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An O&M or operation and maintenance manual specifies crucial information and tasks needed for facilities management, and equipment and property upkeep in industrial settings. Some organizations refer to their documentation simply as an M manual. O&M manuals are important because they help companies ensure

efficient operation and maintenance in their facilities. They enable you to avoid downtime costs and reduce the total cost of ownership for crucial equipment. Companies use O&M manuals to support facility management and construction projects. For example, they give building information details to your maintenance staff about how to prolong the
life of assets, minimize the costs of ongoing maintenance and avoid unscheduled equipment shutdowns. An operation maintenance manual is also instrumental in keeping employees safe. Relied on by contactors, executives, managers and technicians, O&M manuals support the success of construction projects as well as streamline facility management
tasks. Whether you refer to it as a maintenance manual, operating manual or building manual, an O&M manual will be at the heart of your manufacturing operating system as you work out schedules and logistics for your manual maintenance efforts. Prepare an O&M manual to designate what the maintenance team does for proactive

maintenance and unscheduled, reactive maintenance tasks. People will consult the manual to understand your organization’s standard operating procedures better. The documentation also helps you manage your company’s inventory. Depending on the size and scope of your organization, you may require one or multiple O&M manuals. Examples
include: Reference guides to using equipment or following company processes Safety and emergency manuals Help support desk manuals Product installation manuals Equipment maintenance manuals Software, computer and data management manuals User manuals provided by your suppliers or manufacturers People open their O&M manual to
learn exactly what they need to do to support ongoing operations, and what they must do during everything from an emergency to routine maintenance. Here’s an overview of critical sections and information that an O&M manual must contain. Each section should deliver comprehensive guidance for operation and support your maintenance schedule.
Essential elements in your O&M manual include: This section includes your organizational charts, history of the company and details on key personnel to put operations into context. What steps must workers take to address emergencies, and which people or agencies should they contact during a crisis? This includes local law enforcement, fire and
other emergency responders, government officials and other relevant parties you’ll need to communicate with to safeguard employees, visitors and the community. This delineates details on your standard operating procedures, which employees can consult during their onboarding process, as well as when you are cross-training workers to expand
their capabilities and duties and when they are not familiar with a particular procedure. The maintenance personnel will consult this section of the project manual to verify they’ve done their work according to plan. Another set of O&M information in the manual will offer a comprehensive system description with details about your facilities, such as
building codes, floor plans, site surveys and materials used to construct the facility. This information typically comes from contractors involved in building your structure. This section explains the duties of the maintenance staff when it comes to proactive maintenance and reactive maintenance. For example, they will learn your approach to
troubleshooting problems, how to prioritize maintenance tasks, what your duties are for testing equipment and what takes place during each machine inspection. These various components contribute to the manual’s effectiveness as they put operations and maintenance in context for your organization’s specific requirements and priorities. A range of
experts develop O&M manuals, such as maintenance managers, original equipment manufacturers, safety managers, human resources professionals, operations managers, plant engineers and executives. Here is a detailed guide on drafting, compiling and finalizing an O&M manual: 1. First, prepare to create your O&M manual using software. If your
company still relies on paper records, it’s time to switch over to digital files. This is because it’'s a cumbersome and costly process to update printed manuals. In contrast, digital manuals are easier to produce, update and distribute. Companies often use a CMMS or computerized maintenance management system, which you can store locally on your
computer servers, or make available through a cloud platform. 2. It’s prudent to create a consistent, simple layout using basic document organizational tools, such as bullet points, headers and subheadings. Employ text styles such as bold and italics to further distinguish important text elements for an easier read. Doing so makes your

O&M manual accessible and convenient to navigate for all users. 3. Meet with maintenance managers, technicians, executives and other stakeholders for input about what to include in your O&M manual, including standard operating procedures. You will also want to consult with stakeholders when it comes time to update the documentation, such as
after you replace older assets or develop new protocols and procedures for handling inspections and maintenance. 4. Gather external documents to refer to when creating your manual, such as specifications and drawings of equipment, lists of company assets and how they were designed, guidelines for safety and health and details about the
