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Abbreviations 
 

AR Asset Register 

ADCS Asset Data Capture Sheet 

CMP Component Maintenance Plan 

CPEng Chartered Professional Engineer and member of Engineers Australia 

DPI Dots per inch 

EAR Engineering Asset Register 

ITP Inspection and Test Plan 

ITR Inspection and Test Report 

MS Microsoft  

O&M Operations and Maintenance 

OEM Original Equipment Manufacturer 

PDF Portable Document Format 

RPEng Registered Professional Engineer and member of Professionals Australia 

URS User Requirements Specification 

WAE Work as Executed 
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1 Background 
Assets are handed over to Icon Water as either new or upgraded elements as part of Icon Water’s 
integrated water and sewerage supply and treatment system.  Asset areas include, but are not limited to 
pump stations, reservoirs, supply pipelines and treatment plants.  Individual asset types include, but are 
not limited to pumps, pipes, valves, blowers, centrifuges, clarifiers and storage tanks etc. 
 
When an asset (or system of assets) is handed over to Icon Water, it must be accompanied by an 
accurate set of asset data.  Such data will be used for the ongoing operation and maintenance of the 
asset as well as the potential upgrade or demolition of the asset at a future date.  With this in mind, it is 
important that asset data stored by Icon Water is accurate, in the appropriate format, and contains all 
necessary information given that the working lifespan of many of Icon Water assets is in the range of 25 
to 100 years.   

 

2 Scope 
This document applies to all parties, both internal and external to Icon Water, who provide, upgrade or 
repair individual assets (or asset systems).  Such parties include, but are not limited to:  Icon Water 
staff, developers, design consultants, constructors and contractors. 
 
This document applies to all Icon Water assets regardless of whether they are (i) “gifted” by developers, 
or (ii) provided, upgraded or repaired under a direct contract with Icon Water, or (iii) provided, upgraded 
or repaired by Icon Water staff as part of their normal duties.   

 

3 Purpose 
This document has been developed to provide a standard framework (including structure and content) 
for the preparation and provision of asset records.   
 
Asset records may constitute what is often termed as the “maintenance component” of an 
Operations and Maintenance (O&M) manual.  Asset records may take the form of: 

• Asset data 

• Component Maintenance Plans (CMPs) 

• Manufacturer’s (OEM) manuals 

• Commissioning records 

• Asset settings 

• Spare parts and other ancillary data 
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4 Referenced documents 
The documents listed in Table 4.1 are either referenced by this specification, or shall be read in-
conjunction with this specification. 

Table 4.1 Referenced Documents 

Item Document number Title 

Icon Water standards and work instructions 

1 None allocated Asset Data Capture Sheet 
 

2 PR05.14 Engineering asset data – Overview 
 

3 WI05.14.01 Structure area numbers at water treatment facilities 
 

4 WI05.14.02 Structure area numbers at bulk water facilities 
 

5 WI05.14.03 Structure area numbers at sewage treatment facilities 
 

6 WI05.14.04 Engineering asset identification 
 

7 WI05.14.05 EAR data maintenance for CAPEX/Gifted Assets 
 

 
Notes:   

1. Item 1 will be issued to external parties for populating with asset data at the discretion of Icon 
Water depending upon the nature or type of asset or delivery model. 

2. Items 2 through 7 inclusive are for the viewing and use of Icon Water personnel only. 

 
5 Format and quality 
5.1 General requirements 

a) Asset records shall be delivered in electronic format only unless hardcopies are specifically 
requested by Icon Water.  Note:  Refer elsewhere in this document for information detailing Icon 
Water’s requirements for particular record types. 

b) Where hardcopies are requested, original quality documents shall be provided.   

c) Where signatures (e.g. for certification) are required, they shall be made in ink (i.e. “wet 
signatures”) and the name of the signing person shall be clearly printed in capital letters directly 
above or below the signature.  Where signatures are to be provided by a CPEng, RPeng or 
registered surveyor, the registration number of the signing person (e.g. CPEng number) shall 
also be provided.  An ink stamp showing the name and registration details of the signing person 
may be used in lieu of hand-written details in capital letters. 

d) Electronic copies of photographs and scanned documents shall be of high quality (i.e. 300 DPI 
or higher) so that all details are legible when printed at A3 size.  Colour originals shall be 
scanned to produce a full colour electronic copy.   

e) Illegible and poor quality documentation (e.g. missing details) will not be accepted. 

f) All text shall be in the English language.  Content other than English shall be deleted. 

g) Generic marketing and catalogue information shall not be substituted for specific technical 
details. 
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5.2 Asset data submissions – electronic file structure 
Asset data shall be provided in an MS Windows compatible folder structure in accordance with            
Fig. 5.2.1 below. 

