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Plan and template




The creation of a maintenance plan for your installed energy devices within your facility is strongly recommended and should outline a structured schedule and set of procedures related to the requirements of each of your energy devices. This is to ensure your devices remain safe, functional and in good working order to ensure optimum performance over their lifetimes. 
Instruction
To create and deliver an effective plan, we recommend that you:
· Understand your devices through information in the product manuals, installers advice and/or system operation tutorials combined with working knowledge gained through use.
· Document the product specific information i.e. manuals, warranties, insurance docs, installers contact details, Micro-generation certificate (MCS) numbers etc. and making sure it is collated, stored and accessible to all who need it 
· Assign named individuals who will be responsible for delivering the maintenance plan.
· Detail a regime of maintenance for each device.
· Use a fault and repair log.
· Integrate this Energy Systems and Devices Maintenance plan into your overall facilities maintenance plan, and to 
· Ensure continuity whereby maintenance planning and tasks should be a fixed standing item on any periodic building management or committee meeting agenda.



The templates are separated into these sections: 
· List of equipment.
· Personnel.
· Document management.
· Regime per device.
· Fault and repair log. 
The Microsoft Word document is designed to be easily adaptable (either as an online or hard copy) and should be used to suit your own project. 
As a guide we have included a populated example of the template, followed by a blank version to use as you wish.  
For further support with creating your plan, please feel free to reach out info@localenergy.scot.











(Template example)
Energy maintenance plan for Anytown Community Centre
	Maintaining your energy system - Installed devices and systems

	Device/asset
	Make and model
	Installer
	Commissioning date
	Location
	Installer tutorial 

	Air source heat pump
	Mitsubishi A100
	Heat Source Inc
	21/09/2025
	Plant room
	Yes 

	Photovoltaic array
	Phillips zx300
	Sky ray solar
	30/06/2025
	Rear roof elevation
	Yes

	Inverter
	Zuton 3
	Sky ray solar
	30/06/2025
	Plant room
	Yes

	Distribution system 
	16 zone manifold
	ABC Plumbing
	21/09/2025
	Store cupboard
	Yes

	Distribution system 
	Grundfos 3 speed circulating pump
	ABC Heating
	21/09/2025
	Plant room
	Yes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	











	Maintaining your energy system - Personnel

	Maintenance team member(s)
	Position within org
	Availability
	Contact details

	Alex 
	Facilities Manager 1
	Weekdays (A.M/P.M)
	01234 765432
Any person@ xxx.org

	Alice
	Facilities Manager 2
	Evenings
	0896500074
Alice@lookingglass.com

	Lesley
	Standby Maintenance
	When required
	01396 146782
L.well@maintain.com

	Notes:

















	Maintaining your energy system – Document management

	Energy device(s)
	Manual hard copy available
	Manual stored where
	Available online link

	Air source heat pump
	Yes
	Energy folder (Office)
Drop box 
	www.heatpump.com

	Heat distribution and controls
	Yes
	Energy folder
Drop Box
	www.abcplum.com

	Photovoltaic Array 
	Yes
	Energy folder
Drop box
	www.skyray.com

	Inverter
	Yes
	Energy folder
Drop box
	www.skyray.com

	
	
	
	

	Warrantied item(s)
	Warranty document complete
	Document stored where
	Critical warranty dates

	Air source heat pump
	Yes, and read
	Energy folder (Office)
Drop box 
	Warranty period end xx/xx/xxxx

	Heat distribution and controls
	Yes, and read
	Energy folder (Office)
Drop box 
	1 year from commissioning

	Photovoltaic array
	Yes, and read
	Energy folder (Office)
Drop box 
	Warranty period end xx/xx/xxxx

	Inverter
	Yes, and read
	Energy folder (Office)
Drop box
	Warranty period end xx/xx/xxxx

	
	
	
	

	Insured item(s)
	Insurance document valid
	Document stored where
	Critical insurance dates

	Air source heat pump
	Yes
	Energy folder (Office)
Dropbox etc
	Renewal date xx/xx/xxxx

	Solar PV array
	Yes
	Energy folder (Office)
Dropbox etc
	Renewal date xx/xx/xxxx

	Inverter
	Yes
	Energy folder (Office)
Dropbox etc
	Renewal date xx/xx/xxxx

	Notes: 



	Maintaining your energy system - regime

	Device/Asset
	60kW Air Source Heat Pump

	Device asset MCS reg no
	Nap - 40000

	Installer contact details
	Heat sources, 21 Heating Crescent, Warm Town. 07775 92000, heat@source.com

	Installer MCS reg no
	Nap - 400019

	Associated installer (if different)
	Wires and pipes, Electrician and plumbers, Warm Town 

	

	Maintenance tasks
	Frequency
	Scheduled date
	Responsible persons
	Completed date

	Clean filters
	Monthly
	xx/xx/xxxx
	Alice, Facilities Manager. 2
	

	PAT testing
	yearly
	xx/xx/xxxx
	Facilities Manager. 2
	

	
	
	
	
	

	
	
	
	
	

	Notes:

















	Maintaining your energy system - regime

	Device/Asset
	60kW Photovoltaic array

	Device asset MCS reg no
	Nap - 40001

	Installer contact details
	Heat sources, 21 Electric avenue, Warm town. 07775 92000, heat@source.com

	Installer MCS reg no
	Nap - 400019

	Associated installer (if different)
	Wires and pipes, Electrician and plumbers, Warm Town 

	

	Maintenance tasks
	Frequency
	Scheduled date
	Responsible persons
	Completed date

	Panel clean
	monthly
	xx/xx/xxxx
	
	Ongoing 

	PAT testing
	yearly
	xx/xx/xxxx
	
	Ongoing 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Notes:














	Maintaining your energy system – Fault and repair log

	Fault and date
	Nature of repair
	Date of repair 
	Repaired by
	List any new part (if required)

	System failure
	Re-gas condenser
	xx/xx/xxxx
	Heat sources ltd
	2ls R410a refrigerant

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Notes:




















(For community facility use)
Energy maintenance plan for …

	Maintaining your energy system - Installed devices and systems

	Device/asset
	Make and model
	Installer
	Commissioning date
	Location
	Installer tutorial 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	












	Maintaining your energy system - Personnel

	Maintenance team member(s)
	Position within org
	Availability
	Contact details

	
	
	
	

	
	
	
	

	
	
	
	

	Notes:



















	Maintaining your energy system – Document management

	Energy device(s)
	Manual hard copy available
	Manual stored where
	Available online link

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Warrantied item(s)
	Warranty document complete
	Document stored where
	Critical warranty dates

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Insured item(s)
	Insurance document valid
	Document stored where
	Critical insurance dates

	
	
	
	

	
	
	
	

	
	
	
	

	Notes: 








	Maintaining your energy system - regime

	Device/Asset
	

	Device asset MCS reg no
	

	Installer contact details
	

	Installer MCS reg no
	

	Associated installer (if different)
	

	

	Maintenance tasks
	Frequency
	Scheduled date
	Responsible persons
	Completed date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Notes:




















	Maintaining your energy system - regime

	Device/Asset
	

	Device asset MCS reg no
	

	Installer contact details
	

	Installer MCS reg no
	

	Associated installer (if different)
	

	

	Maintenance tasks
	Frequency
	Scheduled date
	Responsible persons
	Completed date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Notes:














	Maintaining your energy system – Fault and repair log

	Fault and date
	Nature of repair
	Date of repair 
	Repaired by
	List any new part (if required)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Notes:
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