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1. Purpose
The purpose of this Method Statement is to define a safe, systematic and consistent methodology for carrying out routine Planned Preventive Maintenance (PPM) of the ELV, UPS, generator and associated building systems at the designated work location, in accordance with the contract requirements, manufacturers’ recommendations, applicable UAE regulations and Reeva Technical Services Contracting LLC QHSE procedures. It defines the activities, responsibilities, resources, quality controls and HSE precautions applicable to the works.
2. Scope
This Method Statement covers routine PPM of the following systems and equipment. Maintenance frequencies are as per the approved contract PPM planner (see Section 9).

	#
	System / Equipment
	#
	System / Equipment

	1
	Access Control System (ACS)
	8
	Roller Shutter & Bi-Folding Doors

	2
	Intercom System
	9
	Smart Glass

	3
	Gate Barriers
	10
	Split Units / FAHU / Extract Fans

	4
	CCTV System
	11
	Freezers / Cold Rooms

	5
	SMATV System
	12
	Garbage Chute System

	6
	Automatic Swing & Sliding Doors
	13
	UPS System

	7
	Revolving Doors
	14
	Generator & ATS

	
	
	15
	Printers & Photocopiers


Corrective repairs identified during PPM are reported and quoted separately unless covered under the contract; spare parts are excluded unless otherwise agreed.
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3. Definitions & Abbreviations

	Term
	Definition
	Term
	Definition

	ELV
	Extra-Low Voltage systems
	IDU / ODU
	Indoor / Outdoor Unit (A/C)

	PPM
	Planned Preventive Maintenance
	UPS
	Uninterruptible Power Supply

	ACS
	Access Control System
	ATS
	Automatic Transfer Switch

	CCTV
	Closed-Circuit Television
	AVR
	Automatic Voltage Regulator

	DVR / NVR
	Digital / Network Video Recorder
	LOTO
	Lock-Out / Tag-Out

	SMATV
	Satellite Master Antenna TV
	PTW
	Permit To Work

	LNB
	Low-Noise Block downconverter
	SDS
	Safety Data Sheet

	FAHU
	Fresh Air Handling Unit
	MEWP
	Mobile Elevating Work Platform

	FM
	Facilities Management
	PPE
	Personal Protective Equipment


4. References
· Contract / Service Level Agreement and approved PPM planner.
· Manufacturers’ operation & maintenance (O&M) manuals and service bulletins for the installed equipment.
· UAE Fire & Life Safety Code of Practice (as applicable to life-safety-related systems).
· Dubai Municipality Code of Construction Safety Practice and applicable local authority regulations.
· DEWA Regulations for Electrical Installations (for works on LV supplies, UPS and generator).
· Reeva Technical Services Contracting LLC QHSE procedures and HSE plan.
· Risk Assessment Reeva-RA-01 (Attachment 1).

5. Responsibilities
5.1 Head of FM Services
· Ensure the works are carried out in accordance with the contract specifications and programme of works.
· Provide adequate resources and resolve escalations raised by the site team.
5.2 Facility Engineer / Supervisor
· Complete the assigned work safely and efficiently with the manpower and resources available, fulfilling all quality and HSE requirements related to the activity.
· Ensure the workforce is briefed on the work instruction, quality control requirements and safety rules before starting, and that works are executed as per the approved method statement.
· Coordinate with the client representative, site execution staff and QHSE personnel; obtain required permits and access approvals.
· Verify completion of PPM checklists and compile service reports.
5.3 QHSE Personnel
· Identify specification requirements, assess the work instruction and inspect at various stages of work for compliance with company policy and standards.
· Provide the maintenance team with the risk assessment and mandatory safety precautions for each activity; verify compliance during execution.
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· Maintain and update all HSE-related documents and deliver periodic HSE briefings / toolbox talks to the execution team.
5.4 Technicians
· Execute the works as per this method statement, the approved work instruction and the manufacturers’ recommendations.
· Use the correct tools and PPE; stop work and report to the supervisor if conditions change or an unsafe situation arises.
· Record readings and complete the PPM checklist for each asset serviced.
5.5 Subcontractor Key Personnel
Key personnel for this work:

	Designation
	Name
	Contact Number

	Site Engineer
	Jeswin (+2 technicians)
	050 998 6292

	General Manager
	Sanjay
	055 436 1946


6. Resources
6.1 Tools, Instruments & Equipment
· Insulated hand tools (screwdrivers, spanners, pliers, crimping tools).
· Digital multimeter and clamp meter (calibrated); battery tester.
· Infrared thermometer; sound/level checks as applicable.
· Satellite signal meter (SMATV); force-measurement gauge (automatic doors).
· Vacuum cleaner, blower, brushes, lint-free cloths and approved cleaning agents.
· Lubricants and grease as per manufacturers’ recommendations (SDS available).
· Ladders / access equipment (inspected and tagged); MEWP where required.
· Lock-out / tag-out kit; barricades, warning signs and tapes.
6.2 Materials & Consumables
· Cleaning consumables, cable ties, insulation tape, fuses and minor consumables.
· Refrigerant for A/C top-up (where required and agreed); filters and wear parts as approved.
6.3 Manpower
The activity will be performed by a maintenance team typically comprising:

	Role
	Nos. (typical)

	Facility Engineer / Supervisor
	1

	ELV Technician
	1–2

	Electrician (UPS / Generator works)
	1

	HVAC Technician (A/C / FAHU / freezer works)
	1

	Helper
	1


Team composition is adjusted to suit the scope of each visit.
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7. Pre-Commencement Requirements
Before commencing the works, the following shall be completed:
· Coordination with the client and site access arrangements confirmed; required permits to work (PTW) obtained.
· All materials, tools and instruments available and inspected for the specific area of work; instruments within calibration.
· Work instruction and risk assessment discussed with all concerned parties; toolbox talk conducted and recorded.
· Technicians trained and briefed on the work instruction and manufacturer requirements.
· All constraints on operatives identified and precautions implemented (occupied areas, operational hours, noise restrictions).
· All hand tools in safe working order; extension leads undamaged and tested.
· Equipment and surfaces adjacent to the work protected from dust and water using secured plastic sheeting where required.
· Work area barricaded / signed where the public or building occupants may be affected.
· Any discrepancies or damages identified before starting are notified and reported for further action.

8. Safety Isolation & Energy Control
The following controls apply to all works on energized or stored-energy equipment and take precedence over the individual system activities in Section 9:
8.1 Electrical Isolation (LOTO)
· Identify the correct isolation point(s) with the client / FM before starting; isolate, lock out and tag out supplies prior to any internal work on panels, door operators, UPS, ATS or generator.
· Prove dead with a calibrated voltage tester before touching conductors; treat all circuits as live until proven otherwise.
· Only competent, authorized electricians shall work on electrical equipment; re-energize only after all covers are refitted and the area is clear.
8.2 UPS & Battery Safety
· Treat UPS internals as live even after isolation — internal capacitors and battery strings retain charge; allow the manufacturer-specified discharge time before internal access.
· Place the UPS in maintenance bypass (where fitted) before servicing; confirm critical-load transfer with the client beforehand.
· Use insulated tools; remove metallic jewellery; ensure battery areas are ventilated; handle batteries per SDS and dispose of replaced cells via approved routes.
8.3 Generator Safety
· Inhibit auto-start (set to OFF/manual and isolate start circuits) and apply LOTO before any mechanical or electrical service work.
· Beware of hot surfaces, rotating parts, stored spring energy and pressurized coolant; allow cool-down before service.
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· Handle fuel, oils and coolant per SDS; use drip trays; never run the set in unventilated areas; restore auto mode and confirm ATS status on completion.
8.4 Work at Height
· Use inspected ladders or MEWP for cameras, antennas, door operators and chute works at height; maintain three points of contact; barricade below.
· MEWP operation by trained/certified operators only; harness used where required.
8.5 Refrigerant & Pressurized Systems
· Refrigerant handling, recovery and top-up by trained HVAC technicians only, using calibrated gauges; no venting of refrigerant to atmosphere.
9. Work Instruction — PPM Activities by System
The PPM activities below are carried out at the frequencies defined in the approved contract PPM planner. Indicative frequencies are tabulated for reference:

	System
	Indicative Frequency
	System
	Indicative Frequency

	Access Control / Intercom
	Quarterly
	Smart Glass
	Semi-annual

	CCTV
	Monthly–Quarterly
	Split Units / FAHU / Fans
	Quarterly

	Gate Barriers
	Quarterly
	Freezers / Cold Rooms
	Quarterly

	SMATV
	Semi-annual
	Garbage Chute
	Monthly–Quarterly

	Automatic & Revolving Doors
	Quarterly
	UPS
	Semi-annual

	Roller Shutter / Bi-Folding
	Semi-annual
	Generator (minor / major)
	Quarterly / Annual

	
	
	Printers & Photocopiers
	Quarterly


Frequencies are indicative and shall be aligned with the contract and manufacturers’ recommendations.
9.1 Access Control System
1. Review logbook entries since the last visit and ensure appropriate action has been taken on outstanding items.
2. Visually inspect the workstation, local control panels and field devices.
3. Function-test access-controlled doors.
4. Check field wiring and communication of devices outside the equipment room.
5. Check card readers — verify status of readers and actuators from the workstation.
6. Check magnetic door locks for secure holding and correct release.
7. Check door monitor contacts and associated alarms.
8. Check request-to-exit and emergency egress devices.
9. Inspect and test ACS back-up batteries (where fitted).
10. Carry out field-device checks and any necessary first-line maintenance.
11. Confirm no changes to the premises have occurred which would adversely affect the protection provided by the system.
9.2 Intercom System
1. Visually inspect the system.
2. Check mains power supply, including charging rate (where applicable).
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3. Check battery condition and charging rate (where applicable).
4. Verify satisfactory operation between stations.
5. Adjust or tune as required.
6. Carry out input & output testing.
7. Carry out operational parameter testing and observation.
8. Clean control components.
9. Verify speech unit audio levels are correct.
10. Log all test results.
9.3 Gate Barriers
1. Inspect the housing inside and outside for damage and corrosion; clean the housing and treat any corrosion.
2. Visually inspect the foundation and mounting hardware; treat any corrosion.
3. Inspect the barrier arm; clean and treat any corrosion.
4. Check the physical stops at each end of barrier-arm travel.
5. Check motor operation and lubricate the mechanical moving parts.
6. Check the function of the barrier control board and power supply.
7. Check photo sensors / safety devices, induction loops and card readers.
9.4 CCTV System
1. Inspect all cameras — clean camera/lens, verify camera angle, focus and housing condition.
2. Inspect monitors, controllers, recorders, servers and DVRs/NVRs and ensure proper functioning.
3. Verify the recording function of the DVR/NVR — recording of each camera for quality and retention period.
4. Check field devices and DVR/NVR settings and configuration.
5. Check power and data cabling for damage, including short or open circuits.
6. Video quality check — verify live images in the control room and investigate any missing camera input.
7. System status check — carry out any upgrade or rectification required.
8. Check all main units for signs of deterioration due to adverse environmental conditions.
9. Review logbook entries since the last visit and ensure appropriate action has been taken.
10. Confirm no changes to the premises have occurred which would adversely affect the protection provided by the system.
9.5 SMATV System
1. Carry out antenna signal maximization / alignment.
2. Clean the LNB and antenna reflective surface.
3. Measure signal at 10% of cascade switch output terminals (rotating sample each visit).
4. Carry out operational parameter testing and observation, including input–output testing.
5. Carry out power supply testing and functional testing with observation.
9.6 Automatic Swing & Sliding Doors
The following applies to both swing and sliding door systems:
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1. Carry out a complete diagnostic check of the system.
2. Check brake intensity and anti-rise roller settings; adjust if required.
3. Check sensor range and sensitivity; adjust if required.
4. Check door leaf alignment and floor guides.
5. Check the track and track wheels.
6. Lubricate the belt-drive unit, motor/gearbox and bearings.
7. Confirm all wiring terminations are secure and all wiring is clear of moving parts.
8. Check programming and all other parameter settings.
9. Check safety-sensor sensitivity and arm alignment; adjust if required.
9.7 Revolving Doors
