X. Section 10 – Limited or No Existing Mechanical Ventilation
A. Limited or No Existing Mechanical Ventilation Sample Form
	Ventilation Verification and Energy Optimization Assessment

	Limited of No Existing Mechanical Ventilation Form

	Project Name:
	Unit Name:

	Project Address:
	Unit Location:

	City / Zip Code:
	Area Served:

	Collect and document existing HVAC infrastructure to assist the Design Professional in
determining ventilation options.

	
	Existing HVAC Infrastructure – Verify the functionality and document nameplate data on any existing HVAC equipment (i.e., heating only units, exhaust fans, etc.)

	
	Verify and document the location of windows and doors that can be opened.
· Verify if windows have any switches or controls that initiate exhaust fans, motorized dampers, or other devices that operate to provide free cooling.

	
	Verification or installation of the CO2 sensor as detailed in Section 9 CO2 Monitoring.

	
	Collection of the following information, in addition to any information requested by a design professional to evaluate options for adding mechanical ventilation.
Verify existing mechanical, architectural, structural drawings match current conditions.

Provide a sketch of actual roof penetrations, penetration type (i.e., vent pipe) and approximate locations if different from drawings.

Document locations of any vents that could contaminate Outside Air (OSA) intake locations.

Photograph existing building, existing mechanical equipment (if applicable) and potential locations for mechanical ventilation equipment.

Document roof and wall type/material to the best of the technician’s ability.

Document if existing mechanical equipment can be altered to provide outside air (OSA) or if a Dedicated Outside Air System (DOAS) is required.

Obtain information on central plant capacity (if applicable).

Document whether outside air conditions may make reliance on windows or other sources of non-filtered outside air potentially hazardous to occupants.

Document recommendations for adding mechanical ventilation and filtration where none currently exists or for replacing a mechanical ventilation system where the current system is non-operational or is unable to provide recommended levels of ventilation and filtration.

	
	Include relevant screenshots and photographic documentation.
· Include existing building and potential locations for mechanical ventilation equipment.
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This document is intended to be used solely as an aide when developing the methods, procedures, and forms used in the Ventilation Verification and Energy Optimization Assessment. It is the responsibility of each contractor, supervisor, and technician to ensure that the methods, procedures, and forms used meet the requirements of the local mechanical codes. The National Energy Management Institute Committee makes no representations, whatsoever, that drafting procedures or forms based on this document will meet that requirement of local mechanical codes and expressly disclaims any liability or responsibility regarding the use of this document.