The parent folder is named using the following convention: 

CXAAAA – Name 

Where: 

CXAAAA = The project reference number allocated by Icon Water  

Name  = The name of the provider of the asset data (e.g. the constructor) 

For example: 

CX1234 – ABC Contractors 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig. 5.2.1 Standard Asset Data Folder Structure 
 

6 Asset data capture 
6.1 General 
The Asset Data Capture Sheet (ADCS) is the primary tool for collection and importation of asset data 
into Icon Water’s asset management database.  The ADCS will be supplied by Icon Water to the asset 
provider (or upgrader or repairer as appropriate) depending upon the type or nature of the asset or 
project.  The ADCS shall be completed thoroughly and accurately. 

 

6.2 File naming 
The ADCS file is named using the following convention: 

CXAAAA Asset_Data_Capture_Sheet 

Where: 

CXAAAA = The project reference number allocated by Icon Water  

For example: 

CX1234 Asset_Data_Capture_Sheet 
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6.3 Delivery format 
The ADCS shall be provided by Icon Water (and returned to Icon Water) in electronic MS Excel format. 

 

6.4 Storage location 
With reference to Fig. 5.2.1, the ADCS shall be located in the ADCS Folder. 

 

7 Component maintenance plans 
7.1 General requirements 
 
Each Equipment Location or Instrument Loop identified in the Asset Register shall have its own 
individual maintenance plan detailing the recommended planned maintenance & inspection tasks 
against the asset’s major components (e.g. Unit Locations or Instrument Locations in the Asset 
Register).  The maintenance recommendations shall draw from the manufacturer’s recommendations, 
Icon Water’s common maintenance strategies and industry best practice.  Maintenance 
recommendations shall also be tailored to the application and operating environment of the specific 
asset. 
 
An asset’s maintenance plan is termed a Component Maintenance Plan (CMP) and shall be provided in 
a standard format as supplied by Icon water.  
 
The CMP shall provide the following information as appropriate: 
 

a) A summary description of each maintenance or inspection task as well as the recommended 
frequency for the task. 

 
b) In the Comments column against the relevant maintenance task list, any specific isolation or 

safety practices required.  
 

c) Acceptance limits – the tolerance to trigger maintenance activity.  Note:  It must be measurable 
(e.g. replace screen when aperture > 1.0 mm). 

 
d) Corrective action - when equipment is found to be operating outside acceptable limits.  This 

field advises of immediate actions (e.g. pump gland found leaking on inspection, corrective 
action: nip up gland).  Other options for this field might be "advise supervisor", or "raise work 
order". 

 
e) Legislative requirements - enter “yes” if the task is driven by legislative requirements. 

 
f) In the Comments column against the relevant task provide additional task details including 

references to any detailed work instructions, manufacturer’s documentation, specific 
maintenance enablers (e.g. grease relief ports) and/or list any consumable materials or parts 
required to carry out the task. 

 
Where there is no planned maintenance recommended for a particular asset then a completed CMP 
shall be provided with the text No Recommended Maintenance – Operate To Failure shown in the 
Task Description field against the relevant unit location/component.  The CMP does not contain repair 
tasks. 
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7.2 File naming 
Files shall be named using the following convention: 

Equipment Location CMP 

Where: 

Equipment Location  = The specific equipment location tag allocated by Icon Water 

CMP   = Abbreviation for Component Maintenance Plan 

Note:  Loop Location shall be substituted for Equipment Location as appropriate. 

For example: 

LM-1234PU CMP WS-IL2034 CMP SP032-01PU CMP 

 

7.3 Delivery format 
The CMP shall be provided by Icon Water (and returned to Icon Water) in electronic MS Word format. 

 

7.4 Storage location 
With reference to Fig. 5.2.1, the CMP shall be located in the folder titled CMP. 

 

8 Manufacturer’s manuals 
8.1 General requirements 
Manufacturer’s information shall be provided for each make and model or equipment, instrumentation, 
valve, unit, item or device installed.  Such information may be provided in documentation which takes 
the form of a one page datasheet for a simple item (e.g. a manual valve) or multiple documents detailing 
installation, programming and maintenance requirements etc. for more complex items (e.g. a variable 
speed drive). 

Documentation shall be specific to the particular make and model installed. 

The Manufacturer’s Manual tab in the Asset Records Workbook shall be completed for each file in the 
Manufacturer’s Manuals, Manual Valves and Miscellaneous Items sub-folder (ref:  Fig. 5.2.1). 

Where there are multiple assets which have the identical equipment model installed as part of the same 
scope of supply, construction contract, or developer gifted asset project, then multiple copies of the 
same document are not required.  This shall be reflected in the Manufacturer’s Manual tab of the Asset 
Records Workbook. 

