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WHEN NEEDED 

 
Light Bulbs 
Vinyl Floor 

 
EVERY WEEK 

 
Water Softener 

 
EVERY TWO WEEKS 

 
Ice Maker 

Water Softener 
 

MONTHLY 
 

Elevator 
HVAC SYSTEMS 

Water Cooler 
 

EVERY TWO MONTHS 
 

Tankless Water Heater 
Water Cooler 

 
EVERY FOUR MONTHS 

 
Stove Hood Vent & Fire System 

 
EVERY SIX MONTHS 

 
Ceiling Fans 

Stove Hood Vent & Fire System 
Vinyl Floor 

 
ANNUALLY  

 
Elevator 

HVAC Systems 
Ice Maker 

Stove Hood Vent & Fire System 
Tankless Water Heater 

Vinyl Floor 
 

NOTE:  More detailed information may be obtained from t he specific product’s User Guide 
or Owner’s Manual.  
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CEILING FANS 

 

Seasonal Adjustments:   
 
Fall – adjust to blow up (HEAT – counter-clockwise).  Dust blades.  
 
Spring – Adjust to blow down (COOL - clockwise).  Dust blades. 

During the summer, you want the air blowing directly on you so you will feel cooler from the wind 
chill effect (which is how fans cool you off).  

During the winter, it is the opposite. You do not want to feel the air movement from the fan blowing 
directly on you since this will make you feel cooler from the wind chill effect. You want to operate 
the fan at a low speed during the winter, otherwise you will still get some wind chill effect, which 
you do not want.  NOTE:  Fans should be turned off when building is vacan t.  Fans have no 
affect unless people are present. 
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ELEVATOR 
 
Clean fan grill monthly. 
 
Annual Dealer Maintenance. 
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HVAC SYSTEM 
 

Monthly Inspection 
 
Check all outdoor units to ensure unrestricted air flow.  Clean off grass, leaves, etc. 
Check condensate drain. 
Check all supply air registers to make sure they are open and blowing air. 
Check all filters. 
All 1-inch thick furnace filters should be replaced  monthly .  
 
Replace return air filters. 
 
Fellowship Hall Return Air Filters  
LOCATION NUMBER FILTER SIZE COST TOTAL COST 
Kitchen 
Ceiling 

1 14”X30”   

AC Room 
Wall 

1 14”X30”   

TOTAL 2    

 
Replace furnace filters. 
 
Fellowship Hall Furnace Filters:   
LOCATION NUMBER FILTER SIZE COST TOTAL COST 
AC Room Unit 2 20”X25”   
AC Room Unit 2 20”X25”   
TOTAL 4    

 
Replace heat pump filters. 
 
Fellowship Hall Heat Pump Filters:   
LOCATION NUMBER FILTER SIZE COST TOTAL COST 
North Attic     
TOTAL     
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Replace return air filters. 
 
Historic Building Return Air Filters:   
LOCATION NUMBER FILTER SIZE COST TOTAL COST 
Basement 4 16”X25” $7.97 each $31.88 
     
TOTAL 4   $31.88 

 
Replace furnace filters. 
 
Historic Building Furnace Filters:   
LOCATION NUMBER FILTER SIZE COST TOTAL COST 
Basement 2 20” X 25” $9.97 each $19.94 
     
TOTAL 2   $51.82 

 
 
 
 
Annual Inspection –  
 
Annual Inspection contract with Lawrence Brothers for Fellowship Hall. 
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ICE MAKER 
 
Clean Filter Tray and Air Intakes Monthly 
 
Clean Unit Annually 
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Maintenance  
 
Monthly Sanitizing Procedure 
 
1. Remove the front panel, paddle wheel, ice chute and door assembly as shown on 
pages 4-1 through 4-6. 
 
2. Mix a solution of 3 ounces (100 ml) Manitowoc cleaner per 1-gallon (4 liters) plain 
tap water. 
 
3. Carefully clean all parts removed from inside the bin with this cleaner. Clean the 
dispenser bin, 
door assembly, and ice chute. 
 
4. Rinse all cleaned parts with fresh, running tap water. 
 
5. Mix a solution of 1-ounce (30-ml) Manitowoc sanitizer with 4 gallons (15 liters) 
plain tap water. 
 
6. Sanitize each part washed in the previous step with this sanitizer solution. Sanitize 
and reassemble in this order: 
Paddle wheel 
Agitator 
Paddle wheel pin 
Ice chute assembly 
Scrap ice tray 
Front panel 
 
7. Do not rinse dispenser parts after they are sanitized. Allow parts to air dry. 
WARNING - Unplug unit before servicing or cleaning. Electric Shock Hazard. 
 
