


STANDARD COMMISSIONING PROCEDURE
 FOR


BUILDING EXHAUST FANS�PRIVATE ��





Building Name ____________________________________ 




PRO-______	
EXHAUST FAN 
#’s____________________________

Associated Procedures: _______________________________________
___________





NAME & FIRM OF PERSON(S) DOING TEST: 									

DATE(S) OF TEST: 						




General Notes:


The Standard Commissioning Procedure for Air Handling Units should be used for building exhaust fans that are integrated with supply air systems. It is not necessary to repeat commissioning documentation for such fans in this form.

This is a set of generic test procedures for building exhaust fans. It addresses exhaust fan installation and performance. If the complexity, configuration, or other aspects of a specific project require substitute tests or additional tests, explain on the comments sheets, and attach the additional test procedures and field data. Attach all relevant functional performance verification sheets, and always attach the final signed and dated procedure certification page.

In all test sections, circle or otherwise highlight any responses that indicate deficiencies (i.e. responses that don’t meet the criteria for acceptance). Acceptance requires correction and retest of all deficiencies, as defined in each test section under “Criteria for Acceptance” or “Acceptance”. Attach all retest data sheets. Complete the Deficiency Report Form for all deficiencies.

This Commissioning Procedure does not comprehensively address fire and life safety or basic equipment safety controls.

To ensure that th
ese
 Commissioning Procedure
s
 will not damage any equipment or affect any equipment warranties, have the equipment manufacturers’ representatives review all test procedures prior to execution, as relevant.





1.	Approvals

I certify that the data and test results as recorded herein are accurate.



                                                                        						

Signature, Commissioning Agent					Date



                                                                        				    					

Firm Name								(Area Code) Phone Number







2.
	
O
perator
 I
nterview
 (Existing Buildings Only):


Determine from a discussion with the building operator whether the exhaust fans are operating properly to the best of their knowledge. Note any known problems, and possible solutions.

															

															

															

															

															

															

															

															


															

															

															

															

															


															





3
.	Documentation on site or at Facilities (this section to be completed by CA)

	Check if Okay.  Enter comment or note number if deficient.


��
		Check					Equip Tag->��������
Equipment manufacturer’s submittals, inc. performance data, 
f
an
 curves, dimensional data, etc.��������
Installation and startup manual��������
Startup documentation (inc. VFD programming if applicable)��������
Test and Balance report��������
Sequences and control strategies��������
O&M manuals��������
Documentation complete as per contract documents	___ YES   ___ NO




�
4
.	Model verification (this section to be completed by CA)

1 = as specified, 2 = as submitted,  3 = as installed.  Enter requested data. Check if Okay.  Enter note number if deficient.


Equip Tag-->�����
�
��
Service 
(
elevator room, 
stairway, etc
.)
�����
�
��
		1�����
�
��
Manuf.	2�����
�
��
		3�����
�
��
		1�����
�
��
Model	2�����
�
��
		3�����
�
��
Serial #	3

�����
�
��
		1�����
�
��
Volts/Ph/A	2�����
�
��
		3�����
�
��
		1�����
�
��
CFM		2�����
�
��
		3�����
�
��
		1�����
�
��
S.P.		2�����
�
��
		3�����
�
��
		1�����
�
��
Motor Hp	2�����
�
��
		3�����
�
��
		1�����
�
��
RPM		2�����
�
��
		3�����
�
��
		1�����
�
��
Motor Effic	2�����
�
��
		3�����
�
��
VFD Mfctr&	1�             /�             /�             /�             /�
�
             /��
Model #	2�             /�             /�             /�             /�
�
             /��
if applicable	3�             /�             /�             /�             /�
�
             /��
The equipment installed matches the specifications	___ YES   ___ NO





�
5
.	
Installation Checks



This section is to be completed by the Commissioning Agent (CA), Mechanical Contractor (MC
), 
Electrical Contractor (EC), 
or Control Contractor (CC), as noted in final column. Person checking off each item sha
ll initial in final column. 
Check if Okay. 
Enter comment or note number if deficient.



