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The Building Commissioning Association is a Registered Provider with The American Institute of Architects 
Continuing Education Systems (AIA/CES). Credit(s) earned on completion of this program will be reported to 
AIA/CES for AIA members. Certificates of the Completion for both AIA members and non-AIA members are 
available upon request.

This program is registered with AIA/CES for continuing professional education. As such, it does not include 
content that may be deemed or construed to be an approval or endorsement by the AIA of any material of 
construction or any method or manner of handling, using, distributing, or dealing in any material or product. 

Questions related to specific materials, methods, and services will be addressed at the conclusion of this 
presentation.

AIA Quality Assurance
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Course Description
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Systems Manuals and Facility Guides are integral components of the building handover process and are required by 
commissioning standards and industry guidelines. However, these documents are often developed from a design or 
compliance perspective and may not effectively support the needs of owners and facility operations staff.

This webinar examines the purpose and structure of Systems Manuals and Facility Guides as defined by BCxA and 
ASHRAE guidance, including ASHRAE Guideline 0 and ASHRAE Guideline 1.4. Participants will explore how these 
documents differ from traditional design and construction documentation and why common project deliverables 
frequently fall short when used for day-to-day facility operations.

The session will define the essential components of an effective Systems Manual, including system narratives, 
sequences of operation, key setpoints, and performance intent, with an emphasis on clarity, usability, and long-term 
value. In addition, the webinar will review various methods for collecting, organizing, and delivering Systems Manuals 
and Facility Guides to owners and operators, focusing on approaches that support accessibility, consistency, and future 
updates.

This program is intended for architects, engineers, commissioning providers, facility managers, and project team 
members involved in the design, construction, turnover, and operation of buildings who seek to better align 
documentation with operational needs



Learning Objectives
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At the conclusion of this program, participants will be able to:

1. Describe the purpose and required components of Systems Manuals and 
Facility Guides in alignment with BCxA Best Practices, ASHRAE Guideline 0 and 
ASHRAE Guideline 1.4.

2. Distinguish between design documentation and operational documentation 
and explain why traditional design deliverables may not meet facility operations 
needs.

3. Identify the key elements of an effective Systems Manual that support 
day-to-day operations, including system narratives, sequences of operation, 
setpoints, and performance intent.

4. Recognize different methods for collecting, organizing, and delivering Systems 
Manuals and Facility Guides to owners and operators.



Definitions - Systems Manual
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ASHRAE Standard 202 – Commissioning Process 

ASHRAE Guideline 1.4 – Preparing Systems Manuals for Facilities 

BCxA (Building Commissioning Association) Best Practice Guides



Definitions - Facility Guide
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ASHRAE Standard 202 – Commissioning Process 

ASHRAE Guideline 1.4 – Preparing Systems Manuals for Facilities 

BCxA (Building Commissioning Association) Best Practice Guides



Simplified Definitions
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Code Requirements
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Source Systems Manual Required?

IECC (C408)  Yes

BCxA Best Practice 
Guide  Yes

IBC  No (defers to IECC)

ASHRAE 202  Yes

ASHRAE Guideline 0  Yes

ASHRAE Guideline 1.4  Content & structure

USACE / Federal  Yes



System Manual Contents

Part 1. Executive Summary
Part 2. Facility Design and Construction
Part 3. Building, Systems, and Assemblies 
Information
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System Manual Contents

Part 4. Facility Operations
Part 5. Training
Part 6. Cx Project Report
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Facility Guide
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• Facility operating plan
• Final commissioned sequences of operation
• Commissioned setpoints
• Routine building operations maintenance 

requirements.
• Emergency shutdown procedures



Types of Documents

Typical Design 

Documentation

Typical Operational 

Documentation
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Typical Design Documentation
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Typical Operational Documentation
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Must Haves

• Identify the key 
elements of an 
effective Systems 
Manual that support 
day-to-day 
operations, including 
system narratives, 
sequences of 
operation, setpoints, 
and performance 
intent.
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Must Haves - System Narratives
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Must Haves - Sequences of Operation
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Must Haves - Setpoints and Control Parameters
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Must Haves - Performance Intent
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Delivery Methods
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Delivery Methods - Traditional Document Collection 
and Delivery

• Traditional 
Document 
Collection and 
Delivery
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Delivery Methods - Single Consolidated PDF