8. After all dispenser parts are replaced, restore power to the dispenser. 
 
9. Turn the ice machine on. 
 
10. Allow the ice machine to begin filling the dispenser. 
 
11. After three batches are in the dispenser, test the dispenser operation. 
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LIGHT BULBS 
 

Replace When Needed  
 
NOTE:   See the Trustee’s policy concerning CFL replacement bulbs. 
 
The ENERGY STAR CFL Choose A Light Guide 
 
ENERGY STAR qualified lighting provides bright, warm light but uses about 75% less energy 
than 
standard lighting, produce 75 percent less heat , and lasts up to 10 times longer . 
Usage Tips: 
To have the best experience possible, keep the following tips in mind: Hold the base and not the 
glass to screw in the bulb. Read the packaging to see where each bulb should be used. Not all 
ENERGY STAR qualified CFLs are designed to work in every socket. 
Use ENERGY STAR qualified light bulbs in places where you will have the light on for at least 15 
minutes at a time. Frequently turning a CFL on and off will shorten the bulb's lifetime. Most 
photocells and timers are not designed to work with  CFLs. Check with your photocell or timer 
manufacturer for compatibility. 
 
When your CFL burns out, recycle it. Go to www.epa.gov/bulbrecycling for recycling locations. 
If a bulb breaks follow the guidance found at www.energystar.gov/CFLsandMercury (60KB). 
Every time you are using an ENERGY STAR qualified product you are saving energy, money, and 
greenhouse gas emissions. 
 
Light Temperature Tips:  Choose Your Mood: While most CFLs come in "warm" colors to match 
the yellowish light of incandescent bulbs, you can also choose "cooler" colors with whiter and 
bluish hues for reading and task lighting. Color in lighting is measured on the Kelvin scale (K) and 
is marked on CFL packaging. For warmer color look for 2700–3000K, 3500–4100K gives a bright 
white light and 5000–6500K is bluer and most like daylight. 
 
Bulb-Specific Tips: How to Choose:   Spiral Bulbs: If these spiral-shaped light bulbs look familiar 
it's because they're the most popular type of Compact Fluorescent Lamp (CFL). Spiral CFLs create 
the same amount of light as traditional incandescent bulbs, but use less energy. Many traditional 
bulbs around your home (from 60w to 150w) can be replaced with spirals. There are spirals for 
dimmers and three-way switches (just check the packaging). Spirals also come in a variety of 
colors like soft white, natural light, or daylight. 
Covered A-Shaped: A-shaped bulbs combine the efficiency of the spiral bulbs, with the look and 
feel of the traditional incandescents. These products are great for consumers who don't like the 
look of the spiral bulbs but still want efficient lighting. You can use A-Line bulbs wherever you used 
to use traditional incandescents. Check the packaging for compatibility with dimmers and three-
way fixtures. 
Covered Globe: Globe-shaped bulbs are ideal for use where you can see the bulbs, like bathroom 
vanity bars and ceiling pendants. A globe bulb is basically a spiral bulb with a decorative cover. 
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Like other covered CFLs, globe bulbs need a little time to "warm up" and reach full brightness. But 
be patient — ENERGY STAR qualified light bulbs generate just as much light as traditional bulbs, 
while using less energy. 
Tubed Bulbs: Some of the first ENERGY STAR qualified light bulbs were tube shaped. Basically 
straight versions of the spiral bulbs, tubed bulbs work well in lamps that have slender covers such 
as wall sconces. 
Candle Bulbs: These products are ideal for use in decorative fixtures where you can see the light 
bulb. The sleek shape also allows you to use them in tight fitting light fixtures where a covered 
globe won't fit. 
Indoor Reflector Bulbs: Reflector bulbs are perfect for providing directional light — think of 
recessed ceiling lights in kitchens or ceiling fans. Indoor reflector bulbs are much smaller then 
those that are designed for outdoor use. Some indoor reflector bulbs can be used with a dimmer — 
the packaging will tell you. 
Outdoor Reflector Bulbs: For use outside, reflector bulbs are sealed to withstand the rain and 
snow.  Because of this, they're usually much larger then the reflectors designed for use inside. 
Don't use the outdoor reflectors with timers, photo cells, and motion sensors  because you 
could shorten the life of the bulbs. 
3-Way CFLs: Fixtures or lamps with three-way switches require the use of a three-way CFL. Check 
the packaging to make sure that the bulb is intended for this use. Installing three-way CFLs may 
require extra effort since they can be slightly larger than their matching incandescents, but they still 
use one-third as much electricity. Three-way bulbs typically come in Soft White color temperature. 
Dimmable CFLs: Fixtures or lamps with dimmer switches require the use of dimmable CFLs. Not 
all CFLs are dimmable so check the packaging to make sure it is. Dimmable CFLs work differently 
than incandescent bulbs. Incandescents dim smoothly from 100% of their light output to no output 
and their light color changes from a bright white to a warmer yellow. Dimmable CFLs maintain light 
color more consistently and dim to 10%–40% of its original brightness. Dimmable bulbs typically 
come in Soft White color temperature. 
 
