FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

7.0 : FMM WORK PROGRAM

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO ITEM

TICK ( Vv )

1 [INTRODUCTION

1.1 |[Background

1.2 [Purpose and Objective

1.3 [Summary of Premises / Facilities

1.4 [Scope and Context

1.5 [Definitions, Acronyms and Abbreviations

2 |FMM WORK PROGRAM ROLES & RESPONSIBILITY

2.1 |Responsibility matrix

2.2 |Job Scope

2.3 |Legal & Statutory requirements

3 [FMM WORK PROCESS

3.1 [* Flowchart for each O&M and custodial services activities

4 |FMM WORK METHODOLOGY

4.1 [Maintenance Regime/Task

i) |Routine Inspection (RI)

ii) [Schedule Corrective Maintenance (SCM)

iii) |Planned Preventive Maintenance (PPM) - Replace Consumables

iv) [Predictive Maintenance

v) |Work Request/ Work Order Management

vi) |** Corrective Maintenance

vii) |*** Major service

4.2 [Maintenance Strategy

i) |In house

ii) [Outsource

4.3 [Human Resource - (Refer HRM Plan & Training)

5 |REPAIR, REPLACE PARTS, EQUIPMENT & MACHINERY

5.1 |Consumables parts (Refer PPM, Material, Spare Management Plan)

5.2 |Spare parts (Refer Material, Spare Management Plan)

6 |REPORTING

6.1 [List of Reports & Frequency

6.2 |Performance Analysis with regard to KPI

6.3 |Record keeping

ASET REPLACEMENT/ REFURBISHMENT

~

8 |APPENDIX

8.1 |Appendix A - Standard Operating Procedures (SOP) for Section E & Section F

8.2 |Appendix B - PPM Masterlist

8.3 |Appendix C - Rl & PPM Checkilist

8.4 |Appendix D - Schedule of Changes

* Submit the flow chart
** Cross reference with Customer Care Management
*** Eg: Genset oil, impedence test, filter, Chiller servicing, HV&LV servicing

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

8.0 : MONTHLY PAYMENT
PLAN (MPP)

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO

ITEM

TICK ( Vv )

1 [INTRODUCTION

11

Background

1.2

Purpose and Objective

1.3

Scope and Context

14

Definitions, Acronyms and Abbreviations

2 |[MONTHLY PAYMENT PLAN

2.1

Monthly Payment Plan of the services for the entire contract period.

2.2

Projection of cash flow for the whole contract period and estimated cost for
each month’s activities and services.

2.3

Quarterly budget forecasts.

2.4

Monthly payment submitted with supporting documents.

3 |APPENDIX

3.1

Appendix A - Checklist of RI/ PPM (refer to FMM work programme)

3.2

Appendix B - Report of status Work Order (refer to Customer Care
Management plan)

3.3

Appendix D - Planning of Repair & Replacements / WPS

3.4

Appendix E - Payment Process Flow Chart

3.5

Appendix F - Schedule of Changes

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

9.0 HUMAN RESOURCE
MANAGEMENT (HRM)

CONTRACT NO:

PROJECT :
FM CONTRACTOR :
NO ITEM TICK( v )
1 |INTRODUCTION
1.1 |Background
1.2 [Purpose and Objective
1.3 |Scope and Context
1.4 |Definitions, Acronyms and Abbreviations
2 |STAFF & STAFFING REQUIREMENT
2.1 |Human Resource Management Plan :
i) |Contractor’s strategic recruitment policies
i) |Contractor’s recruitment process (flow chart)
iii) |On Job Training (OJT) and development plan / schedule
iv) |Compensation/benefit/payroll
v) |Leave Management
vi) |Performance Management
vii) |Disciplinary Issues
2.2 |Uniforms details
2.3 [Three (3) tier structure organization chart:
i) |Management — FM, Engineers
ii) [Supervisory — Officers, Supervisors, Chargeman
iii) |Operational — Clerks, Technician, Operatives, Sub-contractors
3 [COMPETENCY OF OPERATION & MAINTENANCE STAFF

3.1

Competent staff list, data to include but not limited to:

i) |Name and I/C No.

i) |Competency (Reg. No.)