construction elements used to build your facility. Finally, have on hand details about how to decommission, demolish or dispose of defunct assets, especially if hazardous materials are involved. 5. Write the first draft of your manual, ensuring you have included all relevant information gathered during the steps above. Your goal is to provide
comprehensive details, which will require you to ask other people to review the work before publishing it. 6. Obtain feedback from maintenance personnel, manual end users and other stakeholders. You may have inadvertently left out crucial information that you’ll need to integrate when updating the draft. 7. Once you have signed off on

the O&M manual, publish it in digital format and announce that it’s now available to view online or download to employees’ devices. Keep printed copies available to consult in the event of computer system failures. What are the compliance requirements and standards for O&M manuals? O&M manuals should spell out the safety protocols workers
follow during inspections, maintenance, cleaning, repairs and upgrades. They need to explain regulations covering what happens to equipment during decommissioning. Consult with your industry’s regulatory authorities and learn current best practices to follow. Typically, knowledgeable stakeholders in your executive ranks, maintenance managers
and safety officers will be the first people with whom you’ll discuss standards and regulatory compliance issues to include in the manual. If your staff lacks the expertise to ensure your manuals meet all applicable standards (or is unsure if they are fully aware of the standards they must adhere to), it makes sense to partner with third-party O&M
professionals. Why is ongoing training important for the effective use of O&M manuals? Your teams must keep abreast of the latest industry best practices to ensure that the O&M manuals remain up-to-date and relevant. They should receive regular technician training to inspect, install, clean and maintain the various pieces of equipment that your
enterprise relies on for daily operations. How and when should O&M manuals be updated? Update manuals whenever you make significant changes to your current workflow or protocols. The same goes for any new regulations or changes to industry best practices. If you remove equipment and replace it with a new model, whether from the same
manufacturer or a new source, you'll need to update your manuals. Often, the first thing you’ll consult is the manufacturer’s product specifications and operations manual, paying close attention to safety warnings and maintenance procedures. It’s clear that effective O&M manuals contribute to the success of facility management and construction
projects. They help you keep workers and the community safe and enable you to avoid unexpected shutdowns that require expensive repairs or replacements. With the manuals guiding your ongoing maintenance tasks, you will reduce the total cost of owning your equipment. A well-researched and expertly crafted manual ensures your teams will
operate with greater efficiency, while remaining in compliance with regulations. Remember that it’s crucial to properly structure your manual (in digital format, not just printed) so it’s easily accessible and more convenient to update as needed. The term “O&M Manual” is important in manufacturing, construction, and facility management. Often
considered the backbone of any project’s lifecycle, an Operation and Maintenance (O&M) Manual is vital for stakeholders involved in a project’s design, construction, operation, and maintenance phases.In this blog, we’ll delve into the intricacies of O&M Manuals, understanding their purpose, components, creation process, and indispensable role in
ensuring infrastructure projects’ smooth functioning and longevity.An O&M Manual, a short form of Operation and Maintenance Manual, is a comprehensive document that provides detailed instructions, guidelines, and information necessary to install, operate, and manage an asset or facility properly. It is a reference guide for various stakeholders,
including plant managers, maintenance engineers, operators, and end-users. It empowers them with the knowledge required to manage and sustain the asset performance throughout its lifecycle effectively.The primary purpose of an O&M Manual is to facilitate a seamless transition from the installation phase to the operational phase of a machine or
project. It serves several key objectives listed below.1. Comprehensive Guidance: O&M Manuals offer comprehensive guidance on operating procedures, maintenance schedules, troubleshooting techniques, safety protocols, and emergency procedures related to the machines in the factory environment. Assets must be managed according to the
guidelines to ensure optimal performance and returns from the assets.2. Asset Management: Asset management in factory environments involves optimizing equipment usage, maintenance, and lifecycle to enhance productivity, minimize downtime, and ensure efficient resource allocation.By digitalizing the asset information such as specifications,
parts and components, and inspection checklists, usage tracking in O&M Manuals aids in effective asset management, ensuring optimal performance and longevity.3. Compliance and Regulation: Manufacturing environments must adhere to regulations such as OSHA safety standards, environmental protection laws, and industry-specific regulations to
ensure worker safety, product quality, and environmental sustainability.O&M Manuals often include information regarding regulatory requirements, environmental standards, and industry best practices, ensuring compliance and minimizing risks.An Operations and Maintenance (O&M) manual for a factory environment should cover equipment
operation procedures, maintenance schedules, safety protocols, troubleshooting guides, emergency procedures, contact information, and regulatory compliance requirements to ensure efficient and safe operations.While the specific details may vary depending on the nature of the project, typical elements found in an O&M Manual include:1.