Light Fixture-Specific Tips: Where to Use   Ceiling Fixtures: For ceiling fixtures, spiral or tubed 
ENERGY STAR qualified bulbs are an economical choice. Ensure your fixture allows airflow to 
prevent excessive heat from shortening the life or decreasing the amount of light the CFL gives off. 
If your ceiling fixture is hooked up to a dimmer switch, make sure you only use dimmable bulbs or 
else the light bulbs won't dim and might even burn out sooner. 
Pendant Fixtures: While bare bulbs can be used, most people prefer the look of covered ENERGY 
STAR qualified light bulbs in their pendant fixtures. Covered bulbs come in both traditional "A" or 
globe shapes. If your pendant fixture is hooked up to a dimmer switch, make sure you only use 
dimmable bulbs or else the light bulbs won't dim and might even burn out sooner. 
Wall Sconces: Due to their smaller sizes, spiral or bullet ENERGY STAR qualified light bulbs will 
work well in wall sconces. If your sconce is hooked up to a dimmer switch, make sure you only use 
dimmable bulbs or else the light bulbs won't dim and might even burn out sooner. 
Recessed Cans: Indoor reflector light bulbs work best in recessed cans because they are specially 
designed to direct the light out of the fixture and to withstand the heat buildup that occurs in these 
fixtures. If your recessed cans use a dimmer switch, make sure you buy reflectors that are able to 
dim. The packaging will tell you whether or not you can use them with a dimmer. 
Outdoor Covered Fixtures: Spiral or tubed ENERGY STAR qualified light bulbs are both 
appropriate to use in outdoor covered fixtures where the weather can't harm them. 
If you live in a cold climate check the packaging for starting temperatures to make sure the bulb will 
work properly. Check with the manufacturer of electronic controls like photocells, timers and motion 
sensors for compatibility with CFLs. 



College Grove United Methodist Church Engineering &  Maintenance 

20 

 
Outdoor Exposed Fixtures: ENERGY STAR qualified Outdoor flood light bulbs are recommended 
for outdoor exposed fixtures. These bulbs have special cases that protect them from nature's 
elements. Placing a bare spiral CFL in an open outdoor fixture exposes the tubing and electronics 
to the elements and is likely to result in an early failure. 
 
