
College Grove United Methodist Church Engineering &  Maintenance 

1 

 

HISTORIC BUILDING 
and 

FELLOWSHIP HALL  

 

MAINTENANCE SCHEDULE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



College Grove United Methodist Church Engineering &  Maintenance 

2 

 
 
 
 

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 SIX MONTHS 

 
Ceiling Fans 
Vinyl Floor 

 
ANNUALLY  

 
Elevator 

HVAC Systems 
Ice Maker 

Range Hood 
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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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. 
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TANKLESS WATER HEATER 
 

Inspect Every 2 Months  
 
Clean Annually 
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College Grove United Methodist Church Engineering &  Maintenance 

21 

 
 

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. 



College Grove United Methodist Church Engineering &  Maintenance 

22 

 
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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ELEVATOR 
 
Clean fan grill monthly. 
 
Annual Dealer Maintenance. 

 
 