Introduction and Overview: Provide a brief introduction to the plant assets, facility, its purpose, and an overview of the manual contents.2. System Description: Detailed descriptions of various machines, equipment, tools, and components installed in the facility, including specifications, capacities, and operating parameters.3. Operating

Procedures: Step-by-step instructions for operating equipment, machines, and utilities, including start-up, shutdown, and normal operation procedures.4. Maintenance Guidelines: Maintenance schedules, procedures, and checklists for routine and preventive maintenance activities to preserve the asset’s functionality and performance.5. Safety and
Emergency Procedures: Comprehensive guidelines for ensuring personnel safety, handling emergencies, and addressing hazardous situations.6. Troubleshooting and Diagnostics: Procedures for identifying, diagnosing, and rectifying common issues or malfunctions that may arise during operation.7. Appendices: Additional resources, drawings,
schematics, warranty information, and contact details for support services.The most common question regarding O&M Manuals is how to create one for a specific manufacturing environment. Developing an O&M Manual involves various stakeholders, including designers, engineers, contractors, facility managers, and end-users. The process typically
involves the following steps:1. Information Gathering: Collecting relevant data, specifications, drawings, and documentation about the facility and its systems.2. Content Development: Organizing and compiling the gathered information into a structured format, ensuring clarity, completeness, and accuracy.3. Review and Approval: Review the manual
content with key stakeholders to ensure alignment with project requirements, standards, and regulatory guidelines.4. Formatting and Documentation: Formatting the manual for clarity and readability, incorporating graphics, illustrations, and tabular data where necessary.5. Distribution and Training: Distribute the finalized O&M Manual to relevant
parties and conduct training sessions to familiarize personnel with its contents and procedures.An O&M Manual checklist is a valuable tool in the development and review process of Operation and Maintenance Manuals (O&M Manuals). It outlines the essential information required to ensure the manual’s completeness, accuracy, and effectiveness. An
O&M Manual checklist typically includes a comprehensive system description, detailed operating procedures, maintenance guidelines, safety protocols, emergency procedures, troubleshooting instructions, and necessary appendices. By systematically evaluating each component against the checklist, project stakeholders can ensure that the manual
meets regulatory requirements, industry standards, and project-specific needs. Additionally, the checklist facilitates collaboration among various disciplines involved in the manual’s creation, streamlining the review and approval process and ultimately enhancing the usability and reliability of the O&M Manual for all stakeholders involved in the
facility’s operation and maintenance.O&M Manual software is a specialized tool designed to streamline the creation, organization, management, and distribution of Operation and Maintenance (O&M) Manuals for various industries, including manufacturing, engineering, and facility management. This software automates many aspects of the manual
creation process, offering a range of features to enhance efficiency, accuracy, and collaboration among project stakeholders.One of the key features of O&M Manual software is its ability to centralize information and documentation related to a project’s assets, systems, equipment, and procedures. This centralized repository allows users to access
and manage all relevant data from a single platform, improving organization and accessibility.O&M Manual software typically includes templates and customizable layouts to facilitate the creation of standardized manuals that align with industry best practices and regulatory requirements. These templates can be tailored to project needs, allowing
users to incorporate project-specific information, branding, and formatting preferences.Another important aspect of O&M Manual software is its collaboration tools, which enable real-time collaboration and communication among project team members, including designers, engineers, contractors, and facility managers. Users can collaborate on
document creation, review, and approval processes, streamlining workflows and ensuring that manuals are accurate and up-to-date.Furthermore, O&M Manual software often includes version control features to track changes and revisions, ensuring users can access the most current information. This helps prevent errors, inconsistencies, and
confusion, particularly in projects with multiple contributors and frequent updates.O&M Manual software may also offer integration capabilities with other project management tools, document management systems, and Building Information Modeling (BIM) platforms, enhancing interoperability and data exchange across different systems.In
conclusion, an O&M Manual ensures the efficient operation, maintenance, and management of built assets and facilities. By providing comprehensive guidance, documentation, and support, O&M Manuals empower stakeholders to effectively navigate the complexities of asset management and uphold performance standards over the asset’s
lifecycle.An Operation and Maintenance (O&M) Manual is a detailed document that guides how to install, operate, and maintain equipment or systems in a manufacturing facility. It helps ensure smooth operations, reduce downtime, and extend asset life by offering clear, step-by-step instructions for users.O&M Manuals are essential for effective
asset management. They provide procedures for preventive maintenance, troubleshooting, and safe operation—helping reduce unexpected breakdowns, boost productivity, and support long-term equipment performance in factories and industrial plants.A standard O&M Manual includes:System and equipment descriptionsOperating
proceduresMaintenance schedules and checklistsSafety protocols and emergency stepsTroubleshooting guidesDiagrams, schematics, and contact informationStart by collecting technical data and equipment specs. Then structure the content clearly—covering operations, maintenance, safety, and troubleshooting. Collaborate with engineers and