1. Inspect the functionality of the door system and proper mounting.
2. Verify there are no hazards due to crushing, shearing, impact or drawing-in.
3. Verify the door speed is not likely to increase the risk of impact.
4. Verify the door area does not present tripping or slipping hazards.
5. Inspect all door panels for broken or cracked glass.
6. Verify all doors display the correct warning and information signage.
7. Test operation of manual and remote activation.
8. Test operation of all emergency stop buttons (if fitted).
9. Check for distractions and obstructions in the vicinity of the doors.
10. Inspect the operator for leaks and unusual noise.
11. Inspect the toothed belt for defects and correct tension; re-tension, or report if replacement is necessary.
12. Inspect all control and operating elements; adjust or repair, and report if replacement is necessary.
13. Inspect all safety devices; adjust or repair, and report if replacement is necessary.
14. Inspect additional options: night closing, emergency power supply, door-panel lock, locking, etc.
15. Measure the electrical voltages.
16. Measure the operating forces and check deviation from the values recorded at initial commissioning.
17. Inspect wiring, screw connections and safety distances.
18. Inspect the condition of the sash, panel infill and curved side walls.
19. Test all door functions; for doors on escape and rescue routes, test the escape-route functions as well.
20. Inspect wear parts (slip ring, rollers, batteries, etc.) and report if replacement is necessary.
21. Verify the necessary markings on the door — warning labels, information labels and stickers.
9.8 Roller Shutter & Bi-Folding Doors
1. Check all fixing bolts and fitting screws/bolts securing door hardware and tracks are tight; tighten where necessary.
2. Clean and wipe excess lubricant from the track; remove dirt and old lubricant from the guides and apply fresh lubricant to the inside surface.
3. Check operation of shoot bolts/locks and lightly lubricate; clean hand chains and lightly lubricate hand-chain gears, wiping off any excess.
4. Check safety devices have not been activated; pay attention to support brackets and guides.
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5. Check the doorstops at the top of the guides are secure and not bent, and that the bottom rail contacts them correctly at full opening height.
6. Lubricate barrel/shaft bearings; apply lubricant through grease nipples (if fitted), wiping off any excess.
7. Check the operation and balance of the door throughout its travel; any gearing should run free with no tight spots.
8. If tension requires adjustment, adjust as necessary; if access is difficult, report the condition for further action.
9. If a coil casing is fitted, check the casing fixings are secure and no part of the casing is fouling the curtain.
10. Check the safety brake device; if it has been activated or damaged, recommend replacement.
11. Check the integrity of any weather seals; re-secure if necessary.
9.9 Smart Glass
1. Power the glass off prior to cleaning.
2. Remove accumulated dust and fingerprints using a neutral, non-acidic, non-abrasive glass cleaner.
3. Dry and finish with a clean, lint-free towel or microfibre cloth.
4. Power the glass on after drying and cleaning.
5. Check (annually) that all wiring is in good condition and free of damage, and that the transformer and switch are in good visible order.
9.10 Split Units / FAHU / Extract Fans
General scope of work:
1. Clean coils with air pressure, and water pressure with chemical where required.
2. Top up refrigerant on A/C units (if required).
3. Clean electrical contactors with brush and air blower.
4. Repair defective and faulty A/C units (parts not included). Service visit scope:
1. Inspect and rectify the general condition and operation of the units.
2. Record condenser air entering and leaving temperatures.
3. Record supply and return air temperatures.
4. Inspect and record supply voltage.
5. Inspect and rectify; high-pressure cleaning of condenser coils.
6. Clean the electrical panel.
7. Inspect and rectify tightness of all electrical connections.
8. Record compressor running amps.
9. Inspect and rectify any unusual noise or vibration.
10. Record suction and discharge pressures.
11. Inspect refrigerant level and top up (if required).
12. Inspect and rectify safety switches.
13. Inspect and rectify the compressor contactor.
14. Check and clean the IDU filter and ODU body with base.
15. Inspect ODU and IDU motors.
[image: ]
Method Statement Title:
ELV, UPS & Generator Systems — Routine PPM