 

8.2 File naming 
Files shall be named using the following convention: 

Manufacturer’s Name + Model + Document Type + Version No./Release Date/Doc. No. 

For example: 

 Rotork IQ3 Installation and Maintenance Instructions E170E 8/98  
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8.3 Delivery format 
Manufacturer’s manuals shall be provided in electronic PDF format.  Icon Water shall advise if a 
hardcopy is also required.  If a hardcopy is requested, it shall meet the following requirements: 

a) High quality colour printed copies (ref: Section 5.1) of manufacturer’s information for each 
unique make and model of equipment, instrument, valve or other device which has been 
installed shall be included. 

 
b) The hardcopy shall consist of a number of volumes (if required) made up of sequentially 

numbered volumes. 
 

c) Each volume shall have a cover spine using the approved template. 
 

d) Each binder shall include a table of contents using the approved template. 
 

e) Binders shall include heavy duty durable plastic dividers featuring a numbered index tab to 
subdivide the chapters with the numbers aligning with the numbering in the table of contents. 

 
f) Binders shall be KEBA Ergo brand, A4 size, 4 D-ring binders. 

 
g) Each binder shall include at least 10% spare capacity for additional material. 

 
h) Each manufacturer’s manual shall be housed in a high quality non-reflective plastic sleeve.  

Where the document size exceeds the capacity of the sleeve then the document shall be split in 
a logical place (start of a chapter or similar) over multiple sleeves. 

 
 
8.4 Storage location 
With reference to Fig. 5.2.1, the manufacturer’s manuals shall be located in the folder titled 
Manufacturer’s Manuals. 

 

9 Commissioning records 
9.1 General requirements 
 
Commissioning records verify that the installed equipment meets the User Requirements Specification 
(URS). 
 
Commissioning records may reflect mechanical or electrical installations, or process outcomes.  
Different document types can be provided and shall include, but not be limited to the following 
documentation: 
 

a) Manufacturer’s inspection and test records. 
 

b) Manufacturer’s and/or site calibration/test records. 
 

c) All ITP’s and ITR’s which are generated to record compliance and performance testing. 
Examples include but are not limited to: 

 
• Pump performance tests 
• Settlement tests 
• Test records for residual current (earth leakage) circuit breakers and other 

devices 
• Pressure vessel, davit arm, crane records and other similar statutory records 

 
d) Commissioning reports (including changes made to settings, equipment and operating 

procedures during commissioning). 
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9.2 File naming 
The file naming convention for a Commissioning Record shall be the Equipment Location or Instrument 
Loop as contained in the Asset Register followed by Commissioning Record. 

For example, the commissioning record for LM-4201CO would be named: 

LM-4201CO Commissioning Record 

Where more than one commissioning record document exists for the asset then the file name shall 
contain the asset identifier including Equipment Location or Instrument Location followed by a 
description of the file content. 

For example: 

WC-2428PU Factory Pump Test 

WS-2428PU Site Comm Record 

 

9.3 Delivery format 
The commissioning record shall be provided to Icon Water in electronic PDF format. 

 

9.4 Storage location 
With reference to Fig. 5.2.1, the commissioning record shall be located in the folder titled 
Commissioning Records. 

 

10 Asset settings 
10.1 General requirements 
Any asset, or component of that asset that is programmable, configurable or adjustable shall have an 
electronic record of the “As Commissioned” program, configuration or settings provided.  This record 
shall be provided even when the manufacturer’s default settings have not been adjusted. 

 

10.2 File naming 
The file naming convention for asset settings records shall be the Equipment Location or Instrument 
Loop as contained in the Asset Register followed by Settings.   

Where more than one asset settings record document exists for the asset then the file name shall 
contain the asset identifier including Equipment Location or Instrument Location followed by a 
description of the file content. 

For example: 

WC-2428PU-VSD Settings 

LM-1136ME Settings 

 

10.3 Delivery format 
Asset settings records shall be provided in MS Word (.docx) or MS Excel (.xls) electronic format.  
Where a manufacturer has a proprietary software product for uploading or downloading this information, 
a copy of the asset settings information shall also be provided in the proprietary electronic format 
together with a copy of the associated software package and any interface hardware. 
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10.4 Storage location 
With reference to Fig. 5.2.1, asset settings records shall be located in the folder titled Asset Settings. 

 

11 Manual valves 
11.1 General requirements 
A manufacturer’s manual or datasheet shall be provided for each unique make and model or manual 
valve listed in the asset register.  Where the manufacturer’s information for a particular model covers all 
variants or sub types of that model then only one copy of the manufacturer’s information for that model 
is required.  Otherwise, separate information is required to be provided for each variant or sub type 
installed. 