facility managers, format it for easy reading, and train users on how to apply the manual in day-to-day tasks.Yes. Digital O&M Manuals make it easier to access real-time maintenance schedules, inspection checklists, and troubleshooting instructions. This streamlines preventive maintenance tasks and minimizes unplanned equipment failures. Usually
provided upon handover, an Operating and Maintenance Manual (O&M Manual) is a single, reliable, comprehensive document that includes detailed information about the various systems, components, and equipment installed in within a facility. It serves as a valuable resource for building owners, operators, and maintenance personnel, offering
guidance on effectively operating, maintaining, and troubleshooting the facility through its life cycle. Below, we run through what an O&M Manual is, including how to write one, format it, and what to check for, and have made available an O&M Checklist and Operating and Maintenance Manual Template for download [see the end of this article]. The
initials O&M can mean slightly different things depending on where you are reading from. In the UK they tend to mean ‘Operating and Maintenance Manual’, whilst in the USA can mean ‘Operation and Maintenance Manual’. They both mean the same thing. We have seen the manual being referred to many different ways including: O&M Manual
Operating and Maintenance Manual O and M Manual Building O&M Manual Construction O&M Manual O+M Manual OM Manuals O/M Manual OnM Manual Operating and Maintenance [O&M] manuals are issued for several important reasons: Effective Operation: Providing detailed instructions on operating the various systems and equipment
within the facility helps ensure that the systems are used and operated correctly. Proper Maintenance: Including planned maintenance schedules and guidelines will provide the information needed to ensure that equipment and systems are correctly cared for. Troubleshooting: Including troubleshooting guides, usually within the manufacturer’s
literature, will help maintenance personnel identify and address common issues that may arise. Safety: Safety instructions are included to make the building operator aware of any risks and safety items that should be considered, preventing accidents, injuries, and potentially hazardous situations. Consistency: This is vital to ensure that no matter
who works within the building it is managed and maintained the same - keeping operational and maintenance practices consistent. Transitional Knowledge: Knowledge transfer is critical from the project team to the facilities team upon completion of the project to ensure they understand the systems and equipment. This ensures that the facility can
be operated and maintained correctly. Compliance: Within many areas of the world, regulatory requirements mandate the issuance of O&M manuals. Warranty and Support: Understanding the warranty information for the installed systems and equipment. Emergency Preparedness: Including emergency procedures within the manuals helps ensure
the facility engineers know how to respond in critical situations, minimizing risks to occupants and property. Efficiency and Cost Savings: Properly operated and maintained systems are more energy-efficient, reducing operational costs over the building’s lifespan. Documentation for Future Reference: O&M manuals are a historical record of the
building’s systems and equipment. This can be valuable for future renovations, upgrades, or building infrastructure changes. The issuance of the manuals should align with the construction project’s milestones, and commissioning process, to ensure that they are available to the building personnel when the facility becomes operational. To ensure this,
the process would usually be in line with the following 5 stages: Stage 1 | Design and Pre-Construction: During the preliminary stages of the project, the format and building systems/equipment should be developed that will require O&M manuals to establish the documentation requirements, Ensure that the manual requirements are specified within
all tender documentation. Stage 2 | Early/Mid Construction: Oversee, manage, and coordinate the writing of the operating and maintenance manuals for draft submission, Submit ‘draft’ manual for initial owner/building operator review in line with agreed formats, Update manuals in line with comments received. Stage 3 | Late
Construction/Commissioning: Ensure all testing and commissioning data is included within the manuals that has been created. Insert all relevant training information and data that has been completed, Issue the manual to the owner’s team for review, Incorporate any changes or feedback from the review process. Stage 4 | Project Closeout/Handover:
Issue the ‘final manual’ to the owner, Owner and other stakeholder ‘approve’ the final O&M manuals, Owner issues manuals to the building operatorHandover: The O&M manuals are officially handed over to the building owner or operator, marking the completion of this phase. Stage 5 | Post-Construction and Operational Phase: Building operators
and maintenance personnel use the O&M manuals to operate, maintain, troubleshoot, and manage the building’s systems and equipment. As the building systems are modified, upgraded, or replaced over time, the O&M manuals should be updated by the building operator detailing any changes. Creating the O&M Manuals is not generally a one-
person mission. Instead, writing and producing a superb manual will require the input and work of multiple people from most disciplines across the project. The people usually involved and their responsibilities will be: Once manuals are issued and the facility is in operation, how should they be used?. For Orientation and Training: New building
operators and maintenance staff should receive orientation and training sessions that familiarize them with the content of the O&M manuals. This training ensures that they understand the systems, equipment, and procedures outlined in the manuals prior to working within the facility. For Daily Operations: Operators should consult the manuals to
ensure they are following the correct procedures for starting, running, and shutting down equipment. Routine Maintenance: Any routine maintenance shoud be checked via the manuals for guidance on items such as cleaning, lubrication, and filter replacement. Safety Procedures:A O&M manual should include safety information on the equipment
