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The goal of this Green Operations and Maintenance Plan Template is to
help you develop a Green O&M Plan specific to each of your properties.
Consider this notebook an “Executive Summary” that captures the essential
components of your property and informs your staff on how to operate the
property in a green and sustainable manner. Guiding principles include:
» Operate building as designed—maintain green choices made at
construction. : '
Protect the health of staff, residents, and the environment.
Promote energy and water conservation,
Provide clear, user-friendly information so that operations are
efficient; cost-effective, and tasks are easy to accomplish.
Maintain property well now, so that future low-income households
can benefit from healthy high-performing homes for many years to
come,
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When you create your own O&M Plan, we suggest that in your 3-ring
binder, use colored card stock printed with property specific information to
clearly indicate tabbed sections.. Each tab in the O&M Plan designates a
separate section and sub-sections of a tabbed section should be printed on
colored paper so staff can quickly find the sub-sections. Organize
information clearly and simply so that your binder is user-friendly. Insert
information from the internet and/or other resources if helpful and ’
informative for staff. This template is just an example of the components of a
fictitious building. You will need to adjust for the specifics of your property.

Review this template with your Development Team, Architects, and
Contractors so that they know what you need to complete your Green O&M
Plan. '
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Green Operatwnsan MamtenancePlan e
This Table of Contents and Ovemew outhnes the Green O&M Pian oomponents as well
. as some of the actions the owner will take for this property: Infotmation specific to each
- ‘component can be found in tabbed séctions of the notebook. Some components will

o typically have an additionial separate: ‘binider with dotalled 1nformat10n and/or mamtenance
.mstruoiions from constructlon 1f avallable :

Tab 1. ' Mdlntenance Pohcles and Procedures R : N

What are the components of good maintenance. policies and procedures? Repazrs?
Cleaning? Seasonal? Preventive? Pérformance Standards? Work Areas and Equzpment?
' ,Hazardous Mater:ais7 Repmr Request Forms? Lo L

S ab2 ' Routme Mamtenance Schedule—oreate a cheokhst Whar would you pur
ina checklmt? What would your sraﬁ do wzth a checklzsr?

[

' Ap -Q""li;in'ces.—«ore.ate a matrix for Enorgjf_ Star appliances instatled 1 units.
What do you include in this checklist? _ .

[Mabd) :B'Uiidi'n;}'_’,.E‘Xtefior.-ﬂow do you tell your staff about your building’s
“exterior? T | ST o



Tab 5, Cleaning--Establish written green cleaning procedures for staff to follow,
including safety instructions. What might you tell your staff?

' Electrical (see also separate binder for detailed information and maintenance
instructions) What might you tell your staff?

_ .- Elevator (see also separate binder for detaited information and maintenance
instructionsy What might you tell your staff?

Fire Protection (see also separate binder for detailed information and maintenance
instructions) What might you tell your staff?

Flooring-—give resources and care instructions. What might you tell your
staff?
Tab 10. HVAC (see also separate binder for detailed information and maintenance instructions)

What might you tell your staff?



Landscapmg and Groundsm-—Gwe resources and p lant mformatlon
Whar nghz‘ you tell your sz‘aﬁ‘? ' ‘ _

- -I’es-t_‘(?qntmllin B:uildi‘ng%(}ivg;‘rj,ésources.. Whaz"*mi’ghiﬁyou_'réll‘your--. :
Slaff? e e e e
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, Plumbmg (sec also separate binder for detailed information and mamtenance

instr uct;ons) What basic plumbzng system mformatzon does your staﬁ need 10 operate R

buzldmg?
E_.;a‘b 14] Roof:- Whiat basic roof information does your stajfneed fo operate
 building?" ' ' R SR AL LRV

T ab'IS._‘ - Windows and Doors—What might you tell your siqjf? .

i

Tab 16 Green Unit Turnovers—A Green Unit Turn poster is available at
http://seattle. pov/housing/GreenUnitTurn/Postét. pdf for distribution to on-site staff. -
Detajled information can be found at the Green Unit Turn website
http //seattle gov/hou3111g/GreenUmtTurn/default htm '

OR Y OU C,AN CREAF E YOUR OWNZurnover protocol a

- , Ven.do‘f_ Listr—'Whaq vendors do you want your staff to use?