MS No.:
Reeva-MS-01

Work Location:
Dubai, UAE

Revision No.:
2
Page 9 of 13



Reeva Technical Services Contracting LLC | Doc No.: Reeva-MS-01 | Rev. 2 | Uncontrolled when printed

16. Submit the service report.
9.11 Freezers / Cold Rooms
1. Clean the equipment.
2. Check settings against required operating values.
3. Check operation of the thermostat and defrost system (if fitted).
4. Check door seals are clean, avoiding build-up of material between folds and at corners.
5. Check drains are free of debris.
6. Clean out units to prevent crowding of stored product.
7. Clear the surrounding area to maximize airflow.
8. Check interior lights.
9. Check appliance level — a small fall to the rear (no more than 4 mm) to ensure door closure.
10. Clean condenser coil fins; ensure fins, cooling fan and grilles are free of dust, fluff and debris.
9.12 Garbage Chute System
1. Check the control panel and chute exhaust fan.
2. Check hopper door units and indicators.
3. Check the chute cleaning system.
4. Check and adjust the door balancing system.
5. Clean the chute duct internally, floor by floor, with water jet and manual brush.
6. Complete checking and maintenance of the whole system, floor by floor.
9.13 UPS System
1. Clean the UPS, including fans and ventilation paths.
2. Carry out a mechanical condition check.
3. Check physical and electrical connections between battery cells; record battery voltages.
4. Function-test all UPS assemblies — rectifiers, inverters, static switches and manual bypass.
5. Check UPS output and load distribution across phase(s).
6. Function-check UPS monitoring, alarms and indication devices; review the event log.
7. Test the UPS by simulated mains failure (where possible and agreed with the client).
9.14 Generator & ATS
Minor service:
1. Check the operator’s log for any abnormalities.
2. Check engine oil level.
3. Check air filter elements and clean.
4. Check radiator coolant and top up (if necessary).
5. Check battery condition and electrolyte level (top up if required).
6. Start the genset manually and check performance.
7. Check and record the run-hour meter reading.
8. Check engine mounting bolts.
9. Check the cooling system.
[image: ]
Method Statement Title:
ELV, UPS & Generator Systems — Routine PPM

MS No.:
Reeva-MS-01

Work Location:
Dubai, UAE

Revision No.:
2
Page 10 of 13



Reeva Technical Services Contracting LLC | Doc No.: Reeva-MS-01 | Rev. 2 | Uncontrolled when printed

10. Check the pressure sensor and temperature sensor.
11. Check the fan hub and fan idler pulley.
12. Check the vibration dampers and water pump.
13. Check the alternator and AVR in general.
14. Check battery charger condition and operation.
15. Check the controller.
16. Clean the radiator and air cleaner.
17. Record temperature, RPM, frequency, voltage and kW readings while running the generator off-load and on-load.
Major service (in addition to the minor-service checks):
1. Flush the lube oil and replace with new oil.
2. Replace the oil, fuel and water-separator filters.
3. Clean the air filters.
4. Service all mechanical static and non-static (moving) components.
5. Check the auto-start function of the generator.
6. Carry out visual inspection of the ATS and confirm changeover operation.
9.15 Printers & Photocopiers
1. Service the imaging drum (laser printers).
2. Service the printer and photocopier transport mechanism related to paper transportation.
3. Lubricate spindles and head guides.
4. Thoroughly clean all serviceable parts, with complete exterior cleaning.
5. Thoroughly inspect and lubricate the equipment gears.
6. Repair failed printers and photocopiers, including fixing faulty parts.
7. Provide functional verification of the printer.
8. Run the printer self-test.
9. Run the key-panel function test.
10. Run a print test.
11. Remove debris such as paper dust and toner/ink residues from within the print mechanism.
12. Clean printer case parts with approved isopropyl alcohol.
13. Clean the paper path, including paper feed, rollers and fuser.
14. Recommend replacement of standard wear-and-tear components (separate charges apply for replaced parts) and recommend proper location and ventilation for printers.
15. Check firmware and inform the customer if updates are available.
16. File a status report on the printers and photocopiers, including operational status, after every service.