and systems of the facility. Operators and the maintenance staff should familiarize themselves with these instructions to ensure safe operations and response in critical situations. Troubleshooting: When issues arise, the troubleshooting sections of the manuals offer guidance for diagnosing common problems and implementing solutions. Coordination
with Manufacturers: The manuals often include manufacturer information, if equipment issues require technical support, operators can use the document to find contact details. The manuals are typically outlined within the projects contract documents/specifications, providing a clear understanding to all stakeholders of how the manuals should be
prepared, formatted, and delivered upon completion. A typical manual format should be designed to provide organized and easily accessible information about the systems, equipment, and procedures within a building or facility. While the exact format can vary based on project requirements, industries, and company preferences, here’s a general
outline of what a typical one may look like. We have included a manual template that can be downloaded at the end of this article. If there is a requirement to present the manual in hard copy format using folders or binders, the materials used should be highly durable and designed to withstand the aging and dusty/dirty environments to ensure they
last for the time required. Within each folder/binder, each section should be clearly labeled, segregated using a stepped divider, user-friendly, and cross-referenced back to an index. The index should itemize the stepped segregation dividers, be numbered and displayed at the beginning of the first binder, if using multiple ones, or within the front
section of a single-binder manual. In today’s age, this type of format should be avoided as it uses a lot of paperwork, and the information can get lost or easily damaged over time. Digital manuals are becoming more common in today’s market, especially since clients, end users, and facilities operators see their benefits in how cost-effective and
efficient they are to use, update, maintain and integrate with other systems such as BIM. Stored in the cloud, the formats will be similar to the ‘hard copy’ manual incorporating the same information, but hyperlinks will be utilized instead of using stepped dividers. Where digital manuals are stored on a server or in the cloud, ensure that all users can
access them from their computers and mobile devices. Also that the document is backed up off of site. If your role needs you to review an O&M Manual, the below provides a good checklist that can be used. We have included a checklist template that can be downloaded at the end of this article. As the facility and its systems undergo maintenance,
renovations, or upgrades, the information in the O&M manuals could become outdated or incomplete. Regular updates will ensure that the information remains accurate, relevant, and useful for building operators and maintenance personnel. Here are a few reasons why manual updates are important: To facilitate the updating of the manuals, it’s
usually good practice to establish a system or process that tracks changes, revisions, and updates to any of the buildings systems and equipment; which will then allow updating the documents. This might involve assigning responsibility to a designated person or team and setting regular intervals for reviewing and updating the manuals. There are
companies that specialize in writing Operating and Maintenance [O&M] manuals to help contractors, building owners, and building operators create comprehensive, well written and well-structured manuals, with manuals being tailored to meet any specific project requirements. If you are considering hiring a company to create your manuals, it’s
important to evaluate their experience, expertise, and previous work as the quality can significantly differing from different writing services. The majority of O&M companies will offer different service levels, so if your budget does not cover writing the complete document you will still be able to get something done. An example of these levels can be
seen below - taken from a company called O&M L.T. Ltd based in the UK: Taking the specification, drawings, procurement timeline, list of installed equipment, and other details adn design data provided by the project, the authoring company writes and issues the whole project operating and maintenance manual, providing a complete service. The
O&M writing company will issue and manage info-gathering tempates to the General Contractor, who will then consolidate the required information. Once the information has been received the authoring company will write and complete the manuals. Any additional information required will also be sourced by the General Contractor. Similar to Level
2, but in this level the termplates are issued to the Owner or General Contractor who will fully manage them, ensuring that the information is complete, chasing anything that is missing. Once the Owner/General Contractor has recevied the information they will conduct some basic checking before forwarding to the authoring company for inclusion in
the overall manual. The authoring company issues the main operating and maintenance template to the Owner/General Contractor, who will then manage and write the manual before sending through for checking and converting to an electronic format. Buy All 129No. Site Commissioning Documents We have been asked several times to create a
complete document package covering everything we have uploaded to the site.So it's taken some time, but here it is....129No. Documents for you to download in Microsoft Word, Microsoft Excel & PDF Formats.CLICK THE BUY HERE TO SEE/DOWNLOAD A FULL LIST OF DOCUMENTS INCLUDED... Buy Here | $129.99 A cover page will usually be
an official letter or document accompanying the manuals when issued to the client/owner. A cover page is the first page of the manual that provides essential information about the manual itself and the project it pertains to. It serves as a quick reference for recipients providing an introduction to the content within the manual typically incorporating
the following information: Title: The title of the document, often listed as “Operating and Maintenance Manual”, Project Information: covering Project Name and Project Location/Address, Date: The issue date of the manual, Issuing Party: Name of Issuing Organization and Contact Information, Project Contacts: Names and Titles of the key
