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Installation Check List and Instructions 
 Prior To Acceptance Testing 

 
PLEASE COMPLETE THIS FORM AND RETURN TO ME AS SOON AS POSSIBLE.  THIS IS PART OF PROJECT REVIEW. 

Completing all of the below items will minimize any functional testing issues that  
could cause the project to not pass, reducing the potential of a re-test (fee) or onsite delays. 

Disregard any section or question that does not apply. 
 

Who is the onsite contact?      Phone number:    

Any special site access requirements (parking)?                   

Is PPE required to gain access? If so what?    

Will there be a ladder on site to access ceiling mounted devices?   

Have ALL NRCI forms been completed? ........................................................................................................................  Yes No 

Has copy of the permit been sent to me? .....................................................................................................................  Yes No 

Have ALL devices and fixtures been installed? ..............................................................................................................  Yes No 

Have all lighting control devices been programmed? ...................................................................................................  Yes No 

Is there manufacturer commissioning scheduled?  Date/Time    

Have all of the low voltage/CAT5/Cat6 wire/cables been tested? ................................................................................  Yes No 

Occupancy Sensor: 

Confirm sensors are not installed within 4’ of an air supply duct.  Follow manufactures installation instructions ......  Yes No 

Test each sensor for proper function correct if necessary 

Does it trigger when entering.  ......................................................................................................................................  Yes No 

Does it trigger from outside the room or area (false trigger)? ......................................................................................  Yes No 

Offices 250 sq.ft. or smaller, multipurpose rooms less than 1,000 sq.ft. any classroom. Require occupant sensors. 

 *Night lighting is no longer allowed when the space is not occupied. 
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Installation Check List and Instructions 
 Prior To Acceptance Testing 

 

Daylight Sensors: 

If your project has automatic daylight controls please contact me for details.  You will be required to measure foot candle (fc) levels, 

in no daylight conditions, at night or with window covering.  Download a fc meter application onto a smart phone and measure fc in 

the location with lowest daylight illuminance in the zone.  Record the fc and confirm the light output is stable with no visible flicker. 

Room name/number                                                              FC level in the reference location                     Date/Time    

Room name/number                                                              FC level in the reference location                     Date/Time    

Use additional pages as necessary 

Have you followed manufactures installation instructions regarding locating the sensor? ..........................................  Yes No 

Have you followed the manufactures instructions on programming?  .........................................................................  Yes No 

Test the sensor with a flashlight, do the lights go to very dim or out completely?  ......................................................  Yes No 

Cover the sensor, do the lights go to max output?  .......................................................................................................  Yes No 

Switches: 

Does all lighting have an On/Off switch? .......................................................................................................................  Yes No 

Does the General Lighting / Task / Ornamental / Display / Accent lighting have separate switches? .........................  Yes No 

Is general lighting in each room dimmable? (restrooms, and most small room exempt) .............................................  Yes No 

Time Clock: 

Has the time clock been installed and programmed? ...................................................................................................  Yes No 

Do the lights flash a warning before going out? ............................................................................................................  Yes No 

Is time clock override installed and does it not exceed 2 hours? ..................................................................................  Yes No 

Is the time clock schedule on the plans? .......................................................................................................................  Yes No 
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Demand Response: 

Is the demand responsive control is setup to communicate in one of the following communication 

protocols: Wi-Fi, ZigBee, BACnet, Ethernet or other wired or wireless communication pathway ................................  Yes No 

You may be required to conduct a demand responsive controls functional test, using the current measurement method. At my 

direction you will make current (amperage) measurements of lighting load at the lighting circuit panel. 

Line Voltage Track Lighting: 

Have Title 20 MFG specific Current Limiters been installed on the track? ....................................................................  Yes No 

Has a Title 20 Current Limiting Panel been installed? ...................................................................................................  Yes No 
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