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I. INTRODUCTION 
For the purpose of this standard, the term “Project Turnover” refers to the transfer of responsibility of a 
building’s operation, maintenance, troubleshooting and repair activities from the project team to MIT’s 
R&M group, as well as providing all contract required documentation.  During a construction project, the 
responsibility of these activities belongs to the project team which consists of the Construction Manager 
or General Contractor (CM/GC) and the Campus Construction (CC) division of MIT.  Once a project is 
complete, the responsibilities must be transferred to MIT’s R&M group who act as the facility owners 
and operators.  This document will explain the program for the transfer of these responsibilities, 
including the planning and preparation activities required to improve the results. 

 
II. GOVERNANCE 
Standard Development Teams 
Due to the multiple parties involved with the turnover process, it was imperative that teams be 
assembled that consisted of representatives from each.   With the goal to apply the standard to all 
project types, the team included representatives who could provide guidance for each.  Thus, this 
document was created through the collaboration of three specific teams who have participated in the 
review and approval process. 
 
Team members were included from the following groups: 
 

• Campus Construction (CC) 
- Project Management Division (PMD) 
- System Performance & Turnover (SPT) 

 
• Infrastructure Business Operations 

- Facilities Engineering (FE) 
- Facility Information Services (FIS) 
- Repair and Maintenance (R&M) 
 

• Environmental Health and Safety (EHS) 
 

• Information Services and Technology (IS&T) 
 
Standard Updating Plan 
As the needs for project turnover change in the future, this standard shall continue to be reviewed on a 
regular basis to assess the effectiveness of the current process and amend as needed to accommodate 
those changes.  Any errors or omissions found since the last update will also be accounted for.  This 
review will be coordinated by the SPT Group and a new version will be created and distributed, as 
required.  
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1. APPLICABLE PROJECT TYPES 
MIT’S project turnover standard is to be utilized for all project types executed on the MIT Cambridge 
campus.  These projects may be executed by any campus construction group, including Capital Projects, 
Capital Renewal, CRSP or Special Projects.  It is understood that some of the steps and tasks outlined in 
this standard may not be applicable to all projects and that the process may require augmentation due 
to the scope and size, but the projects are still expected to follow the general rules and meet the 
requirements whenever possible. 

2. PROJECT TURNOVER 
During a construction project, the responsibility for activities related to the operation, maintenance, 
troubleshooting and repair of a building or space under construction belongs to the Construction 
Manager or General Contractor (CM/GC) and is facilitated by the Campus Construction division of MIT.  
Once a project is complete, the responsibilities must be transferred to MIT’s R&M division.  This program 
will explain the transfer of these responsibilities, as well as the planning and preparation activities 
required to improve the execution.   

From the perspective of turnover, there are five stages in any construction project: 

 

This document will refer to all phases of a project, but only speak to the activities and requirements 
applicable to the Project Turnover Standard. 

2.1 DATE OF BENEFICIAL OCCUPANCY 
The Date of Beneficial Occupancy (DBO) is the date set by the construction team when the building users 
begin to occupy the facility.  This day commonly coincides with the Certificate of Occupancy date, but 
may not coincide with the Substantial Completion date. Once a project has reached the DBO, the 
warranty for the building officially begins and all systems become the official responsibility of R&M.  The 
PMD shall provide the DBO to SPT, FE, R&M and Customer Service no later than 90 days in advance of its 
arrival. 

 

Project Stages

Planning/
Design Stage

Testing & 
Verification 

Stage

Construction 
Stage Turnover Stage Warranty Stage
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3. PROJECT TURNOVER STAGES 

3.1 PLANNING & DESIGN STAGE TURNOVER ACTIVITIES 

3.1.1 Preparation for Turnover Stage 
Preparation for the turnover of a facility needs to begin during the planning and design stages of a 
project.  This will allow requirements to be vetted with all involved parties and understood by the project 
team going forward.  To accomplish this, there needs to be collaboration among the MIT facilities teams 
in setting clearly defined turnover goals. 
 
3.1.1.1  Project Team Representatives (PTRs) 

To accomplish the collaboration effort outlined for this program, an early designation of team members 
is required for clear understanding of communication lines. To this end, each group to be involved with a 
project shall select a Project Team Representative during the planning and design stage that shall be the 
point of contact for various activities referenced in this program.   These PTRs will coordinate all 
activities, as well as disseminate all project information to the members of their respective team that will 
participate in the project.  PTRs will be selected from the following groups at a minimum: 

• Project Management Division (PMD) – (I.e. Project Manager) 

• Systems Performance & Turnover (SPT) 

• Facilities Engineering (FE) 

• Repair and Maintenance (R&M) 

• Environmental Health and Safety (EHS) 

