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FORMER
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NEW
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4. ADDITIONAL INFORMATION AND COMMENTS

The present policy of Base Housing now is when a tenant moves in a house, a housing
inspector explains the operation of the heat pump, how to operate the thermostat, how to
change the filter, where to call for maintenance and that when filters are dirty, they can
come to the Housing Office and get filters; a list of sizes for each house are kept at the
office. In addition, a booklet is given to each tenant that explains this. As a safety
measure, a ticket is issued each quarter to replace filters because many tenants do not
change them or they remove the filters without replacing them. Manufacturers suggest annu:
preventive ~ maintenance servicing be done on the heat pumps to include washing coils if
needed. A ticket is written once each year to PM the heat pumps. If coils are not dirty,
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MTLE OF SUGGESTION -
S.C.P. for filter changes and preventive maintenance of heat pumps

Describe ir. three scparcie paragraphs (1) the problem, difficulty, or circumstances that prompted you to submit this suggestion; [2) the suggested change;
/3] wriere and how it can be used. what it will accomplish, and how ir will benefit the Navy/Government - in terms of tangible savings, if possible.

Problem: At the present time filters are changed by manintenance personnel
approximately every 3 months but if the tenant'is not home filters are left
in hopes that the tenant will make the change. There is no set procedure to
instruct the tenant on how to change the filter or where to get more if needed
At present preventive maintenance is scheduléd once a year for all housing.
In most of the quarters once a year is not required and it Poses an inconven-
ience for a lot of tenants, there are always a few who are never home during
worklng hours so they never get PM'd. We try to keep track of these and when
they have a break down and they make special arrangements for the maintenance
man to get into the quarters for repair we also try to PM those at that time.
;t 'should be common practice that when a tenant moves into their quarters ti
can ve assured that the heating and cooling system (heat pump) is in perfect

ﬁ8£§ﬁﬁ§n88Q§&ﬁ%°n and put that way by a competent maintenance man.

Standing Operating Procedure for filter changes and preventative maintenance o:
heat pumps in family -housing at Camp Le jeune..
Filter changes. ’

(Y
.

A. Filters must be changed every 3 months and should be changed every mont!

B. Every three (3) months,maintenance personnel should deliver to each ten-
ant the.required filters for their heat pump.

C. There should be a location established that tenants can acquire filters
for their heat pump. If a tenant has pets (cats, dogs living inside
house) the filters should be changed once a month.

D. It should be the tenant's responsibility to install clean filters, there
fore when a2 tenant is checked into their new quarters part of the check
in procedure by the inspector must be to explain to the tenant
1. how the heazt pump works
2. how to operate the thermostat

2o o Sl show to chanee . the filtars






L@ goxj -filter -chan and P.M. of ‘heat pumps Cu t'd.

4. where to get more filters if needed

5. how often new filters will be delivered

6. how to report problems with heat pump
E. It should be SOP, that everytime maintenance makes a service call (repair

for a heat pump that the filter be checked and if needed changes.
Preventive Maintenance of heat pumps

A. P.M. of heat pumps should be accomplished at least once every Thrae years
in most cases- .

B. This can Dbe accomplished in most cases when the house 1s empty, on#
tenant transfers.

C. When transfers occur the checkout lnspector should write a ticket Ifor
heat pump PM with a COB date.

D. A record must Dbe maintained at each maintenance shop or at housing conzire
on a 3 year schedule and at the end 5f the 3 year period those units
not PM'd because of no transfer, a PM ticket issued whil@ tenants are
in quarters.

E. The PM should consist of, but not llmlted to
1. change filters
2. clean,with coil cleaner the indoor and outdoor coil
3. check all electrical connections
L. check heat strip operation
5. o0il indoor fan motor if able s
6. check defrost operation
7. check pressures, high and low for the season that the FM is accomblis.

ed. .
8. check the thermostat for proper functioning and control
9. check overall operation for season
Records and instruction

A. Each tenant should be given a set of written instructions on +heir heat
pump; example, how to change filter, when to change filter, how +0 work
the thermostat, 'and how and who to call for repair and whers To get new
filters.

B. Records kept in.a log book and maintained recording each time the unis
was PM'd. This would require a yearly review to determine PM's dus witi

+e2nants in quarters.

It is simply impossible to figure the savings of this plan cver the existi:

“lan. T use the above plan in my home and I recommend it if you have a he
NB.  You will enjoy a care free, climate control home with a heat dump th

last many yeai., as is intendsd Dby the m. —afacturer.
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