individuals involved in the project, such as project managers, engineers, and architects, also include their contact information. Document Control Information: Include Document Number, Revision Number and Date of Last Revision, Logo/Branding: Include the logo or branding of the organization responsible for issuing the manual. To help us expand
the site and create more resources, we created the documentation below in [Microsoft Word] for download. Click the ‘Buy Here’ button to purchase the fully editable copy of the document below, which can be used immediately. You will be directed to our shop page. Whilst the legal requirements do not specifically note ‘operating and maintenance
manuals’, we have found within the UK that there are a couple of conditions that need to be met within the Health and Safety at Work Act 1974 [sometimes abbreviated HSWA], for the following: Paragraph [2][1] - It shall be the duty of every employer to ensure, so far as is reasonably practicable, the health, safety, and welfare at work of all his
employees: O Paragraph [2][2] - Without prejudice to the generality of an employer’s duty under the preceding subsection, the matters to which that duty extends include in particular: 0O Paragraph [2][2][a] - the provision and maintenance of plant and systems of work that are, so far as is reasonably practicable, safe and without risks to health; O
Paragraph [2][2][b] - arrangements for ensuring, so far as is reasonably practicable, safety and absence of risks to health in connection with the use, handling, storage, and transport of articles and substances; OO0 Paragraph [2][2][c] - the provision of such information, instruction, training, and supervision as is necessary to ensure, so far as is
reasonably practicable, the health and safety at work of his employees; 00 Paragraph [2][2][d] - so far as is reasonably practicable as regards any place of work under the employer’s control, the maintenance of it in a condition that is safe and without risks to health, and the provision and maintenance of means of access to and egress from it that are
safe and without such risks; [] Paragraph [6][1] - It shall be the duty of any person who designs, manufactures, imports, or supplies any article for use at work OO0 Paragraph [6][1][a] - to ensure, so far as is reasonably practicable, that the article is so designed and constructed that it will be safe and without risks to health at all times when it is being set,
used, cleaned or maintained by a person at work; O Paragraph [6][1][b] - to carry out or arrange for the carrying out of such testing and examination as may be necessary for the performance of the duty imposed on him by the preceding paragraph; 0O Paragraph [6][1][c] - to take such steps as are necessary to secure that persons supplied by that
person with the article are provided with adequate information about the use for which the article is designed or has been tested and about any conditions necessary to ensure that it will be safe and without risks to health at all such times as are mentioned in paragraph (a) above and when it is being dismantled or disposed of; and 0O Paragraph [6][1]
[d] - to take such steps as are necessary to secure, so far as is reasonably practicable, that persons so supplied are provided with all such revisions of information provided to them by the preceding paragraph as are necessary because of its becoming known that anything gives rise to a severe risk to health or safety. There are also other requirements
to provide information for staff and operatives relating to the equipment and systems that have been installed under new/refurbishment works: Latest Articles If you would like to know more about the author, here is my Personal Linkedin Account How to regulate the work of a large company? Let’s say a factory? Technical writers surely know the
right answer: with the help of technical documentation. To be more specific, an operation and maintenance manual is the right thing for a factory. In small companies, one doesn’t need so much time and effort to make things run correctly and everyone to work in compliance with standards. But this is not the case with businesses where thousands of
employees are not even acquainted with each other. They need a unified source of information to perform their tasks equally efficiently. Let’s learn more about this type of documentation. What Is an O&M Manual? An operation and maintenance manual, also known as an O&M manual, is a comprehensive and detailed document that provides
maintenance employees with information on how to check, repair, and upkeep machinery and equipment. The main aim of an operation and maintenance manual is to standardize technical processes in a company to improve their quality. Apart from that, it contains best practices and safety guidelines. Not only maintenance employees and technicians
rely on this document but also managers, executives, and external contractors. Benefits of an Operation and Maintenance Manual If you still overlook the importance of creating operation and maintenance manuals, let’s figure out how exactly they can improve the performance of your company: Create one repository for information. That’s a huge
mistake when all instructions that a team uses are stored in different places, and it takes a lot of time to find them. Employees must have quick access to the database not to lose time. Avoid unplanned downtime. Everyone knows that unplanned downtime leads to revenue decline. Probably, one cannot foresee all the unexpected breakages, but at
least one can drastically reduce downtime by creating clear instructions on how to fix the equipment and who is responsible for that. Contribute to safety standards. The safety of employees has always been one of the main priorities of all businesses, no matter how large they are. An operations and maintenance manual is a great solution to instruct
employees on how to maintain equipment safely and show them what shouldn’t be done. Following safety standards helps to avoid accidents and, as a result, legal actions. Contribute to quality standards. An O&M manual gives unambiguous guidelines on all the work processes in a company. When all the employees follow the same instructions, they
complete their tasks equally. Unified processes are free from errors and inconsistencies. That provides their high quality. Speed up learning and onboarding. When new employees are hired, they definitely need a tutor at the beginning. But that’s not right to be fully dependant on a tutor. Some information can be learned from a manual or instruction.