• Information Services and Technology (IS&T) 

3.1.1.2 Turnover Requirements 

During this first stage for the project, the guidelines for a proper project turnover need to be laid out and 
included in the project contract documents.  The CC team shall coordinate a review of the items listed 
below with the PTRs before they are finalized.  This includes the following: 

• Requirements for the Interim and Final Turnover Packages 

• Need for pre-training building tours 

• Asset tagging requirements 

o See Appendix E for example of Project Equipment List and Removed Equipment 
Submittal 

o See Appendix F for MIT ASSET ID TAGGING GUIDELINES 

• Requirements for Owner Training comprising of, but not limited to: 

o Disciplines included 
o Topics to be covered (system level and equipment level) 
o Deliverables 
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o Durations 
o Location (classroom and/or field) 
o Qualifications of the trainer 
o Digital recording parameters 

• Post-occupancy performance verification process (I.e. 10 month warranty visit vs. post-
occupancy commissioning) 

• Warranty Procedures 

3.1.1.3 Turnover Related Design Stage Deliverables 

During the design stage for the project, specific turnover related deliverables are required to lay the 
ground work for proper turnover packages at the end of the project.  Those deliverables include: 

• Project Equipment List – During the design stage, the template for this list is provided to the 
Engineer of Record by MIT and is to be populated with the full list of new, repaired and existing-
to-remain pieces of equipment. 

• Removed Equipment List – During the design stage, the template for this list is provided to the 
Engineer of Record by MIT and is to be populated with the full list of removed pieces of 
equipment. 

3.2 CONSTRUCTION STAGE TURNOVER ACTIVITIES 

3.2.1 Project Team Documentation Review 
PMD shall include the various group members in the distribution of certain construction documents by 
sending them directly to the PTRs via email, eBuilder and/or through access to a project website where 
the documents are being kept.  These documents include: 

• Submittal Packages 

• Coordination Drawings 

The group members will have an opportunity to coordinate comments on these packages while under 
review by the project Architects and Engineers.  Any comments from the various groups shall be 
consolidated by the PTR and provided to PMD, who then has the responsibility of eliciting responses 
from the design team. These responses shall be provided in writing to the PTRs. 

3.2.2 Project Equipment List and Asset ID Tagging 
During the construction stage for the project, the Contractor will finalize the populated information on 
the Project Equipment List and provide it to MIT’s R&M Planning and Scheduling Group, who will review 
the information and create the physical asset ID tags for any new equipment. 

These asset ID tags shall be placed on all new equipment according to MIT’s Asset ID Tagging Guidelines, 
by the following team members: 

• CRSP Projects - MIT’s R&M Planning and Scheduling Group 

• Capital Projects and Major Renovation Projects – Contractor 

See Appendix F for Asset ID Tagging Guidelines. 
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3.2.3 Construction Progress Walk-Downs 
During construction, the SPT Lead shall schedule periodic building walks that shall start at a time agreed 
upon by the project team and R&M. These walk-downs shall include representatives from all groups 
including the contractors, as applicable for the progress of construction. The PTRs shall designate 
representatives to participate in the construction progress walk-downs. This will be an opportunity for 
groups to track the construction of the building, better understand the facility and its systems and to 
raise any concerns about the building before the systems are transferred to their control. 

• It will be the FE Lead’s responsibility to lead the walkdowns, document and distribute questions 
or comments that arise from the walk-downs to the PMD. 

• It will be the responsibility of the PTRs to take information gleaned from walk-downs and 
disseminate it amongst other members of their team, as well as bring to the attention of the CC 
team, questions or concerns from their team members related to that particular project. 

3.3 TESTING & VERIFICATION STAGE TURNOVER ACTIVITIES 

3.3.1 Component and System Testing 
During the Testing & Verification Stage of the project, the construction team will do the following: 

• The Architectural/Engineering team will assess the project and create a punch list of items to be 
resolved by the construction team. 

• The Commissioning Provider, along with other 3rd party test agencies, will check and test the 
building components and systems for proper installation, functionality and performance.  These 
checkouts and tests will produce a list of deficiencies to be corrected by the construction team. 

• The project team will track alarms on the Building Automation System (BAS) and have them 
resolved by the appropriate contractor. 

By the DBO, CC will make every effort to have all outstanding project related issues/ alarms resolved 
before systems are turned over.  This includes any open work to complete items, punch list items, R&M 
inspection items, commissioning action list items or alarms on the BAS. 
 
NOTE: Open items on any given system may not necessarily affect the ability to turn over that system.  
Each issue/alarm will be assessed as to its impact on the turnover process.  See Section 1.1.1 for post-
turnover issue/alarm closeout process. 

