Building Walkthrough Notetaking Checklist
Refer to the “Building Walkthrough Checklist with Guidance” document for detailed information for each checklist item.
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General Building Review
☐ Building occupancy schedule
☐ Building pressure (positive/negative)
☐ Hot/cold spots
Airside Equipment
Components
☐ Count and configuration of equipment
Operations
☐ Review equipment H-O-A switch positions
☐ Review VFD speed outputs
Dampers, valves, actuators
☐ Examine damper seals
☐ Examine linkages
☐ Review damper positions
☐ Examine valves (disconnected actuators, isolation valves closed, etc.)
Heating and cooling coils
☐ Evaluate heating/cooling coil valve positions
☐ Use IR gun or thermal imaging camera to identify leaking valves
☐ Review valves for hunting behavior

Zone Level ReviewNotes:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

☐ Review zones HVAC design (VAVs, fan powered boxes, perimeter heating, etc.)
☐ Review thermostats in the zones and note features
Fans
☐ Nameplate data for fan motor (if mechanical schedules not up to date)
General condition
☐ Review equipment for physical issues
☐ Check for dirty filters and coils
Sensors
☐ Confirm location for temperature and humidity sensors and values
☐ Supply air
☐ Return air
☐ Mixed air
☐ Outside air
Freeze mitigation (if applicable)
☐ Review freeze mitigation strategy
☐ Note freezestat setpoint

Heating and Cooling
Cooling System
☐ Note cooling system details
☐ Equipment count
☐ Equipment rating/capacity
☐ Equipment type
☐ Speed control
☐ Equipment configuration and valves
Pumps
☐ Review equipment H-O-A switch positions
☐ Review VFD speed outputs
☐ Evaluate if pumps are throttled
☐ Observe if pumps are running when associated boiler/chiller is off
Chiller 
☐ Chilled water (ChW) (supply/return) temperatures
☐ Condenser water (supply/return)     temperatures
☐ Evaluate chiller/pump staging
☐ Evaluate cooling tower fan speeds
☐ Check local display for ChW setpoint control (local/remote)
☐ Check local display for alarms

Heating System
☐ Note heating system details
☐ Equipment count
☐ Equipment rating/capacity
☐ Equipment type
☐ Speed control
☐ Equipment configuration and valves
Insulation
☐ Examine insulation (missing, sweating pipes)
Valves
☐ Verify position of manual valves
☐ Verify position of isolation valves on chillers and boilers
Boiler
☐ Note hot water (HW) temperatures (supply/return)
☐ Evaluate boiler/pump staging
☐ Check local display for HW setpoint control (local/remote)
☐ Check local display for alarms
Notes:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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