 

11.2 File naming 
Manual valves shall be treated in the same manner as manufacturer’s manuals and shall be named (for 
file handover and storage purposes) in accordance with Section 8.2. 

 

11.3 Delivery format 
Manual valves shall be treated in the same manner as manufacturer’s manuals and shall be delivered in 
accordance with Section 8.3. 

 

11.4 Storage location 
With reference to Fig. 5.2.1, manual valve records shall be located in the folder titled Manual Valves. 

 

12 Cable schedules 
12.1 General requirements 
Each project (where applicable) shall provide a WAE cable schedule in the standard Icon Water format 
with all fields completed in full.  This schedule shall cover all new cables, junction boxes and cable pits 
installed as part of the project as well as any existing items that have been modified or removed as part 
of the project.  Note:  Icon Water personnel shall ultimately incorporate the supplied cable schedule into 
a separate master cable schedule for each facility (e.g. LMWQCC cable schedule). 

 

12.2 File naming 
Files shall be named using the following convention: 

Project number + Record Provider Name + Cable Schedule 

For example: 

 CX1234 – ABC Contractors Cable Schedule 

 

12.3 Delivery format 
Cable schedules shall be provided to Icon Water in MS Excel (electronic) format using the Icon Water 
supplied template. 
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12.4 Storage location 
With reference to Fig. 5.2.1, cable schedules shall be located in the folder titled Cable Schedule. 

 

13 Spare parts 
13.1 General requirements 
The recommended spare parts and special tools list shall be provided in a single, consolidated 
spreadsheet list in MS Excel format.  The spreadsheet shall provide the following: 

a) List against each asset (in the Asset Register for the facility) all: recommended spare parts by 
the type and quantity; consumable materials by type and quantity; and special tools by type for 
the facility. 

b) For each recommended spare part, consumable material and special tool:  provide detailed 
information including the manufacturer’s full part number, description, reference drawing 
number and supplier contact details. 

c) Where there are no recommended spares, consumable or tools for specific assets:  indicate this 
in the spreadsheet. 

 

13.2 File naming 
Files shall be named using the following convention: 

Project number + Record Provider Name + Spare Parts 

For example: 

 CX1234 – ABC Contractors Spare Parts 

 

13.3 Delivery format 
Spare parts lists shall be provided to Icon Water in MS Excel (electronic) format. 

 

13.4 Storage location 
With reference to Fig. 5.2.1, spare parts lists shall be located in the folder titled Spare Parts. 

 

14 Miscellaneous items 
14.1 General requirements 
Separate mechanical and electrical miscellaneous items electronic folders shall be provided and located 
below the header level folder to cater for (the potentially large number of) miscellaneous items          
(e.g. expansion joints and specialty couplings) installed at a facility but not identified by an Equipment 
Location of Instrument Location or are not associated with any of these assets. 

These folders shall feature a number of sub folders which split the items into logical sub categories such 
as expansion joints, couplings and piping.  Each folder shall hold a copy of the manufacturer’s data for 
the item.  Where there are multiple instances of that item installed at a facility then only one copy of the 
data shall be held electronically for the facility. 
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14.2 File naming 
The manufacturer’s data files shall be named by the make, model and functional description.   

For example: 

Ebro_251D Valve 

When there is more than one file associated with the item, a description of the information content shall 
be appended to the file name. 

For example: 

Ebro_251D Valve Component List 

Note that generally for light and power fittings (e.g. light fittings, lamps and general purpose outlets) the 
manufacturer’s data, maintenance requirements and other maintenance manual information listed in this 
document shall be stored under the asset number of the switchboard where the circuits which the 
fittings are connected originate from. 

 

14.3 Delivery format 
Miscellaneous items shall be treated in the same manner as manufacturer’s manuals and shall be 
delivered in accordance with Section 8.3. 

 

14.4 Storage location 
With reference to Fig. 5.2.1, miscellaneous items records shall be located in the folder titled 
Miscellaneous Items. 

 

15 Lubricants 
15.1 General requirements 
Recommended lubricants shall be provided as a single, consolidated list in MS Excel (electronic) format 
for each relevant asset in the facility.  Lubricants shall be listed by: 

a) Asset number at the facility 

b) Lubricant type 

c) Manufacturer 

d) Rating (or specification) 

e) Potable water compliance to AS/NZS 4020 

 

15.2 File naming 
Lubricant lists shall be named by the asset number.     

For example (using Mugga Quarry Water Pumping Station): 

WP018 Lubricants List 

 
 
15.3 Delivery format 
Lubricants lists shall be provided to Icon Water in MS Excel (electronic) format. 
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15.4 Storage location 
With reference to Fig. 5.2.1, lubricant lists shall be located in the folder titled Lubricants. 
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