3.4 TURNOVER STAGE ACTIVITIES 

3.4.1 Training 
No later than 90 days in advance of the DBO, the SPT team will begin the coordination of the training 
program for R&M, EHS, IS&T and Custodial personnel, as well as the building occupants as applicable on 
the building and the newly installed systems.  The training program will include the following steps: 
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• Preliminary Training Plan: SPT, PMD, FE and the CM/GC will create a preliminary training plan 
including a training scope based on project specifications and a schedule. (Sample Training Plan 
form is provided in Appendix A).  Training and tours should be provided for: 

o HVAC/Mechanical Technicians/QAQC/Asset Mgmt 
o Electrical/Fire Alarm/Utilities Technicians 
o Plumbing Technicians / Pipe Fitters  
o Fire Protection Technicians 
o Building Control Instrument Technicians 

• Training Planning Meeting: SPT, PMD and FE will hold a meeting with representatives from the 
groups requiring training to review the preliminary training plan. This meeting will review 
systems to be trained on, topics to be covered, duration of specified training per system and 
preliminary schedule of training dates.  The meeting will also establish a training contact for each 
of the groups to be trained for coordination of the training program, if any of these people are to 
be different than the project PTR.  There are two major goals of this meeting.  First is to outline 
the program for the trainee groups giving them advance notice as to what will occur during the 
program.  The second is to allow the trainee groups the opportunity to participate in the 
structure of the program and provide valuable information about where the training time should 
be focused to best benefit their team.  Training agendas should be discussed as a part of the 
planning meeting.  (See Appendix B for sample training agenda forms) 

• Training Schedule Coordination: SPT shall coordinate scheduling of training with the trainee 
groups.  Any scheduling or scheduling changes shall be discussed with the trainee groups to 
ensure availability of proper team members.  It is the responsibility of the trainee group’s 
training contact to make sure the trainees attend the training sessions and it is expected that the 
training contact and/or discipline supervisor be present at the beginning of each session to assist 
in coordination of their team. All attendees to the building tours or training sessions shall be 
required to sign in on a Training Record form. (Sample Training Record form is provided in 
Appendix C) 

• Building Tours: Pre-training building tours are to be utilized when a project is either a new 
construction or consists of renovations comprehensive enough to warrant reintroduction to the 
space for the trainee groups.  Although these tours will usually only be needed on capital 
projects, each project shall be assessed during design if building tours will be required for the 
project. The specifications shall indicate the requirement.  If deemed appropriate for the project, 

Training Process Flow (led by SPT)

Training Plan

SPT oversees 
development of 
preliminary plan 

w/scope and 
schedule

Schedule 
Coordination

SPT coordinates 
schedules for all 

tours/training 
sessions for the 

project

Training Plan 
Meeting

Finalize plan with 
project team and 
all groups being 

trained

Building Tours

Project team 
executes building 

tours for all 
disciplines (If 
Applicable)

Training 
Sessions

Project team 
executes 

classroom session 
for all required 

disciplines

Training 
Sessions

Project team 
executes field 
session for all 

required 
disciplines
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starting no later than 30 days in advance of the scheduled training, building tours will be given 
for each R&M discipline by PMD, SPT, FE and project contractor representatives. Similar to the 
training sessions, it is the responsibility of R&M’s training contact to make sure the trainees 
attend the tour and it is expected that the training contact and/or discipline supervisor be 
present at the beginning of each tour to assist in coordination of their team.  

NOTE: The number of tours required will depend on the size and complexity of the project.  For 
example, large full building renovations may require up to 4 tours to accommodate all the R&M 
representatives that need to be included and they may be scheduled early (I.e. 7:30AM) in the 
day to accommodate 1st shift personnel and/or later in the day during 2nd shift (I.e. 3:30PM).  
However, small single space projects may not require a separate tour, if agreed upon by the 
stakeholders that a system overview walk down is sufficient for training. NOTE: If tours are 
implemented, 3rd shift personnel shall attend morning sessions, as applicable.  The R&M PTR will 
coordinate their availability. 

• Training Session Requirements: Although training requirements will be detailed in the project 
specifications, minimum expectations include: 

o Classroom Session: In addition to the traditional component level training offered by the 
contractors and vendors, each session shall also include a “systems” based training review.  
The design engineer and/or commissioning provider shall provide this system based training.  
At the beginning of each discipline classroom training session, there will be a presentation of 
the overall system design concept and a review of applicable system using simplified system 
schematics (single-line drawings) and floor plans.  If the project is a renovation, discussion 
will include description of changes from previous configuration and operation. 

o Field Session: A field session including a walk-down of the system to show locations of 
equipment, components and devices relevant to the system, as well as detailed explanations 
of the equipment and procedures for operating, adjusting, maintaining, troubleshooting and 
repairing the system. 

