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System Action Plan Template


Title/Code: Air Filter Replacement
Number: F-5-2-7-1
Date: 2/15/2011
	Result Statement

	Describe exactly the result this system must produce:

-Replacement of old filters with new filters to ensure that our HVAC System is running correctly and efficiently



	Accountable Positions

	Position with overall accountability:
-Plant Manager

	Participating positions:
-Plant Manager




Title/Code: 

	System Diagram

	


Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Keep record of replacement schedule
	
	

	2.
	Get onto the roof and go to each unit
	
	After step #1

	3.
	Shut down the unit with pull switch
	
	After step #2

	4.
	Remove air filter cover
	
	After step #3

	5.
	Replace existing filters with new filters
	
	After step #4

	6.
	Fasten air filter cover back on
	
	After step #5

	7.
	Go to next unit and repeat steps 4-7
	
	After step #6

	8.
	Immediately throw away old filters
	
	After step #7

	9.
	Mission accomplished!
	
	After step #8

	10.
	
	
	


Title/Code: 

	Resource Requirements

	Staffing
	Plant Manager

	Space and Facilities
	

	Equipment
	HVAC System 

	Supplies
	Nut driver and air filters

	Information
	


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:




Title/Code: 

	System Standards

	#
	Standard

	1.
	Every 90 days, replace air filters

	2.
	Order from HD supply

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed

Shut down power to the unit





Remove air filter cover





Replace filters





Fasten filter cover back on





Repeat on all units





Throw old filters away








PAGE  
Copyright © 1994, 1996, 1997, 1998, 2005 by E-Myth Worldwide.  All rights reserved.  No part of this publication may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopy, recording, or any information storage and retrieval system, without permission in writing from E-Myth Worldwide