. 
What precautions should I take when using CFLs?  
CFLs are made of glass and can break if dropped or roughly handled. Be careful when removing 
the bulb from its packaging, installing it, or replacing it. Always screw and unscrew the lamp by its 
base (not the glass), and never forcefully twist the CFL into a light socket. If a CFL breaks in your 
home, follow the clean-up recommendations below. Used CFLs should be disposed of properly 
(see below). 
What should I do with a CFL when it burns out? 
EPA recommends that consumers take advantage of available local recycling options for compact 
fluorescent light bulbs. EPA is working with CFL manufacturers and major U.S. retailers to expand 
recycling and disposal options. Consumers can contact their local municipal solid waste agency 
directly, or go to www.epa.gov/bulbrecycling or www.earth911.org to identify local recycling 
options.  If your state permits you to put used or broken CFLs in the garbage, seal the bulb in two 
plastic bags  and put it into the outside trash, or other protected outside location, for the next 
normal trash  collection. CFLs should not be disposed of in an incinerator. 
ENERGY STAR qualified CFLs have a warranty. If the bulb has failed within the warranty period, 
look at the CFL base to find the manufacturer’s name. Visit the manufacturer’s web site to find the 
customer service contact information to inquire about a refund or replacement. 
How should I clean up a broken fluorescent bulb? 
Because CFLs contain a small amount of mercury, EPA recommends the following clean-up and 
disposal guidelines: 
Before Clean-up: Ventilate the Room 
1. Have people and pets leave the room, and don't let anyone walk through the breakage area on 
their way out. 
2. Open a window and leave the room for 15 minutes or more. 
3. Shut off the central forced-air heating/air conditioning system, if you have one. 
Clean-Up Steps for Hard Surfaces 
4. Carefully scoop up glass fragments and powder using stiff paper or cardboard and place them in 
a glass jar with metal lid (such as a canning jar) or in a sealed plastic bag. 
5. Use sticky tape, such as duct tape, to pick up any remaining small glass fragments and powder. 
6. Wipe the area clean with damp paper towels or disposable wet wipes and place them in the 
glass jar or plastic bag. 
7. Do not use a vacuum or broom to clean up the broken bulb on hard surfaces. 
Clean-up Steps for Carpeting or Rug: 
1. Carefully pick up glass fragments and place them in a glass jar with metal lid (such as a canning 
jar) or in a sealed plastic bag. 
2. Use sticky tape, such as duct tape, to pick up any remaining small glass fragments and powder. 
3. If vacuuming is needed after all visible materials are removed, vacuum the area where the bulb 
was broken. 
4. Remove the vacuum bag (or empty and wipe the canister), and put the bag or vacuum debris in 
a sealed plastic bag. 
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Disposal of Clean-up Materials 
1. Immediately place all cleanup materials outside the building in a trash container or outdoor 
protected area for the next normal trash. 
2. Wash your hands after disposing of the jars or plastic bags containing clean-up materials. 
3. Check with your local or state government about disposal requirements in your specific area. 
Some states prohibit such trash disposal and require that broken and unbroken mercury-containing 
bulbs be taken to a local recycling center. 
Future Cleaning of Carpeting or Rug: Ventilate the Room During and After Vacuuming 
1. The next several times you vacuum, shut off the central forced-air heating/air conditioning 
system and open a window prior to vacuuming. 
2. Keep the central heating/air conditioning system shut off and the window open for at least 15 
minutes after vacuuming is completed. 
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STOVE HOOD VENTILATION and  
ANSEL FIRE SUPPRESSANT  SYSTEM 

 
Instructions for manually operating the fire extinguishing system shall be posted conspicuously in 
the kitchen and shall be reviewed with employees by the management. 

 
Every 4 Months :   
 

�  Inspect the exhaust system and clean  the filters.   
 

�  Clean grease filters and ensure they are in proper position and all exhausted air passes 
through the filter system.  

 
�  Clean suppression system nozzles are and ensure they have a protective cover in place. 
 
 

Every 6 Months :   
 

�  Hoods, grease removal devices, fans ducts must be cleaned to bare metal to keep surfaces 
from becoming heavily contaminated with grease or oily sludge. 

 
�  The entire suppression system shall be inspected  by a properly trained, qualified and 

certified person or company, semi-annually. A copy of the report shall be kept on-site. 
 

 
Annually :  Hoods, grease removal devices, ductwork and fans shall be inspected by properly 
trained owner/operators.  
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TANKLESS WATER HEATER 
 

Inspect Every 2 Months  
 
Clean Annually 
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VINYL TILE 
 

 
 
 
 
 

Maintenance Data 
 
• Use extreme care to protect the newly installed floor from rolling loads for the first 48 hours while 
adhesive is drying. 
• Always use strips of hardwood or plywood when moving heavy objects such as appliances and 
furniture over the floor even when using carts or dollies with wheels. 
• Furniture legs should be equipped with large, flat surface protectors or glides.  
• Protect the floors with heavy kraft paper on construction sites where other trades are active, and 
the initial application of floor polish is prohibited.  Do not use asphalt-saturated felt paper. 
• Remove spills quickly to prevent staining. 
• Some solutions contain chemicals that may permanently stain or damage flooring if not cleaned 
up immediately. Asphalt driveways, particularly those recently installed or resealed with coal tar 
sealer, can cause permanent staining in prominent traffic areas. Regular maintenance and floor 
mats placed at entryways will reduce or eliminate coal tar stains. Vinylasa recommends the use of 
latex-emulsion sealer where possible. 
• Avoid damage from tracked-in dirt and grit by placing floor mats at outside entrance doorways. 
CAUTION: Rubber-backed mats may cause permanent staining. 
 
Safety Information 
 
CAUTION: Wet floors are slippery. Water, other liquids and foreign matter on the surface of the 
floor can cause it to be slippery and should be removed immediately. Improper waxes and finishes 
can also cause slipperiness. Whenever washing, waxing or stripping floors, traffic should be 
excluded from the area due to the possibility of slipping. The use of walk-off mats at entrances will 
reduce tracked-in water. 
 