o Trainers: Trainers must be well versed in the systems and equipment in which they are 
providing training, as well as be familiar with the installation and operation of those on that 
particular project.  (I.e. If factory representatives are used for equipment training, but they 
did not install the equipment, the session shall be supplemented by a representative of the 
installing contractor.) 

o Recording: At least one session of each training course shall be digitally recorded for the 
Owner’s use after the completion of the training program.  Recordings shall be done by a 
professional videographer, hired by the CM/GC. Separate videos shall be provided for each 
discipline, or grouped as appropriate and agreed upon by the team developing the training 
plan for the project.  Each video must be bookmarked to allow the viewer to jump directly to 
specific sections of interest which will be determined during the training planning process.  
At a minimum, bookmarking of videos shall allow immediate access to sessions/sections 
including, but not be limited to: 

 Beginning of the classroom training session 
 Beginning of the field walkdown training session 
 Start of each system review section during the classroom session 
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 Start of each equipment focused section during the field walkdown session 

These training videos will be turned over with the O&M documents and uploaded onto 
eBuilder by the project team and subsequently to the Meridian document archive. 

o NOTE: For small, minimally scoped projects, it may be appropriate to only conduct a small 
number of general training sessions where all disciplines are trained at once.  This could be 
applicable for single room renovations or individual system upgrades. However, the potential 
for this type of training must be evaluated by the project team, including the trainee 
representatives. See Appendix B for sample agenda (Class II). 

3.4.2 Pre-Interim Turnover Meeting 
No later than 14 days in advance of the DBO, SPT shall schedule and conduct a meeting with the PTRs to 
discuss the status of the facility and how the interim turnover process will be implemented for the 
project.  The PTRs shall invite any additional representatives from their respective groups they feel are 
necessary given the scope of work of the project. During this meeting, the following topics will be 
discussed: 

• Review the DBO 
• Review the systems included in the project scope 
• Review of any open operational issues from construction (punch list, commissioning, inspection 

team list, etc.) and any current alarms on the system, to be corrected by the construction team 
• CC will provide contractor contact list for R&M and Customer Service use 
• Status of the interim turnover documentation package for the project 
• Warranties and procedure for warranty item correction 
• Status of the training program 
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3.4.3 Turnover Documentation Requirements 

3.4.3.1   T/O Document Transfer Process 

The transfer of turnover documentation shall adhere to the 
following steps.  The purpose of these steps is to verify at 
various stages throughout the documentation transfer 
process that the correct documents are being provided and 
that they are of sufficient quality.  This flow shall be applied 
to both the Interim Turnover Package and the Final Turnover 
Package. (See Section 3.4.3.2 for more information on these 
packages). 

A: At the beginning of the project, the PM oversees the 
selection of requirements for the Interim and Final Turnover 
Packages (referenced in Section 3.1.1.2) with the project 
team.  The R&M representative must participate in this 
selection and approve the list. 

B: As the project progresses, it is up to the Consultants 
(A/E) and Contractors (CM/GC) to not only provide all of their 
own required documents, but also collect all the documents 
from their sub-consultants and sub-contractors.  They will 
also be required to verify the accuracy and completeness of 
those documents provided by the sub-consultants and sub-
contractors.  If issues are identified during this review, the 
particular deliverable shall be corrected and verified as such 
before transferring to MIT as part of a turnover document 
package. 

C: Once the PM has collected all of the project required 
turnover information, they will upload it to an internal 
location where they can be accessed by the MIT 
representatives responsible for their technical review and 
approval.  Again, if issues are identified during this review, 
the particular deliverable will be sent back to the party 
responsible for providing it for correction.  Only after the 
documents are approved by MIT’s internal review, can they 
be passed on to the FIS group for final upload into MIT’s 
archiving platform Meridian. 

D: MIT’s FIS group will perform one more review of the 
files provided with a focus on the formatting accessibility for 
future use.  This review will verify that the turnover package 
is compliant with MIT’s “CAD&DIGITAL_FILE_GUIDELINES” 
and “ARCHIVING_GUIDELINES”. Deviations will be called out 
and will require correction by the party responsible for 
providing the document. 

A 

B 

D 

C 
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3.4.3.2 T/O Document Packages 

The turnover documentation requirements are broken into two packages: 

• Interim Turnover Package – This package is required to be completed at the Interim Turnover 
stage of the project.  All documents listed for this package have been deemed as the necessary 
minimum by R&M to run the facility.  See Section 3.4.4 below for more detail. 

• Final Turnover Package – This set of documents is required at the Final Turnover stage of the 
project and MIT has accepted the space.  It is comprised of the overall project file set, including 
specific pertinent testing records and verifications pulled out for easy access. See Section 3.4.6 
below for more detail. 