That saves time for both parties: tutors and newcomers. Operation and Maintenance Manual Types There are several ways of storing information: in one huge manual or in several separate manuals. It is a common practice for large companies to create different types of operation and maintenance manuals. These are different subsystems. Let’s say
different teams are not always supposed to be involved in each other’s workflow. That’s why one can say that there can be different types of O&M manuals depending on the type of work or activity, functions, and audience: Installation, operation, and maintenance manuals Emergency procedures manuals HR manuals and employee handbooks
Helpdesk manuals Software manuals Manuals for data administration Backup and recovery guides Technical assistance manuals etc. The main purpose of this division is to provide an employee with information in a particular sphere and for a particular situation. What Is Included in an O&M Manual? Of course, O&M manuals can be quite diverse
(machinery, construction, software, etc.) and their content can be different, but here are the things that you will most probably find in one of them: Information about the company General information: audience, terminology, the scope of a manual, etc. Machinery operational characteristics Equipment technical specifications Plans and maps to
indicate positions of equipment pieces Engineering drawings of machinery and equipment Schedules for maintenance Contact information of equipment vendors Emergency maintenance documentation Safety guidelines etc. How to Create an Operation and Maintenance Manual? It takes time and effort to create an operation and maintenance
manual. It is not just gathering all the information into one document. It is highly important to make your manual clear, easy to understand, and helpful. So, let’s figure out how to achieve this. Choose a Technical Writing Tool Today, one can surely find a huge list of diverse technical writing tools. Each of them has its own advantages and
disadvantages and is aimed at solving particular problems. Keep in mind that you should choose a tool that will suit your individual writing process and meet your unique needs. The ClickHelp Team, more than anyone else, knows the pains that technical writers face daily. That’s why we recommend you pay attention to the following things: Easy team
collaboration. It is a common practice when a huge manual is written by a team of technical writers, and several reviewers check it. They all can do it simultaneously. Does your help authoring tool make the collaboration smoother? If not, that’s a good reason to change it. Quick update of existing topics. Manuals change with time. They should be
updated, and it should not be as time-consuming as building documentation from scratch. Does your tool allow you to update topics in a couple of clicks? If not, find a tool that will cope with that. Simple versioning of technical documentation. One of the most challenging things is to create different versions of the same document. How do you do that
now? Do you have to copy and paste pieces of text that are common for several topics? That would be much easier to store them in a separate repository and use them when you need. Deep analytics. Does your tool allow you to track the readiness of your project or whether users find your topics helpful or not? Which of the topics are most popular
and which are not? Detailed statistics can show you all the soft spots of your documentation. These are just a few benefits that you can get using a suitable tool. That’s why it is a big issue to make the right choice. Make a Plan Building an efficient and enjoyable piece of technical documentation is a challenging task. It cannot be done on the spot. One
needs to think about what should be included in a document, why this information is vital, which format should be used, which layout is the best, what should the architecture of the document be like, and many more things. A consistent and well-thought-out plan will show you the existing information gaps and how they can be eliminated. Collaborate
with SMEs Surely, a technical writer cannot be aware of every single process that takes place in a company. That’s why it is important to collaborate with various stakeholders to get as much information as possible and create comprehensive documentation. Make sure you get everything right and don’t forget to document the so-called tribal
knowledge - the common practice that exists in every team but has never been documented. Gather Feedback When you ask the stakeholders and reviewers to read your drafts, don’t forget about feedback. It is highly important to make sure that everything works exactly the way you’ve described and your manuals are clear, unambiguous, and can be
used as a reliable source of information. We’ve already mentioned the importance of timely updates of technical documentation. The best option here is to create a schedule for updates to keep the documentation current all the time. Of course, it is not that difficult if a manual is not large; but updating O&M manuals for a huge factory is not that easy.
Conclusion Now you know everything about an operation and maintenance manual and how to write one. Tips enumerated in this post are relevant not only for this type of technical documentation but for any instruction or manual. I hope these guidelines will help you improve your writing techniques and if you need even more tips on writing
technical documentation, have a look at this post - Health Checklist for Your Technical Documentation. Good luck with your technical writing! ClickHelp Team Author, host and deliver documentation across platforms and devices The acronym "O&M" stands for "Operations and Maintenance" representing the essential functions, responsibilities, and
labour involved in the day-to-day operations of various systems and assets, usually within a building or facility.The primary objective of O&M is to ensure the sustained reliability and optimal performance of facilities and their assets throughout their expected life. In this article, we delve into the significance of an Operations and Maintenance Manual
(O&M Manual) and provide a quick guide on how to create one along with links to companies who can assist.What is an O&M Manual?An Operations and Maintenance Manual, commonly known as an O&M Manual, serves as a comprehensive repository of information regarding the operation, maintenance, decommissioning, and demolition of a
building or asset. Although not legally mandatory, an O&M Manual is often required upon project completion or for contractor handovers. Whether you are a contractor or a subcontractor, understanding the process of creating an O&M Manual is crucial. When to Create an O&M Manual:While O&M Manuals are typically associated with medium to
large-scale operations, it is advisable to initiate their development from the outset. Starting early enables you to establish a thorough foundation and easily incorporate additional information as your company expands.Who needs to create a manual?The creation of an O&M (Operations and Maintenance) manual is typically the responsibility of the