iii) |Position

iv) |Qualification

v) [Experience

3.2

Proposed working hours of the staff, but is not limited to :

i) [Building Control System (BCS) / Building Security System (BSS) room

i) [Helpdesk

iii) |Weekend/ Public Holiday

iv) |On call / Standby

v) [Special occasions/ event / function

APPENDIX

4.1

Appendix A - Tools and Equipment List

4.2

Appendix B - Human Resource Management Organization Chart (in-house/
outsource)

i) |Organization structure

ii) [Job description

iii) |Responsibilities matrix

iv) [Manpower deployment plan and lines of commucation

4.3

Appendix C - Standard Operating Procedure (SOP)

4.4

Appendix D - Various Administration Forms, but not limited to

i) [Leave form

i) |Medical Certificate (MC)

i) [SOCSO

iv) |EPF

4.5

Appendix E - Schedule of Changes

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

10.0 QUALITY MANAGEMENT
SYSTEM (QMS)

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO

ITEM

TICK( Vv )

1

INTRODUCTION

1.1

Background

1.2

Purpose and Objective

1.3

Scope and Context

1.4

Definitions, Acronyms and Abbreviations

QMS P

ROCESS

2.1

Quality Management Plan that includes, but is not limited to:

i) |Responsibility, authority and reporting function of personnel

i) [Method of independent inspection, witnessing, monitoring and reporting

The outcome of user/customer satisfaction and initiative of improvement
processes (Cross Refer Customer Care Management)

ii)

The variation of service and its improvement processes in the

iv ,
) Contractor's management processes

v) |Addresses safety in every aspect of the services

2.2

Compliances to latest version of Sistem Pengurusan Bersepadu JKR (SPB),
ISO MS 9001, and regulations.

2.3

Audit programme (including outsource)

APPENDIX

3.1

Appendix A - Audit report, CSS Form

3.2

Appendix B - QMS Organization Chart

3.3

Appendix C - Standard Operating Procedure (SOP) (refer FMM Work Program)

3.4

Appendix D - Schedule of Changes

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

11.0 : MATERIALS, SPARES,
TOOLS & EQUIPMENT
REQUIREMENT

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO

ITEM

TICK( Vv )

1 [INTRODUCTION

1.1

Background

1.2

Purpose and Objective

1.3

Scope and Context

14

Definitions, Acronyms and Abbreviations

2 |RESPONSIBILITY

2.1

Responsibility & Approval Limit

2.2

Communication flow

3 |[METHODOLOGY

3.1

Overall materials, equipment and tools process (flow chart)

3.2

Monitoring and database

i) |Tracking fast moving item

ii) |Availibity Reporting

3.3.

Auditing (Annual Audit Program)

3.4

Planning and Measures

i) |Proposal and innovation

i) |Implementation program

iii) |Control and continuous improvement

3.5

Evaluation and Review

I

REFERENCES

5 |APPENDIX

5.1

Appendix A - Table of Changes

5.2

Appendix B - List of Form eg. Local Order (LO), Delivery Order (DO), Purchase

Order (PO), invoice etc

5.3

Appendix C - List of spare parts / equipments / tools

5.4

Appendix D - Schedule of Changes

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

13.0 TRANSITION
MANAGEMENT (1/3)

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO

ITEM

TICK( Vv )

1 [INTRODUCTION

1.1 |[Background

1.2 |[Purpose and Objective

1.3 [Scope and Context

1.4 |Definitions, Acronyms and Abbreviations

2 |TRANSITION-IN MANAGEMENT PLAN

2.1

Organizational charts including:

D)

Key management personnel and site transition team

i)

Transition Coordination Group

2.2

Schedules of activities:

i)

Facility Familiarization Verification (FFV) including verification of Facility
Condition Assessment (FCA)

i)

Facilitate the rectification work

i)

Identify new defects which not included in FCA

iv)

Attend coordination meeting

2.3

Communication chart, roles and responsibilities of:

i)

Personnel in transition activities

i)

Personnel to attend and witness testing and verification (functionality of
existing facility) and all handover activities

i)

Personnel to attend all training sessions during the transition period

2.4

Details of the Contractor’s strategies, procedure and method of statement to
manage the services

2.5

Details of how the Contractor shall manage or assist any other relevant services

such as:

i)

On-going construction works (if any)

i)

Any remaining Defect Liability item from construction (if the building still
under DLP)

ii)

List of operation defects (existing facilities)




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

13.0 TRANSITION
MANAGEMENT (2/3)

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO

ITEM

TICK( Vv )

3

TRANSITION-OUT MANAGEMENT PLAN

3.1

Organizational charts including:

D)

Key management personnel and site transition team

i)

Transition Coordination Group

3.2

Schedules of activities:

i)

Facilitating successor contractor on Facility Familiarisation and
Verification (FFV) activities.

i)

To undertake the final FCA and submit the report to the FSO one (1)
month before the Transition-out.

ii)

To ensure all defects identified in the final FCA report are rectified
accordingly and report to the FSO on weekly basis.

iv)

To carry out testing and verification (functionality of existing facility) and
all handover activities.

v)

Coordination meeting

3.3

Com

munication chart, roles and responsibilities of:

i)

Personnel in transition activities

i)

Personnel to implement testing and verification (functionality of existing
facility) and all handover activities

ii)

Personnel to manage and organise all training sessions during the
transition period

3.4

Deta

ils of the Contractor’s strategies, procedure and method of statement to

manage the services

3.5

Details of how the Contractor shall manage or assist any other relevant services

FACILI

TY FAMILIARIZATION & VERIFICATION (FFV)

4.1

The

training for FFV shall contain the following not limited to:

i)

Tasks and responsibilities for their job role;

i)

Building operation;

i)

Geography of the site and facility;

iv)

Acknowledge any decision making hierarchy between Contractor and
FSO;

v)

Knowledge of Health and Safety Law and other Law that falls within the
scope of the individual’s role;

Vi)

Use of machine relevant to the provision of the services;

vii)

Use of relevant computer systems;

viii)

Handling, storage and use cleaning materials and equipment;

iX)

Lifting and handling of any equipment, tools and machineries;

X)

Customer care (including familiarization of CMMS);

Xi)

Personal hygiene;

xii)

Fire risks and fire precautions;

iil)

First aid training;

Xiv)

Control of aggression;

XV)

Help desk user/customer instructions;

XVi)

Site access and security; and

XVii)

Guidance on facilities and users/customers (as-built drawing, O&M,
warranty)




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

13.0 TRANSITION
MANAGEMENT (3/3)

PROJECT :

CONTRACT NO:

FM CONTRACTOR :

NO

ITEM

TICK( Vv )

5 [FACILITY CONDITION ASSESMENT (FCA)

51

Schedules of activities, communication chart, roles and responsibilities of
FCA activities

6 |[HANDOVER OF THE ASSET

6.1

New FMM Contract

i)

Schedules of activities during asset handover

i)

Communication chart,

i)

roles and responsibilities of the joint inspection / auditing

6.2

Existing FMM Contract:

i)

Schedules of activities during asset handover

i)

Communication chart,

ii)

roles and responsibilities of the joint inspection to verify defect
rectification in final FCA

iv)

roles and responsibilities of the joint inspection to handover all the
systems in good working order to the successor Contractor and shall be
properly documented.

v)

roles and responsibilities of the joint inspection to handover all the data
related with Management, Operation and Maintenance Systems / CMMS /
Data / Records / Manuals / As-built Drawings / Asset Register / Inventory
shall be updated to the mySPATA.

7 |APPENDIX

7.1

Appendix A - Standard Operating Procedure (SOP)

7.2

Appendix B -Schedule of Changes

Remarks:

Checked by:




CPAB.BPPA.FMM.TS(01).2019

FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST ~ [JAN 2019
14.0 CUSTOMER CARE

MANAGEMENT

PROJECT : CONTRACT NO:

FM CONTRACTOR :

NO ITEM TICK ( Vv )

1 [INTRODUCTION

1.1 (Background

1.2 |Purpose and Obijective

1.3 [Scope and Context

1.4 |Definitions, Acronyms and Abbreviations

2 |CUSTOMER CARE

2.1 [Customer Care Management Plan that includes, but is not limited to:

i) [Organizational charts and communication plan.

ii) [Escalation process plan (internal and external).

iii) |Details of how the Contractor shall manage the service

iv) [Customer Satisfaction Survey (CSS) implementation strategy.

Initial training and continous assessment of customer care staff (refer to HRM

22 plan).

3 |CUSTOMER CARE SERVICE

Customer Care Services channel shall include help desk services, 24 hours on-

3.1 : . o .
call services, any messaging and/or application system available.

3.2 |Customer care guidelines

3.3 |Information of customer care person in charge’s name and contact number)

3.4 |Key Performance Indicator (KPI) for response time and execution time.

3.5 [Customer Care Monthly Report.