	
Check			
	Equip Tag->�
���
�
��Contr.
 / Initials
�
�
General Installation�
���
�
��
�
�
General appearance good, no apparent damage�
���
�
��
CA/
�
�
TAB report section for unit reviewed & acceptable (Acceptance: design (10%)�
������
CA/
�
�
Controls point calibration report reviewed
, as relevant
?�
������
CA/
�
�
Casing condition: dents, cracks
, etc.
?�
������
CA/
�
�
Shipping restraints removed?�
������
CA/
�
�
Vibration isolation devices installed & released from shipping restraints?�
������
CA/
�
�
Seismic restraints installed per spec?�
������
CA/
�
�
Adequate maintenance access to all components? (inc. space & access doors)�
������
CA/
�
�
Access doors close tightly?�
������
CA/
�
�
Discharge air damper moves freely / closes tightly?�
������
CA/
�
�
Equipment tags attached?�
������
CA/
�
�
Electrical�
�������
�
Electrical connections tight?�
������
CA/
�
�
Power disconnects properly labeled?�
������
CA/
�
�
Motor contactors in good condition?�
������
EC/
��
Motor overload heaters properly sized?�
������
EC
/
��
Fan motor volts, rated�
������
CA/
�
�
Fan motor volts into motor.  Acceptance: (10% of rating, all phases�
������
CA/
�
�
Fan motor FLA, rated�
������
CA/
�
�
Fan motor full speed Amps
 (record 
only 
for motors > 2hp)
�
������
CA/
�
�
Fan motor measured Amps < Rated FLA?�
������
CA/
�
�
Fan:
�
�������
�
Fan belt tension & condition okay?�
������
CA/
�
�
Fan rotation correct?�
������
CA/
�
�
Fan blades clean?
�
������
CA/
�
�
Fan full speed RPM�
������
CA/
�
�
Fan
 VFD, if relevant
:
�
�������
�
Drive location not subject to excessive temperature, moisture, dirt�
������
CA/
�
�
Drive size matches motor size�
������
CA/
�
�
Fan motor volts into drive.  Acceptance: (10% of rating, all phases�
������
CA/
�
�
Voltage Imbalance into drive, % Acceptance: < 2%�
������
CA/
�
�
VFD maximum speed setting. Acceptance: 100% or 60 Hz�
������
CA/
�
�
VFD minimum speed setting.
�
������
CA/
�
�
VFD motor full load speed setting. Acceptance: Equal to motor rating.�
������
CA/
�
�
VFD motor frequency setting. Acceptance: same as rated motor freq.�
������
CA/
�
�
VFD motor line voltage setting.  Acceptance: same as rated motor voltage, usually 460 volts.�
������
CA/
�
�
(VFD) Programmed accel./decel. time. Acceptance: 10-60 seconds, or per mfctr.�
������
CA/
�
�
No disconnects installed between VFD & motor without shutdown interlock to VFD?�
������
E
C
/
�
�
Shutdown interlocks between VFD & motor verified to be operational?�
������
CA/
�
�
Separate conduit for VFD incoming power and outgoing motor leads?�
������
EC/
��
No power correction capacitors connected to motor?�
������
EC/
��
Motor rotation correct in bypass?�
������
CA/
�
�
VFD bypass mode verified?�
������
CA/
�
�
�
��������
General Run Test:
�
�������
�
Run Test: Observe unit under normal operation & load 2 times in an 8 hour period, at least 3 hours apart. Verify that there is no unusual noise, vibration, or other problems�
��������
Observation #1: Time of Day / Acceptable?�
������
CA/
�
�
Observation #2: Time of Day / Acceptable?�
������
CA/
�
�
���������





�
6.	
F
unctional Performance Verification
:


The following sections are a series of field tests that are intended to verify that the 
exhaust fans
, as installed, operate
 as
 intended 
by the designer.
 Duplicate this page as required.
 Complete the tests under the control type relevant to each fan.



Since there are many possible controls sequences for
 exhaust fans
, it is impossible to write generic tests that cover all such sequences. If the standard test procedures are not applicable or adequate, modify or replace the standard procedures. Document the sequences, tests, and results at a level of rigor equal to or greater than that of the standard test procedures. First describe in detail the approved control sequence. Next describe in detail what tests you plan to do to verify each control sequence, along with any required test conditions. Finally, describe your test results and conclusions, including any deficiencies found. Add sheets as necessary. It is not necessary to repeat any tests that were documented in other standard commissioning procedures, but refer to those documents where relevant. 

Attach to this form all relevant field data, monitored data, graphs, trend logs, and so forth. Annotate any data and graphs so that it is clear what the data are proving. EMS trend logs of EMS outputs, program print-outs, or schedule and setpoint print-outs are not acceptable as proof of operation, unless the information is first verified to be accurate and documentation is attached. Trend logs of sensor inputs to the EMS are acceptable. If you were not able to complete a test, explain in a comment.






Check			     
E
quip Tag
-->
���
�����
C
ontrol 
Type
:
 
T=temperature, M=manual, TOD=time of day, INT=interlock
ed
, O=other (describe
; e.g. CO, CO2, smoke
)
���
����
�
For Temperature Controlled Fans:
�
������
�
Record temp
erature
 setpoint prior to test changes
�
������
�
I
s temp. setpoint 
reasonable?
�
�������
Is sensor or stat location okay?
��������
Measure 
& record 
temp
eratu
re
 at sensor or thermostat
�
�������
Lower setpoint to 5 F deg below measured temp & record new setpoint
�
�������
Does fan start?
�
�������
Raise
 setpoint to 5 F deg 
above 
measured temp & record new setpoint
�
�������
Does fan
 stop
?
�
��
�����
Reset setpoint to starting value & record
�
��
����
�
Sequence verified?
�
��
����
�
For 
Manually
 Controlled Fans:
�
������
�
Is manual switch properly located?
�
��
�����
Switch fan off at switch. Does fan stop?
�
��
�����
Switch fan 
on
 at switch. Does fan
 start
?
�
�
�
�
�
�
��
Sequence verified?
�
�������
For 
Time-of-Day
 Controlled Fans:
�
������
�
Record programmed start & stop times
 
(
by day of week i
f
 S/S times vary)
�
�������
Is the start/stop schedule reasonable?
�
�������
Observe or trend fan status during scheduled ON time. Is fan on?
�
�������
Observe or trend fan status during scheduled O
FF
 time. Is fan o
ff
?
�
�������
Sequence verified?
�
�������
For 
Interlocked
 Fans:
�
������
�
ID 
of controlling equipment
�
�������
With controlling equipment ON, should exhaust fan be ON or OFF?
�
�������
Start test with exhaust fan on. Switch status of controlli
ng equipment & note initial & final status.
�
/
�
/
�
/
�
/
�
/
�
/
�
�
Does 
exhaust 
fan stop?
�
�������
Again s
witch status of controlli
ng equipment & note 
final status.
�
�������
Does 
exhaust 
fan st
art
?
�
�������
Sequence verified?
�
�������
For 
Fans
 Controlled by Other Means
:
�
������
�
Describe 
control
 sequence as designed
.
�
�������
Fill in test procedures and results in spaces below
�
�������
�
�������
�
�������
�
�������
�
�������
�
�������
�
�������
�
�������
�
�������


The functional performance tests are all successfully completed.	___ YES   ___ NO





�
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