The complete list includes items that may or may not be applicable to a particular project.  The PM is 
required to review the list with SPT to develop the final requirements.  See Appendix D for the full 
document listing and descriptions of each. 

NOTE: Although there are other documents to be completed, submitted and archived at the completion 
of a project, (Ex. financial closeout documentation) they are not required for the turnover process and 
therefore not included in this standard. 

3.4.4 Interim Turnover 
At MIT, the turnover of a project is broken into two steps. 

The first step is the “Interim Turnover”, which occurs on the DBO.  It refers to the transfer of 
responsibility of a building’s operation, maintenance, troubleshooting and repair activities from the 
project team to the owner of a facility and providing a specific set of deliverables required to properly 
operate the facility or space.  On the DBO, SPT shall submit the Interim Turnover Package to R&M, EHS 
and IS&T notifying that the building responsibilities have been transferred to MIT. 

The Interim Turnover Package is designed to inform the groups of MIT responsible for operating the 
facility as to the current construction status, open issues within the facility related to the project and 
assemble the minimum essential information required for proper facility operation as MIT awaits the 
completion of all work and documents expected per the contract as part of the final building turnover.  
The package itself is a summary of information with references to the location of pertinent turned over 
documents.  Included in this package will be: 
 

• A letter stating the interim turnover of the space and signifying the transfer of operational 
responsibility to MIT. 

• Pre-interim turnover meeting agenda and sign-in sheet 
• Listing of the interim turnover documents and their status 
• Training schedule as implemented 
• Listing of any outstanding issues or alarms to be corrected by the construction team 
• A list of all warranties associated with the project including effective dates and duration of 

warranty 
• Warranty item correction procedure 
• Contact list from the project for warranty repair service. 
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3.4.5 Project Related Issue/Alarm Closeout 
As previously mentioned, CC as well as the other members of the Project Team (PTRs), will make every 
effort to have all outstanding project related issues/ alarms resolved before the interim turnover to the 
R&M team.  However, there will be situations where issues and alarms cannot be corrected before the 
DBO and the process below describes how to facilitate their resolution: 

• Any issues that cannot be resolved before the DBO will remain the responsibility of the 
construction team. 

• A master list of open items, including work to complete items, punch list items, R&M inspection 
items, commissioning action list items or alarms on the BAS is created to provide a basis of the 
resolution plan. 

• CC will conduct regular meetings with SPT, FE, CM/GC and R&M to track and update all on the 
resolution progress 

o R&M should bring open Work Orders and Alarms to this meeting for discussion. 
o R&M should bring any items of contract work found to this meeting. 
o NOTE: These meetings shall continue until all items are corrected or when all parties 

agree that it is no longer beneficial to meet. 
• The project team will continue to work to resolve these open items and final turnover will not 

occur until one of the following conditions has been met: 
o All project related issues/alarms identified at Interim Turnover have been resolved 
o All open project related issues/alarms are a result of extenuating circumstances and are 

undergoing a resolution process as agreed to by the CC and R&M 
o The final condition of the unresolved items are accepted by R&M 

3.4.6 Final Turnover 
The second step in the turnover process is the “Final Turnover”, which refers the verification that all 
issues/deficiencies/alarms that remained open at the Interim Turnover step have been resolved and that 
all remaining contract required documentation has been collected and provided to the R&M team.  SPT 
shall submit a Final Turnover Package to R&M, EHS and IS&T at this point indicating that the final 
turnover of the facility to MIT has been completed.  
 
The Final Turnover Package is designed to update the groups of MIT responsible for operating the facility 
that the building or space is ready for final turnover.  The package itself is a summary of information with 
references to the location of pertinent turned over documents.  Included in this package will be: 

• A letter stating the final turnover of the building or space, signed by the infrastructure directors 
and Deputy Executive Vice President 

• Listing of the turnover documents and their status 
• Training schedule as implemented 
• A list of all warranties associated with the project including effective dates and duration of 

warranty 
• Warranty item correction procedure 
• Contact list from the project for warranty repair service. 
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3.5 WARRANTY STAGE ACTIVITIES 

3.5.1 Operation of Warrantied Systems Post Interim Turn Over 
Once a system has undergone interim turn over to R&M, it is their responsibility to troubleshoot and 
repair any non-warranty issues and/or oversee the repair of any warranty issues related to that system. 

3.5.1.1 System Preventative Maintenance 

As of the DBO, with training complete and the interim turnover document package provided by the 
contractors, the preventative maintenance responsibilities become MITs.  All preventative maintenance 
of any system is the responsibility of R&M regardless of the outstanding issues awaiting resolution. 

