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1591 North Harding Street ( Indianapolis, Indiana 46202
Phone: 317.951.2300 ( FAX: 317.951.2310
Field Commissioning Scheduling Request

URGENT ( IMMEDIATE ATTENTION REQUIRED ( URGENT

TO: 
 MACROBUTTON  AcceptAllChangesShown "[Insert Name]" 

EMAIL/FAX:  MACROBUTTON  AcceptAllChangesShown "[Insert Fax/Email]" 

FROM: 
 MACROBUTTON  AcceptAllChangesShown "[Insert Name]" 

DATE: 
July 17, 2007

PAGES:
4


PROJECT NAME:  MACROBUTTON  AcceptAllChangesShown "[Insert Name]" 

PROJECT NUMBER:  MACROBUTTON  AcceptAllChangesShown "[Insert Number]" 
THANK YOU: for your purchase of the new Lighting Control System recently shipped for this project.  Included with this system are the services of a Factory Authorized Lighting Controls Specialist to energize and commission the system.  Our service includes verification of performance, basic instruction for the owner's personnel in system operation and maintenance, and validation of the warranty.

scheduling: A minimum of two or three week advance notice of the requested site visit is required.  Date(s) for your appointment will be confirmed by return call and fax or email from Lighting Control Systems, Inc. 


1st choice: 
AM
PM


2nd choice:
AM
PM


For Emergency situations, Lighting Control Systems, Inc. will commission system with less than two or three weeks notice for an additional expedite fee of at least $1,000.  Please check the box below to authorize emergency commissioning:


 FORMCHECKBOX 

  Requested Date (Please include a copy of a purchase order with this form.)

Signature________________________

Date______________

CANCELLATION: We require a minimum of 48 hours notification prior to cancellation of the confirmed date.  Please submit your cancellation in writing and fax to 317-951-2310.
Site/system readiness for final checkout:  The contractor must have completed system installation prior to the Lighting Control Specialist’s arrival in order for commissioning, training and sign-off to be completed, if this is not the case the Lighting Control Specialist may be required to return on another date at the expense of the contractor.  Please do not attempt to energize or otherwise operate the equipment before inspection is made, as this may damage the equipment severely and automatically void the warranty. Consult the Lighting Control Systems, Inc. for details (Phone: 317-951-2300). 

Commissioning, Training, and Signoff:  Unless otherwise specified at time of purchase, only one trip by a Lighting Controls Specialist will be made to the job site for system commissioning. It is important that all representatives of such parties as the owner, purchaser, installing contractor, and consultant be present at system checkout to countersign the inspection records.  Lighting Control Systems, Inc. will assume no responsibility for the scheduling of the appropriate parties.  Please take into consideration the availability of all interested and/or required parties prior to scheduling the commissioning visit. After system checkout is completed, a representative(s) of the owner must be available to receive operation and maintenance instruction.  Arrangements for evening hour instruction must be made in advance.
ADDITIONAL CHARGES: (If applicable)

· Should any additional trip(s) be requested to perform any of the stated services, an additional purchase of services will be necessary.
· Scheduling: If a commissioning date is requested before two or three weeks of the faxed date of the commissioning request.

· Site/System Readiness:  If the Lighting Control Specialist arrives on site on the scheduled date and the site/system is not ready, a return visit is billable.  All installation cables and wires are completed as specified by prints and labeled.  Substitutions must be noted

· Commissioning, Training and Sign-Off:  If the site representatives are not available for training on the specified date, then a return visit will be billable.

Important: This form consists of information necessary to ascertain readiness of jobsite.  Any missing information could result in scheduling delays or additional charges.  Requested days are not scheduled until confirmed by Lighting Control Systems, Inc.  Lighting Control Systems, Inc. will not be held responsible for dates that are not confirmed. 

Please forward the enclosed check list and request form to your installing contractor. Return the completed forms to us via FAX at 317-951-2310.  
PROJECT NAME:







PROJECT NUMBER:







JOB SITE ADDRESS:


CITY
STATE
ZIP CODE


OWNER JOB SITE REPRESENTATIVE FOR COMMISSIONING AND INSTRUCTION:

Name: 





Position: 





Firm or Inst.




Telephone: 






Email:

Fax:


INSTALLING CONTRACTOR REPRESENTATIVE FOR COMMISSIONING:


Firm or Inst.


Project Manager:

Telephone: 


Email:

Fax: 



Jobsite Foreman

Telephone


INSTALLATION CHECKLIST

1.  FORMCHECKBOX 

PLEASE LIST ANY OR ALL DAMAGED OR MISSING ITEMS


Damaged
Missing


1

1



2

2



3

3



4

4



5

5



6

6



7

7


2. FORMCHECKBOX 

List any concerns or questions regarding site specifications

N/A
COMPLETED
WILL BE COMPLETED 




BY 1st CHOICE req.  DATE

3. 
 FORMCHECKBOX 

 FORMCHECKBOX 

RACK(S) INSTALLED AND WIRED
 FORMCHECKBOX 

4. 
 FORMCHECKBOX 

 FORMCHECKBOX 

CONTROL SYSTEM(S) INSTALLED AND WIRED
 FORMCHECKBOX 

5.
 FORMCHECKBOX 

 FORMCHECKBOX 

CONTROL WIRE TERMINATED**
 FORMCHECKBOX 

6. 
 FORMCHECKBOX 

 FORMCHECKBOX 

CONTROL CABLE INSTALLED** 
 FORMCHECKBOX 

7. 
 FORMCHECKBOX 

 FORMCHECKBOX 

DISTRIBUTION EQUIPMENT INSTALLED
 FORMCHECKBOX 

8.
 FORMCHECKBOX 

 FORMCHECKBOX 

POINT-TO-POINT CONTINUITY CHECK
 FORMCHECKBOX 

9. 
 FORMCHECKBOX 

 FORMCHECKBOX 

ALL LOADS INSTALLED
 FORMCHECKBOX 

**All installation cables and wires are completed as specified by prints and labeled.  Substitutions must be noted
All items must be completed prior to the arrival of the Lighting Control Specialist.  Any additional trip(s) required because the system(s) has not been fully installed per the above checklist and/or the drawings provided, additional trip(s) need to be purchased from Lighting Control Systems, Inc. prior to rescheduling.

BACK CHARGES: Lighting Control Systems, Inc. will not accept any back charges that were not authorized in advance before work performed.  Any back charge issues must be submitted in writing and reviewed for approval in writing by Lighting Control Systems, Inc.  The communication must be in writing regarding the back charge and must set forth with specific reasons for the back charge, including all available back-up data regarding the reason for the back charge.  Back charges submitted after completion of the project will not be honored.

Note: Verbal authorization can only be given by the Lighting Control Specialist and must be followed by written notification as outlined above within 24 hours.
ACKNOWLEDGEMENT: We acknowledge the requirements as set forth in the accompanying letter and installation checklist.

Name: 

Firm or Inst.

Date:



Installing Contractor

Signed:

Position: 
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