• Single 
Consolidated 
PDF
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Delivery Methods - Modular Digital Organization

• Modular 
Digital 
Organization
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Delivery Methods - Web-Based and Platform-Integrated Delivery
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Delivery Methods - Supplemental and Emerging Access 

• Suppleme
ntal and 
Emerging 
Access 
Methods
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Delivery Methods - Phased and Lifecycle-Focused Delivery

• Phased and 
Lifecycle-Focused 
Delivery

2025 BCxA 26



Comparison

Delivery Method Description Pros Cons Best Use Cases

Single Consolidated PDF One or more large PDFs containing the 
full Systems Manual or Facility Guide

• Familiar and contract-friendly
• Easy to distribute at closeout
• Simple version control at turnover

• Difficult to navigate and search
• Often unused after turnover
• Updates require full reissue

• Small or simple facilities
• Projects with minimal long-term 
changes

Modular Digital Files (System-Based)
Separate files organized by system or 
discipline (e.g., HVAC, Electrical, 
Controls)

• Faster access to relevant information
• Aligns with how operators 
troubleshoot issues
• Easier to update individual systems

• Requires consistent organization 
standards
• Risk of fragmentation if not well 
indexed

• Medium to large facilities
• Systems with frequent operator 
interaction

Web-Based / Platform-Integrated
Manuals hosted in commissioning 
platforms, owner portals, or document 
management systems

• Searchable and cross-referenced
• Supports updates over building 
lifecycle
• Encourages use as a living resource

• Requires platform access and 
maintenance
• May add upfront setup cost

• Complex facilities
• Owners prioritizing long-term 
performance

QR Code–Linked Access
QR codes on equipment linking 
directly to relevant manuals, 
sequences, or guides

• Immediate field access at equipment
• Reduces reliance on printed 
documents
• Supports just-in-time learning

• Depends on device access and IT 
policies
• Requires disciplined document 
control

• Equipment-heavy facilities
• Maintenance-focused teams

Video & Multimedia Supplements Short videos or visual guides tied to 
system operation and maintenance

• Reinforces training
• Useful for turnover and staff changes
• Makes complex systems easier to 
understand

• Not a replacement for written 
documentation
• Requires periodic updates

• Complex or non-intuitive systems
• Facilities with frequent staff turnover

Phased / Lifecycle Delivery
Draft manuals at substantial 
completion, updated through seasonal 
testing and warranty

• Reflects actual operational 
performance
• Captures lessons learned post-
occupancy
• Improves long-term accuracy

• Requires sustained commissioning 
involvement
• May not align with traditional 
closeout expectations

• Commissioned facilities with MBCx 
or warranty reviews
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Owner Types

Delivery Method Owner Type Facility Complexity Typical Application

Traditional Document Collection & 
Delivery

Small private owners; Limited FM 
staff

Low complexity; Few integrated 
systems

Meets closeout requirements 
but limited long-term usability

Electronic PDF Delivery Municipal owners; K–12; Small 
higher-ed

Low to moderate complexity Improves access while keeping 
delivery simple

Modular, System-Based Files Higher education; Healthcare 
systems; Campus owners

Moderate to high complexity Aligns documentation with 
operator workflows

Web-Based / Platform-Integrated 
Delivery

Healthcare; Mission-critical; Large 
institutional owners

High complexity; Integrated controls Supports searchability and 
lifecycle updates

Phased Delivery Through 
Commissioning & Warranty

Sophisticated owners; 
Commissioning-literate clients

Moderate to high complexity Captures seasonal 
performance and verified 
operation

Supplemental Digital / Field Access 
(QR, CMMS)

Owners with mature FM processes Equipment-dense facilities Enhances field usability and 
training
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Correct delivery method

Delivery method selection impacts usability, maintainability, and long-term 
operational performance.

Effective delivery methods:
•  Make information easy to find
•  Support day-to-day decision-making
•  Allow documentation to evolve over the building lifecycle

Poor delivery methods:
•  Turn manuals into static closeout artifacts
•  Limit usability for operators
•  Reduce long-term performance value
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Method of Assembly and Responsible Parties

Responsible Party: 
The Cx Team

But what does that mean?
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Mike Amstadt, PMP, BCxP, LEED AP BD+C, QCxP
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Q&A
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