3.5.1.2 Issue Resolution Process for Systems Under Warranty 

The process for communicating and coordinating the correction of these issues during the warranty 
period will be as follows: 

1. R&M will assess whether the issue is contract, warranty or non-warranty related item. 

• Contract Work 
- R&M will communicate the issue to PMD who will be responsible to coordinate 

contractor correction. 

• Warranty Related Work 
- R&M will contact the CM/GC and/or the responsible contractor directly to react and 

correct the issue.  
- If the CM/GC is contacted, the CM/GC will follow up with the appropriate contractor to 

review the issue and support the resolution. 
- The CM/GC/Contractors shall copy the R&M (via the Zone Supervisor), PMD PM, FE Lead 

Engineer and project file on all relevant correspondence. 

• Non-Contract/Non-Warranty Related Work 
- R&M is responsible to react and correct the issue. 

R&M/Contractors (if still on site) should not delay the response to an emergency or critical situation.  
Any emergency or critical situation corrections should be implemented (be it temporary or permanent 
as necessary) and brought to FE’s attention after the work is complete.  In the event that R&M requires 
emergency service from the CM/GC/contractors, they shall follow the project protocols utilizing the 
CM/GC’s emergency contact list. 
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3.5.2 Post-Occupancy System Assessments 
After the DBO, the project team may have the obligation to execute some form of post-occupancy review 
on the building operation and performance.  Depending on the scope of the project, this will take one of 
two formats. 

3.5.2.1 Seasonal Testing and Building Warranty Review 

In order to verify proper operation and performance of systems in all seasons, the project team (lead by 
the Commissioning Provider, will execute a “seasonal testing” process in the opposite season to the 
testing executed during construction.  They will coordinate and observe the required seasonal testing 
(this may include shoulder season assessments as well) and provide the final testing documentation. 

Also, approximately 10 months into the warranty period, the project SPT representative will schedule a 
building review with representatives from the PMD, FE, R&M, building owners/occupants, project 
engineers, CM/GC and commissioning provider.  This review will include a meeting and a building walk-
down to assess the following items: 

1 Assessment of the current building operation (includes review of building work orders) 

2 Resolution plans/status of any outstanding issues relating to the seasonal commissioning 

3 An opportunity to introduce new warranty related issues that have arisen since occupancy 

Deficiencies identified through this process that are deemed the responsibility of the project, will be 
corrected by the project team at no additional expense to the MIT. 

3.5.2.2 Post-Occupancy Commissioning 

Starting from the DBO, the Commissioning Provider shall oversee quarterly meetings with PMD, FE, 
R&M, project engineers and the CM/GC where the following will be reviewed: 

1 Quarterly reports of findings from trend data via the building automation and MIT’s fault 
detection systems to discuss issues and resolutions. 

2 Work orders from the R&M team 

Deficiencies identified through this process that are deemed the responsibility of the project, will be 
corrected by the project team at no additional expense to the MIT. 
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A. TRAINING PLAN SAMPLE 
This sheet is to be filled out completely by the contractors and reviewed and approved by the PMD, SPT, 
FE and R&M prior to the beginning of training.  The “MIT Training Plan” file can be accessed by 
contacting the SPT team at SPT@mit.edu. 
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B. TRAINING AGENDA SAMPLES 
These sheets are to be filled out completely by the contractors and reviewed and approved by the PMD, 
SPT, FE and R&M prior to the beginning of training.  The “MIT Training Agenda” and “MIT Class II 
Training Agenda” files can be accessed by contacting the SPT team at SPT@mit.edu. 
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C. TRAINING RECORD SAMPLE 
This cover sheet is to be filled out completely by the contractors prior to the training commencing.  The 
“MIT Training Plan Record” file can be accessed by contacting the SPT team at SPT@mit.edu. 
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D. TURNOVER DOCUMENTATION PACKAGE 
Listing of requirements is to be assessed on a project by project basis to determine which are applicable.  The list is to be filled out by the PMD and SPT representatives from the project and turned over as part of the Interim Turnover Package 
and Final Turnover Package.  The list shown here is a representative sample.  The latest version of the list file can be found in the MIT PM Tool Kit in eBuilder accessed by the MIT’s Project Manager or SPT representative for the project.
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TURNOVER DOCUMENTATION DESCRIPTIONS 

1. Document Descriptions 

Some items identified in the turnover document package are clear as to what is to be received (E.g. 
permits, test results, certificates, etc.).  Others may require further definition as to what should be 
included.  Below we clarify a number of the deliverables.  For a complete list of Turnover Documents and 
the required formats, please refer to the R&M Project Turnover Document List above: 

2. Certificate of Inspection (assembly spaces) 

Required for any assembly space/room that has 50 or more people.   For any building with an Assembly 
Space, a certificate of Assembly would also be required for the building.   