entity or party involved in designing, constructing, or installing the system, facility, or equipment. These typically include the following parties:1. Designers and Engineers: The designers and engineers involved in developing the system, facility, or equipment are typically responsible for creating the initial draft of the O&M manual. They possess in-
depth knowledge of the technical specifications, operation requirements, and maintenance procedures associated with the asset.2. Manufacturers or Suppliers: In the case of pre-fabricated or off-the-shelf equipment, the manufacturer or supplier often creates the O&M manual. They have a thorough understanding of their product's features,
installation requirements, maintenance procedures, and recommended practices.3. Contractors or Construction Companies: When a system or facility is constructed or installed by contractors or construction companies, they may have a role in developing the O&M manual. They can provide insights into the specific construction or installation details,
maintenance requirements, and best practices associated with the asset.4. System Integrators: In cases where multiple components or systems are integrated to create a cohesive functioning unit, system integrators may be responsible for creating the O&M manual. They bring together different subsystems and have a comprehensive understanding
of their interactions, maintenance needs, and operational considerations.5. Facility Owners or Operators: While the primary responsibility for creating the O&M manual lies with the designers, engineers, manufacturers, and contractors, facility owners or operators play a vital role in providing input and reviewing the manual. They can offer valuable
insights, specific requirements, and operational considerations that need to be included in the O&M manual.6. Regulatory Authorities or Industry Standards: Regulatory authorities or industry standards organisations may provide guidelines or requirements for the content and format of O&M manuals in certain industries or sectors. In such cases,
compliance with these guidelines becomes an important aspect of creating the O&M manual.It is crucial for the responsible party to collaborate closely with all relevant stakeholders, gather necessary information, and ensure the accuracy and completeness of the O&M manual. The manual should address all aspects of operations, maintenance, safety
protocols, troubleshooting, and any other pertinent information required to effectively operate and maintain the asset.Getting help creating an O&M Manuallt can be a bit of a daunting task in creating an O&M manual, there are however companies that specialise in helping other companies create these manuals. There has also been a recent push to
digitise these manuals which were once mainly. Here are 3 companies that can help you create and store your O&M manuals:DenaploymanualsLHT Health & SafetySDS O&M Why is a manual important for maintenance teams?The O&M (Operations and Maintenance) manual plays a crucial role in supporting the effectiveness of a maintenance team.
Acting as a comprehensive reference guide, it provides detailed information about systems, equipment, and assets, ensuring standardised practices, enhancing training and onboarding, promoting safety and compliance, facilitating efficient troubleshooting, and maintaining a record of maintenance activities. By offering a centralised source of
knowledge, the manual enables the team to work efficiently, minimise errors, ensure safety, optimise asset performance, and prolong the lifespan of critical systems and equipment.What is Included in an O&M Manual?Typically the manual provides comprehensive instructions on how to operate, maintain, and service the assets, including
recommended practices, preventive maintenance tasks, and inspection guidelines. It may also include information on spare parts, warranties, emergency procedures, and regulatory compliance requirements. Additionally, the O&M manual may feature documentation of past maintenance activities, including records of repairs, inspections, and
maintenance logs, facilitating historical tracking, performance analysis, and future planning.Using a CMMS with an O&M ManualA CMMS (Computerised Maintenance Management System) can serve as an alternative or complement to an O&M (Operations and Maintenance) manual. While an O&M manual is a comprehensive document providing
detailed instructions and information, a CMMS is a software solution that helps manage and streamline maintenance activities. Here's how a CMMS can fulfil similar functions as an O&M manual:1. Centralised Information Repository: A CMMS acts as a centralised database for storing and organising maintenance-related information. It can contain
equipment specifications, maintenance procedures, work instructions, safety protocols, and other critical details, similar to an O&M manual.2. Accessible Documentation: CMMS platforms enable maintenance teams to access relevant documentation and information directly from the system. This includes manuals, schematics, diagrams, and other
supporting materials, providing on-demand access to necessary information for maintenance tasks.3. Standardised Procedures: CMMS allows organisations to establish standardised maintenance procedures within the system. It can incorporate predefined checklists, task templates, and workflows to ensure consistency and adherence to best
practices across maintenance activities.4. Maintenance Scheduling and Tracking: CMMS offers features to schedule and track maintenance tasks, including planned preventive maintenance (PPM) and work orders. It helps in organizing and prioritizing maintenance activities, assigning tasks to team members, and tracking progress, ensuring timely
completion of maintenance tasks.5. Asset History and Documentation: CMMS systems maintain a historical record of maintenance activities performed on assets. This includes details such as past repairs, inspections, parts replaced, and maintenance logs. It allows for tracking asset performance, identifying recurring issues, and analyzing
maintenance trends.6. Reporting and Analytics: CMMS platforms often provide reporting and analytics capabilities, generating insights into maintenance performance, asset reliability, and downtime analysis. This helps in making data-driven decisions, optimizing maintenance strategies, and identifying areas for improvement.While a CMMS can
provide real-time access to up-to-date information, streamline workflows, and enhance data-driven decision-making, it may not capture all the nuanced details found in a comprehensive O&M manual. Therefore, depending on the complexity and specific requirements of the asset or system, organisations may choose to utilize both a CMMS and an
O&M manual, with the CMMS acting as a digital tool to support and enhance the information management and maintenance processes outlined in the O&M manual.