10. Quality Assurance & Control
The Facility Engineer shall ensure that product manufacturers’ recommendations and standards are followed; compliance is monitored by the QC/QHSE Engineer. In particular:
· Skilled, competent labour is used for all maintenance activity.
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· QC inspections are carried out as per the applicable standards and manufacturers’ instructions.
· All maintenance activity complies with local authority rules and regulations.
· Calibrated instruments are used for all measurements and test readings.
· All inspections and corrective actions are recorded on the PPM checklists and maintained for reference.
· Defects beyond first-line maintenance are reported to the client with recommendations and quotations where applicable.
11. HSE Precautions & Mitigation Measures
· The activity shall be adequately supervised by competent staff (for both the work activity and HSE).
· All personnel involved shall be inducted and shall have received the required training and competencies before commencing the activity.
· The required Permit To Work (PTW) shall be obtained before commencing the activity, including electrical isolation and work-at-height permits where applicable.
· All plant, machines, vehicles and equipment used shall be pre-inspected and approved by competent authorized personnel / independent testing agency; copies of certificates shall be readily available.
· Safety Data Sheets (SDS) shall be available prior to the start of the job for all chemicals and lubricants used.
· All personnel shall fully comply with PPE requirements: safety shoes, coverall, safety helmet, high-visibility vest, safety glasses, and task-specific PPE (insulated gloves for electrical work, hearing protection in generator rooms, dust mask for cleaning works, harness for work at height).
· Adequate and visible HSE signage, posters and boards shall be used to promote awareness and warn building occupants.
· The workforce shall be familiarized with the Site Emergency Response Plan and emergency contact numbers.
· Proper and safe access shall be provided for workmen to reach the work spot and carry out the works safely.
· Necessary lighting and ventilation shall be provided during the course of the work.
· Adequate rest areas and drinking water shall be accessible; midday-break rules observed where applicable.
· Safety isolation and energy-control requirements of Section 8 shall be applied to all energized equipment.

12. Housekeeping & Waste Management
· Remove all waste generated by the works to designated bins; segregate general, recyclable and hazardous waste.
· Dispose of used oils, filters, batteries and chemical containers through approved routes in accordance with local regulations.
· Leave the complete work area clean and tidy after work; remove all tools, surplus materials and temporary protection.
13. Final Inspection & Handover
· Reeva Technical Services Contracting LLC conducts inspection of the works and ensures compliance with the requirements.
[image: ]
Method Statement Title:
ELV, UPS & Generator Systems — Routine PPM

MS No.:
Reeva-MS-01

Work Location:
Dubai, UAE

Revision No.:
2
Page 12 of 13



Reeva Technical Services Contracting LLC | Doc No.: Reeva-MS-01 | Rev. 2 | Uncontrolled when printed

· Reeva Technical Services Contracting LLC coordinates with the client for final inspection.
· When snag works are completed without issue, Reeva Technical Services Contracting LLC processes the handover to the client team.
14. Records & Documentation
· Completed PPM checklist for each asset serviced (signed by technician and supervisor).
· Service report per visit, including readings, observations and recommendations.
· Site logbook updated with visit details and actions taken.
· Defect / quotation reports for works beyond the PPM scope.
· PTW records, toolbox talk records and calibration certificates retained as per the QHSE procedures.

15. Emergency Arrangements
· In an emergency, stop work, make the area safe (isolate if safe to do so) and follow the Site Emergency Response Plan.
· Emergency numbers: Police 999 — Ambulance 998 — Civil Defence 997; site/client emergency contacts as displayed at the premises.
· First-aid kit available with the site team; trained first aider identified before work commences.
· All incidents, near-misses and dangerous occurrences shall be reported immediately to the Supervisor and QHSE, and to the client as required.
16. Attachments
· Attachment 1 — Risk Assessment (Reeva-RA-01).
· Attachment 2 — Approved Contract PPM Planner / Schedule.
· Attachment 3 — System-wise PPM Checklists.
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