The CI (certificate of Inspections) should be posted in an obvious location in a MIT Standard acrylic 
holder: (see MIT Signage Standard for specifics) 

3. Architect Contract Drawings/ Specifications (PDF & DWG) 

Contract drawings are prepared by the architect during the Construction Document (CD) phase of 
design.  They are the drawings that form the basis of the construction. These drawings are to be 
provided during the Interim Turnover as a supplement to the draft as-built set and provide additional 
information to the R&M team while the final as-builts and record drawings are being completed. 

4. Cambridge Fire Department Closeout Binder 

The fire department closeout binder is important is achieving approval from the Cambridge Fire 
Department in order to obtain the certificate of occupancy.  This binder should include the following (as 
applicable to the project): 

- Certificate of completion 
- Copy of Construction Project Fire Prevention Program Manager form per NFPA 241 
- Sprinkler permits 
- Material and test certificates for piping 
- Fire pump acceptance test and curve 
- Generator acceptance test 
- Fire alarm record of completion 
- Smoke control testing 
- Radio signal testing 
- Flammability certificates for interior finishes 
- Engineer’s affidavit 
- Evacuation plan 
- Place of assembly permit 
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5. As-Built (Conformed) Drawings 

The as-built (conformed) drawings are prepared by the contractor showing typically in red ink, on-site 
changes to the original construction documents. This set of drawings depicts the actual conditions of the 
completed construction “as it was built”. 

Due to the nature of as-built drawings, they cannot be completed and turned over by the DBO or Interim 
Turnover. Therefore, the project team is required to provide an interim set of drawings that consist of 
either an electronically scanned copy of the conformed drawing set or a draft electronic copy for use by 
R&M until the record set is complete.  These drawings are to be included with the interim turnover 
document package.  For final turnover, the contractors are required to provide a finalized electronic copy 
of these drawings. 

6. Project Equipment List and Removed Equipment List 

The Project Equipment List template is developed by MIT’s R&M Planning and Scheduling Group and the 
latest version is provided to the Engineer Of Record to be populated with the full list of new, repaired 
and existing-to-remain pieces of equipment during the design phase.  During construction, the 
contractors will update the list information based on the as-built conditions and complete the 
population of specific installed equipment data unavailable during design (E.g. serial numbers)  

The Removed Equipment List template is developed by MIT’s R&M Planning and Scheduling Group and 
the latest version is provided to the Engineer Of Record to be populated with the full list of removed 
pieces of equipment during the design phase. 

See Appendix E for sample list templates. 

7. Warranty and Contact List 

Warranty List: The warranty information shall include the following: 

• List of all warranty items including O&M references for proper maintenance so as to maintain 
the valid warranties, as well as unauthorized actions that may invalidate the warranty. 

• Warranty start dates and durations of both the building warranty, as well as individual pieces of 
equipment. 

• Name(s) of specific individuals from the CM/GC to administer the warranty period 

• Administrative process for warranty item correction including instructions for reporting defects 
covered by warranty to the CM/GC or other appropriate contractor 

Contact List: The purpose of the contractor contact list is to provide the R&M group with a list of people 
to contact in the event that they need support from the installing contractors to answer a question or 
resolve a problem.  The contact lists shall include the following information for each contact at a 
minimum: 

• Name of Company 

• Name of Company Representative (specific person) 

• Direct Phone Number to Representative 

• Direct Email Address to Representative 
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• Hours of Business (Include afterhours/off-hours contact information if applicable) 

• Systems applicable to the Company Listed 

8. Approved Testing, Adjusting and Balancing (TAB) Report 

At a minimum, a draft Testing, Adjusting and Balancing (TAB) report is to be included in the interim 
turnover package. This report shall be provided under a separate cover from the rest of the mechanical 
O&M documentation. 

The final approved Testing, Adjusting and Balancing (TAB) report is to be included in the final turnover 
package. Again, this report shall be provided under a separate cover from the rest of the mechanical 
O&M documentation.  The MIT shall not accept the HVAC systems without a completed TAB report 
approved by the engineer of record. 

9. Final Commissioning Report 

See MIT’s Commissioning Standard for a definition of the Final Commissioning Report. 

Interim (Draft) Commissioning Report 

A draft final commissioning report shall be submitted to SPT for their review.  Any comments on these 
packages will be sent back to the Commissioning Provider, through the SPT, for correction and 
resubmission. 

Final Commissioning Report 

The final version of the commissioning report shall be uploaded into MIT’s Meridian document archive 
prior to the final turnover of the space.  This shall be indicated in the Final Turnover package. 

10. Operation & Maintenance Manuals (O&Ms) 

Operational and Maintenance Manuals include equipment specifications and schedules, drawings and 
overall information needed to maintain installed equipment. 