3.6 |Procedure in the event of emergency (Cross refer IRDRM)

3.7 |CSS Analysis Reports (includes suggestion for improvement)

4 |APPENDIX

4.1 [Appendix A - Customer Survey Satisfaction Form and details of distribution

4.2 |Appendix B - Work Request Form

4.3 |[Appendix C - Work Order Form

4.4 |[Appendix D - Customer Care Organization Chart

4.5 |Appendix E - Standard Operating Procedure (SOP)

4.6 |[Appendix F - Customer Care Process Flow Chart

4.7 |Appendix G -Schedule of Changes

Remarks: Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

15.0 MANAGEMENT
INFORMATION SYSTEM (MIS)

CONTRACT NO:

PROJECT :
FM CONTRACTOR :
NO ITEM TICK( v )
1 |INTRODUCTION
1.1 (Background
1.2 [Purpose and Objective
1.3 [Scope and Context
1.4 |Definitions, Acronyms and Abbreviations
2 |[MIS PLAN
2.1 |Organizational chart including responsibilities
2.2 |Monitoring and Controling Strategy
2.3 |Record and keep the database/ inventory
2.4 |Asset inventory and data management

3 |APPLICATION MANAGEMENT

3.1

Develop, implement and utilize a New Management Information System (MIS)

3.2

Manage, maintain, amend, upgrade and update the Existing MIS

4 |TECHNICAL LIBRARY & REPOSITORY

4.1

Locate, identify, label and register all assets and inventories

4.2

Develop, procure, manage and maintain a structured administration system

5 |[WARRANTY MANAGEMENT

5.1 |Management of new and/or existing warranty certificate.

6 |COMPUTERISED MAINTENANCE MANAGEMENT SYSTEM (CMMS)

6.1

Compliance table for JKR Computerized Maintenance Management System
(CMMS) Specification

7 |APPENDIX

7.1

Appendix A - Organization Chart

7.2

Appendix B - Location and Asset List

7.3

Appendix C - Warranty List

7.4

Appendix D - Technical Library Inventory

7.5

Appendix E - Standard Operating Procedure (SOP)

7.6

Appendix F - JKR CMMS Compliance Table

7.7

Appendix G -Schedule of Changes

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

16.0 UTILITIES MANAGEMENT

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO

ITEM

TICK( Vv )

1 [INTRO

DUCTION

1.1

Background

1.2

Purpose and Objective

1.3

Scope and Context

1.4

Definitions, Acronyms and Abbreviations

2 |UTILIT

IES MANAGEMENT ACTIVITIES

2.1

Organization Chart including responsibilities

2.2

Process of managing the utilities agreement's requirements.

2.3

Communications protocols in liasing with utility providers and user/customer

2.4

Measures and procedures during failure or loss of any utilities services

3 |APPENDIX

3.1

Appendix A - Organization Chart

3.2

Appendix B - Location and Utilities list

3.3

Appendix C - Technical Advice

3.4

Appendix D - Standard Operating Procedure (SOP)

3.5

Appendix E -Schedule of Changes

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

17.0 FACILITY RISK

MANAGEMENT
PROJECT : CONTRACT NO:
FM CONTRACTOR :
NO ITEM TICK( Vv )
1 [INTRODUCTION

1.1 (Background

1.2 [Purpose

1.3 |Facilities Risk Management Governance

1.4 |[Scope and Context

1.5 |Definitions, Acronyms and Abbreviations

2 |RISK MANAGEMENT PROCESS

2.1

Context Formation

i) |Responsibility

i) |Documentation

2.2

Risk Identification

i) |Tools and Techniques

i) |Risk Register

2.3

Risk Analysis

i) [Update the Risk Register List

2.4

Risk Evaluation

2.5

Risk Treatment

i) [Risk Analysis Template

2.6

Risk Monitoring and Reporting

3 |RISK MANAGEMENT ORGANIZATION

4 |APPENDIX

4.1

Appendix A - Template Planning Risk

4.2

Appendix B - Risk List

4.3

Appendix C - Template Risk Analysis

4.4

Appendix D - Template Final Report of Risk

4.5

Appendix E - Schedule of Changes

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

18.0 FACILITIES HEALTH,
SAFETY & ENVIRONMENTAL
(HSE) MANAGEMENT

CONTRACT NO:

PROJECT :
FM CONTRACTOR :
NO ITEM TICK( v )
1 [INTRODUCTION
1.1 (Background
1.2 |Purpose and Obijective
1.3 [Scope and Context
1.4 |Definitions, Acronyms and Abbreviations
2 |HSE MANAGEMENT PROCESS
2.1 [HSE Governance
i) [Committeee
ii) [Communication matrix
2.2 [Methodology
i) |Planning
i) |HIRARC identification
iii) |Environemental aspect
iv) [Legal and constitution regulation
v) |Flowchart
2.3 |Do
i) |Training, Awareness and Competency
i) |Consultation and communication
iii) |Operational control
iv) [Emergency reponse (refer IRDRM)
2.4 |Checking
i) |Checking and corrective action
2.5 |Action
i) [Monitoring measure
ii) [Evaluation of compliance
i) |Incident management (refer IRDRM)
iv) |Non-comformaty corrective and preventive action
v) [Records
vi) |Internal audit
2.6 |Hazard ldentification, Risk Assessment & Risk Control (HIRARC) updating
3 |REFERENCES
4 |APPENDIX
4.1 [Appendix A - HIRARC list register
4.2 |Appendix B - Standard Operating Procedure (SOP)
Appendix C - HSE related Checklist - Permit to Work (PTW), scaffolding,
4.3 : : : .
confined space, working at height, manual handling
4.4, |Appendix D - Schedule of Changes
Remarks: Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

19.0 INCIDENT RESPONSE AND
DISASTER RECOVERY
MANAGEMENT (IRDRM)

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO

ITEM

TICK( Vv )

1

INTRODUCTION

1.1

Background

1.2

Purpose and Objective

1.3

Scope and Context

1.4

Definitions, Acronyms and Abbreviations

IRDRM

GOVERNANCE

2.1

IRDRM Committee

2.2

Roles & Responsibility

IRDRM

METHODOLOGY

3.1

Process

3.2

Flowcart

3.3

Incident Reporting

3.4

Equipment and Operational Standards

3.5

Training

3.6

Simulation

i) |Contractor staff

i) |User/client

3.7

Planning and Measures

3.8

Post moterm

TARGET & OUTPUT

(&)

REFERENCES

APPENDIX

6.1

Appendix A - Organizational Chart

6.2

Appendix B - Building List

6.3

Appendix C - Floor Plans

6.4

Appendix D - FM Building Evacuations

i) [Facilities Management Emergency Evacuation Guidelines

i) |Preparing ahead of time for a possible fire emergency/evacuation

iii) |Suggestions for Exiting and Designated Meeting Locations

6.5

Appendix E - Team Emergency Contact List

6.6

Appendix F - Emergency Phone Numbers

6.7

Appendix G - Emergency Actions, but is not limited:

i) |Fire

i) [Earthquake

iii) [Flood

iv) |Power Outage

v) |Landslide

vi) [etc.

6.8

Appendix H - Emergency Supply Kit

6.9

Appendix | - Schedule of Changes

Remarks:

Checked by:




FACILITY MANAGEMENT PLAN (FMP) CONTENT CHECKLIST

CPAB.BPPA.FMM.TS(01).2019

JAN 2019

20.0 ENERGY MANAGEMENT

PROJECT :

FM CONTRACTOR :

CONTRACT NO:

NO

ITEM

TICK( Vv )

1 [INTRODUCTION

1.1

Background

1.2

Purpose and Objective

1.3

Energy Management Governance

14

Energy Policy

1.5

Scope and Context

1.6

Definitions, Acronyms and Abbreviations

2 |ENERGY MANAGEMENT PROCESS

2.1

Roles & Responsibility

i) [Committeee

i) |Communication matrix

2.2

Methodology
i) |Overall energy management program:

a) Process

b) Flowcart

2.3

Monitoring

i) |Tracking Energy Consumption

i) |Reporting Energy Consumption

2.4

Equipment and Operational Standards

i) |List of Equipments

ii) |Calibration plan

2.5

Energy Audit

i) |Planning & preparation

i) [Implementation strategy

2.6

Energy Saving Measures

i) |Proposal and innovation

i) [Implementation program

iii) |Control and continuous improvement

2.7

Target & Output

2.7

Evaluation and Review

2.8

Reference

3 |APPENDIX

3.1

Appendix A - List of Standard Operating Procedure (SOP)

3.2

Appendix B - Schedule of Changes

Remarks:

Checked by:




