O&M documenta-
tion that is normally provided by the design and construc-
tion team members.

3. DEFINITIONS

Many of the terms used in this guideline and recommended
for use in the O&M documents are defined in ASHRAE Termi-
nology of Heating, Ventilating, Air-Conditioning & Refrigera-
tion.1 Others are defined in ASHRAE Guideline 0, The
Commissioning Process,2 and ASHRAE Guideline 1.1,
HVAC&R Technical Requirements for The Commisioning
Process.3 Additional terms are defined below:

Basis of Design: a document that records the concepts, calcu-
lations, decisions, and product selections used to meet the
Owners Project Requirements and to satisfy the applicable
regulatory requirements, standards, and guidelines. The docu-
ment includes both narrative descriptions and lists of individ-
ual items that support the design process.

building project: a task with the objective of delivering a base
building or a building shell that must be fitted-out before it is
suitable for occupancy.

commissioning authority: an entity identified by the owner
who leads, plans, schedules, and coordinates the commission-
ing team to implement the commissioning process.

design authority: a prime consultant, usually an architect,
responsible for the quality of the design that is proposed to
meet the owner's requirements.

design intent: see Basis of Design. Both terms are commonly used.

designer: a member of the project team involved in providing
design solutions to meet the owner’s requirements and in
preparing construction and O&M documents during the
conceptual design, the completion of construction documents
(the design), the construction, and the operational stages of the
project delivery.

electronic documentation: as used in this guideline, a compi-
lation of electronic files relevant to all components and
systems of a project. The documentation adheres to the
content requirements described by this guideline and has an
overall structure and search capabilities that allow navigation,
access, and search of all files contained through networked,
stand-alone, and/or portable devices.

fit-out project: a project through which furnishings, including
partitions, furniture, and tenant equipment (e.g., copy
machines, fax machines, personal computers) are delivered.

O&M designer: a designer specializing in the O&M aspects of
a project.

O&M documentation: a comprehensive set of documents
providing information pertaining to a specific facility, includ-
ing information regarding the design, operation, and mainte-
nance of the facility.

owner: the person or legal entity that will own the delivered
facility or an agent representing the owner. The owner defines
the project requirements.

Owner’s Project Requirements: a written document that
details the functional requirements of a project and the expec-
tations of how it will be used and operated. This includes proj-
ect goals, measurable performance criteria, cost
considerations, benchmarks, success criteria, and supporting
information. The term Project Intent is used by some owners
for their commissioning process instead of Owner's Project
Requirements.

Preliminary Operating Manual: an elaboration of the design
intent that includes operating information developed during
the construction documents (design) stage.
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