Interim (Draft) O&M Manuals 

A draft set of O&M manuals shall be submitted to the FIS department for their review.  (For FIS 
requirements regarding these turnover packages, see the current latest revision of the FIS 
“CAD&DIGITAL_FILE_GUIDELINES” and “ARCHIVING_GUIDELINES”). Any FIS comments on these 
packages will be sent back to the author, through the PMD, for correction and resubmission. 

Final O&M Manuals 

The final version of the O&M manuals is due before the first day of training.  The O&M manuals shall be 
uploaded into MIT’s Meridian document archive for R&M’ use in operating the building once the DBO is 
reached.  A copy shall be provided to the FIS department for record and document archiving in the 
Meridian document archive. This shall be indicated in the Final Turnover package. 

11. Training Documentation Package 

The training documentation shall be turned over as a part of the turnover package and shall include the 
following grouped and formatted per the executed training sessions: 
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• The Training Plan 

• All approved training agendas 

• All training handout materials 

• The Training Record documents 

• Training videos (Only required at Final T/O) 

A copy of the training material and training videos shall be provided to the FIS department for record 
and document archiving in the Meridian document archive. This shall be indicated in the Final Turnover 
package. 

12. Project Files 

Project files refers to the folders of files collected during the project execution.  These files are to be 
available in the eBuilder system for future access if required. 

13. Architect’s Record Drawings and Specifications 

Record drawings are prepared by the architect and reflect on-site changes the contractor noted in the 
conformed set of drawings. They are often compiled as a set of on-site changes made for the owner per 
the owner-architect contract. 

Due to the nature of record drawings, they cannot be completed and turned over by the DBO or Interim 
Turnover. Therefore, the project team is required to provide an interim set of drawings that consist of an 
electronically scanned copy of the conformed drawing set for use by R&M until the record set is 
complete.  These drawings are to be included with the interim turnover document package. 

Draft Record Drawing Set 

A draft set of record drawings shall be submitted to the FIS department for their review.  The project 
shall schedule all drawing reviews by the construction manager or general contractor, consultant 
engineers and architects as required verifying accuracy and completeness of drawing information, prior 
to submission to FIS.  Any FIS comments on these packages will be sent back to the author, through the 
PMD, for correction and resubmission. (For FIS requirements regarding these turnover packages, see the 
current latest revision of the FIS “CAD&DIGITAL_FILE_GUIDELINES” and “ARCHIVING_GUIDELINES”). 

Final Record Drawing Set 

Prior to Final Turnover, the final record drawing package shall be provided to the FIS department for 
upload into MIT’s Meridian document archive.  This shall be indicated in the Final Turnover package. 

14. Coordination Drawings 

Per ASHRAE, coordination drawings show the work of all trades to illustrate that equipment can be 
installed in the space allocated without compromising equipment function or access for maintenance 
and replacement. These drawings graphically illustrate and dimension manufacturers’ recommended 
maintenance clearances. 

15. Submittals 
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Product data submittals, samples, and shop drawings are required primarily for the Architect and 
Engineer to verify that the correct products will be installed on the project. A shop drawing is a drawing 
or set of drawings produced by the contractor, supplier, manufacturer, subcontractor, or fabricator 
typically required for pre-fabricated components. 

The turnover package shall include only the final approved submittals and shop drawings.  Any marked 
“Approved as Noted” must have the accompanying notes from the designer of record. 

16. Certificate of Occupancy Binder 

The certificate of occupancy binder should include the following (as applicable to the project): 

- Certificate of occupancy application 
- A cost affidavit certifying the final cost of the project; 
- Affidavits from the architect and/or engineer and the contractor certifying that the project was 

built in accordance with the approved plans and all applicable codes; 
- A final inspection conducted by the following inspectors: fire, wiring, plumbing, zoning, and 

building; 
- Written approval from the zoning inspector that any special permit requirements have been 

met. 
 

 

http://en.wikipedia.org/wiki/Architect
http://en.wikipedia.org/wiki/General_contractor
http://en.wikipedia.org/wiki/Distributor_(business)
http://en.wikipedia.org/wiki/Manufacturer
http://en.wikipedia.org/wiki/Subcontractor
http://en.wikipedia.org/wiki/Fabricator
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E. PROJECT EQUIPMENT LIST AND REMOVED EQUIPMENT SUBMITTAL 
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PROJECT EQUIPMENT LIST GLOSSARY 
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REMOVED EQUIPMENT SUBMITTAL SAMPLE 

Itemized Removed Asset Tag Study (Only a sampling of photos is shown on the following pages. Information and photos of all removed 
equipment is required.) 
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F. MIT ASSET ID TAGGING: A/E & CONTRACTOR REQUIREMENTS 
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