<Building Name >
Building Operating Plan Template 


***HOW TO USE THIS TEMPLATE***
The following template provides a structure for developing a building operating plan compliant with LEED for Existing Buildings: Operations and Maintenance (LEED-EBOM) requirements. When completed properly, this document can be submitted as evidence of compliance with EAp1. The process for customizing this template for a specific property includes:

1. Reviewing sample language and additional guidance indicated in green. Sample language is provided for illustration purposes only and all content must be customized for your building.
1. Inputting basic project-specific data where indicated in red (e.g., building name, name of responsible parties, etc.)

General Guidance:
The building operating plan should provide general documentation summarizing the intended operation of each base building system described in the systems narrative; the building operating plan may also be known as “Owner’s Operating Requirements” or similar. The operating plan includes the time-of-day schedules for each system for each of the eight day types (Monday to Sunday plus holidays), the mode of operation for each system when it is running (occupied vs. unoccupied; day vs. night, etc.), and the desired indoor conditions or setpoints for each schedule or mode.

The operating plan accounts for any differences in needs or desired conditions for different portions of the project building, as well as any seasonal variations in operations patterns. The plan accounts for all the monitored space conditions used to control the base systems, i.e., air temperature, relative humidity, occupancy, light level, CO2 levels, room pressurization, duct static pressure, etc., as applicable.

The LEED project team may internally collect and/or present this summary operations documentation in various forms and for various reasons, e.g., as part of a recommissioning, auditing, or troubleshooting exercise. LEED-EB: O&M does not require the information to be collected in any specific way or presented in any specific format as long as the content meets the minimum requirements listed here.

This operating plan, defines the delivered conditions required by the building management and occupants to ensure the successful operation of the Project Building & Location. 

The following table defines the building’s characteristics:

	Requirements
	Typical for Building 
	Lobby  
	Retail 1st Floor
	24/hour Tenant
	Computer Data Rooms

	Air temperature requirements for cooling and heating seasons
	Occupied: 
72°F +/- 2°F

Unoccupied summer: 
79-81°F 

Unoccupied winter: 66-68°F
	same
	same
	same
	Per tenant's requests

	Humidity
	No direct humidity control by building systems
	same
	same
	same
	Per tenant's requests

	Dehumidification
	none
	same
	same
	same
	Per tenant's requests

	Pressure Relationship
	(+) 0.03 differential between building interior and outside environment
	same
	same
	same
	 

	Filtration
	2" pleated Merv 8  replaced as needed based on pressure drop across the filter
	same
	same
	same
	per system design criteria

	Ventilation
	15% outside air
	same
	same
	same
	same

	Outside Air
	Meet ASHRAE 62.1
	same
	same
	same
	same

	Sound and Noise Level
	N/A
	N/A
	N/A
	N/A
	N/A

	Weekly Operating Hours (occupied)
	8am-7pm
	5:20am-7pm
	10am-10pm
	24 hrs/day
	24 hrs/day

	Weekend Schedule 
	Sat: 9am-1pm 

Sun: NA
	Sat: 9am-1pm 

Sun: NA
	Sat: 11 am-7pm 

Sun: NA
	 24 hrs/day
	24 hrs/day

	Holiday Schedule
	as requested
	same
	24 hrs/day
	24 hrs/day
	24 hrs/day

	Process and Office equipment status during evening/night hours
	n/a
	-
	-
	-
	325 tons of connected tenant load

	Process and Office equipment status during holiday hours
	n/a
	-
	-
	-
	325 tons of connected tenant load

	Process and Office equipment status during scheduled maintenance shutdowns
	All systems shut down annually for maintenance
	same
	same
	same
	same

	Cleaning Schedule
	M-F 6pm-11pm and as needed during day
	 
	-
	-
	-

	Lighting Levels
	50 fc
	50 fc
	40 fc
	40 fc
	50 fc

	Other: Parking Garage Lighting
	Interior garage lighting 24/7

Exterior parking lighting controlled by photocell
	-
	-
	-
	-
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