Maintenance Procedures 
 
CAUTION: Do not dry buff, spray buff, or burnish vinyl composition (with or without asbestos) or 
asphalt floor tile without prior application of a metal cross-linked acrylic finish, which is resistant to 
neutral cleaners. Do not dry strip under any conditions. 
 
PRODUCTS: Nova Series, Premium Marble, and Premium Quartz. The listed products must be 
maintained with floor polish to seal and protect the surface. Apply three to five coats of polish, 48 
hours after installation and prior to normal use. 
 
Initial Maintenance 
 
• Allow adhesive to dry a minimum of 48 hours before washing or waxing the floor. 
• Remove scuffs and adhesive smears with a clean cloth dampened with lighter fluid. 
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CAUTION: Lighter fluid is extremely flammable. Read and follow cautions on container labels. 
• Damp-mop with a dilute solution of no-rinse cleaner and rinse with clean water. Avoid flooding the 
floor.  NOTE: Do not attempt to strip the factory finish. S tripping is optional on tile products. 
• Allow floor to dry and apply three to five thin coats of floor polish following all label instructions. 
Five coats are recommended in medium to heavy commercial applications. 
 
Regular Maintenance 
 
• Vacuum, sweep, or dust daily with an untreated mop to remove loose dirt and grit. Do not use 
sweeping compounds or oil treated mops. 
• Damp-mop floor regularly with a dilute solution of no rinse cleaner. Follow all label instructions. 
To remove heavy soil use a slow speed floor machine equipped with a medium grade natural fiber 
scrubbing brush and a concentrated cleaner. Rinse floor after scrubbing. 
• To refurbish and restore the gloss, clean the floor and spray buff with a high speed floor machine, 
1000 to 1500 rpm, equipped with a white, tan, or red colored buffing pad. A dilute solution, 1 part 
polish/2 parts water, can be used for spray buffing. • After repeated spray buffing operations, 
additional coats of polish must be applied. 
 
Periodic Maintenance 
 
• Periodically - once or twice a year or as needed - strip the floor polish to avoid build-up. 
• Use a floor machine, 170 to 330 rpm, equipped with a blue or green pad, or a natural fiber, 
medium grade scrubbing brush, and a liquid stripping solution following all label instructions. 
• Use a wet/dry vacuum to remove the residual polish and stripping solution. WARNING:  An 
electric shock hazard exists. Use a ground fault circuit interrupter for any electrical connection in a 
wet environment. 
• Rinse the floor thoroughly with a clean mop, changing water frequently. Allow to dry. • 3-5 coats 
of floor polish. 
 
Spray Buffing 
 
To refurbish and restore the gloss, clean the floor thoroughly and spray buff with a low speed 
machine, 170 to 600 rpm, equipped with a white buffing pad. A dilute solution, 1 part polish/2 parts 
water, can be used for spray buffing. 
 
Polishing 
 
Floor polish will provide additional protection in areas of high traffic.  
• Thoroughly clean and rinse the floor. 
• Allow to dry and apply two to five coats of floor polish. 
• Spray buff occasionally to restore the gloss. 
• After repeated spray buffing operations, additional coats of polish should be applied. 
• Periodically - once or twice a year - strip the floor polish to avoid build-up. 
• Use a floor machine, 170 to 330 rpm, equipped with a tan or red pad and a liquid stripping 
solution. 
• Use a wet/dry vacuum to remove the residual polish and stripping solution. 
• Rinse the floor thoroughly with a clean mop, changing water frequently. Allow to dry. 
•Reapply two to five coats of floor polish.  CAUTION: Severe or extensive damage to the floor will 
occur if a floor machine is used improperly or carelessly. 
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Initial and Regular Maintenance 
 
• Sweep or vacuum the floor to remove all loose grit, sand or, soil. 
• Lightly Soiled floors may be damp mopped with clear water. 
• At regular intervals, based on conditions such 
as traffic and soil to which your floor is subjected, the floor should be cleaned with a dilute solution 
of no-rinse cleaner and water.  Heavily soiled floors may require rinsing to remove excessive soil. 
Hard to remove heel marks or scuffs may be removed by rubbing in a circular motion with a nylon 
pad dampened with cleaner. 
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WATER COOLER 
 

Clean Cabinet Louvers With A Brush, Air Hose or Vacuum Cleaner 
Every Month 
 
Clean Condenser Fins With A Brush, Air Hose or Vacuum Cleaner 
Every 2 Months 
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WATER SOFTENER 
 

Inspect Every Week (Fill With Salt When Needed) 
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