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31 December 2015
All Registered Lift/Escalator Contractors
Dear Sirs,

Circular No. 1372015
Revised Checklist for Handover and Takeover of Lift/Escalator
Maintenance

This circular aims to announce that the checklist for handover and takeover of
lift/escalator maintenance previously issued vide Circular No. 5/2015 has been revised.

This revision provides supplementary notes recommending RPs to carry out the joint
thorough examination by the existing and incoming contractors in sufficient advance
before the handover date in order to establish a clear demarcation of liability in
respect of the defects/ outstanding work items identified. Besides, it provides
clarifications of the scope of the joint examination and reminds RPs that there is no
statutory restriction on site access by the incoming registered lift/escalator contractor
in carrying out the examination.

The revised checklist enclosed in this circular shall take immediate effect. The revised
checklist can also be downloaded from the “Responsible Persons’ Corner” in our
EMSD website via the following hyperlink:
http://www.emsd.gov.hk/emsd/eng/pps/leo_rpc.shtml

Yours faithfully,

(CHEUNG Kim Ching)
for Director of Electrical & Mechanical Services

c.c. The Director of Housing
The Director of Architectural Services
The Lift and Escalator Contractors Association
The Registered Elevator and Escalator Contractors Association Limited
The Hong Kong General Union of Lift and Escalator Employees
The Building Services Operation and Maintenance Executives Society
CE/AVE, CE/TSCS, CE/P, CE/GES, CE/Mun, CE/HS

FUBRA 7 pR TSR RS B N SR £ 7 % Conespondence should be oddressed to the Electrical and Mechanical Senvices Department and ot to individual officers by nams



THERER BB R R TEBREHRHE
CHECKLIST FOR HANDOVER AND TAKEOVER OF LIFT/ESCALATOR MAINTENANCE

THIEER K B B S 5 TE R He by B EhERRI PR T » B TIRRE SR SR Ui % - T — () 2 fEefrvacs:
LU e &3 AT HERE S BB ERPI(SE618E)( (RBI) ) FAVER(L K TRt 27 LIRE frast &l - AR
EFEWBI AT - PRI s B EhRER IRE RN - EHEARIRCH KR E TIPS - KN E R ESE
TIHIRYREINAIRTT (BT R (THEE TR R BB AR BRI ((TAREHSPAT) ) FraT R EE = A
B - WHAE RO HE) - ERIAFARE -

Responsible Persons (RP) for Lifts and Escalators should keep comprehensive records of the maintenance
instructions, operation status and examination/incident reports, etc. of the lifts and escalators to fulfill their
responsibilities under the Lifts and Escalators Ordinance (Cap.618) (Ordinance) and to facilitate the maintenance
contractor in formulating its maintenance plan. This checklist aims at facilitating RP to manage the transfer of those
records and maintenance duties when lift and escalator maintenance services are handed over from one contractor
to another. Incoming and outgoing contractors are required to fulfill their legal obligations and duties specified in
the Ordinance and the Code of Practice for Lift Works and Escalator Works (“Works Code”), and to provide their
full supports to RP to achieve a smooth transition.

IRE G LRI

Maintenance Contract Ref:

THEE RS H R ik

No. of Lift and Designation of the Lifts:
SENLZE 1S E il

No. of Escalators and Designation of the Escalators:

frEGLIRHHY

Commencement date of the maintenance contract:

F—E (FERELE)

Part | (Takeover of maintenance)
THIE R EE R TERIFEIER -

The following information should be completed by the maintenance contractor who takes over the maintenance.

A RERIFEH—RERH!

General Information of Maintenance Contractor

1. AEATE

Company Name

2. WREERRMAE
Office Address

3. LE/4EER Gk
Workshop/Maintenance Depots Addresses
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4. 24 /NEFEEERRERE L
24 hrs Emergency Call Centre
LR
Tel No.:

B. EEZASLONIFEEEK

Maintenance Team serving the Contract

1. BRIKHRE A
Contact of the Contract Manager

e

Name:
iz
Post:
EEibiil
Tel. No.:

2. EETERETTE

Contacts of the Work Supervisors

P4 4

Name: Name:

Mk {1z Wiz

Post: Post:
SREEEEE RS SRENEEEE RS
Mobile No.: Mobile No.:

3. ExEA
Team Members
) EEMTAZE AR
Registered Engineers:
i) EEMTHEE TR A B AR
No. of Registered Lift Workers:
i) FEMEEBETEAB AR
No. of Registered Escalator Workers:
iv)  —RECT AR

No. of General Workers:

Form No.: HOCL1 (12/2015)



C. HFtEMEEEHER ARA L TRE FIRERRRETE

Documents kept by the Responsible Persons and Available to Maintenance Contractor

WS Y IV ER R EARTE - et P iRERmEE A k2% > FES—WheEE A
HE TV, 5

Please tick at the box in the first column if the Responsible Person is in possession of the information listed in

the second column and makes available to the maintenance contractor for use and reference.

[]1. AR E EhERH IR TR R e T H (BAE AR LR BRI R fE A T

No. of Operation and Maintenance Manuals (including those manuals being handed over from

previous maintenance contractor) in relation to the lifts/escalators being maintained:

HRE R AEfE T T

Title of the Operation and Maintenance Manuals:

] 2. HRAFAFEEECE ERERY EIR B L 2 EISIVE IR EIEE (BRI R E R R Y
T
No. of Electric Schematic Diagrams of power and safety circuits (including those diagrams being

handed over from previous maintenance contractor) in relation to the lifts/escalators being
maintained:

EEAER RS f 2 RS AR T SRR B AR R

Reference No. and name of the Electric Schematic Diagrams of power and safety circuits:

] 3. IfFHss&H_A-mgrdh 4 A HE F H  HEHEARESEETE
no. of Logbooks covering the period from ___ (dd) /__ (mm)/. (yy) to __(dd) /

___(mmy/ (yy) showing the record of previous maintenance activities

Form No.: HOCL1 (12/2015) 3



D. &R AERAME RS

Documents that Responsible Person Requests Maintenance Contractor to Provide

DY

HEAEZRIR RN B FIRE LIRE PR TR - AR ity IV E R E R E AL
S

The Responsible Person should request the maintenance contractor to provide the below-listed information

MRy E R L TV 5%

at earliest possible time after the handover. Please tick at the box in the first column if both parties confirmed

that the information in the second column had been handed over and received by the Responsible Person.

]

1.

TBRE S R e it s e e @

Inspection checklist(s) and defect List(s) upon taking over for maintenance®®" @

0 2. RiE (TARERSSFAD) 5.4.5 T8  BHiBE (LB E BRI B S GF « Has/En
T%%Azﬁixﬁuﬁﬁiiﬁﬂ PN [ EE TAE R AT)
Examination report(s) for each lift/escalator being taken over for maintenance under Clause 5.4.5
of the Works Code® (Note: The report(s) should be submitted to EMSD within two weeks after
taking over for maintenance)
O 3. TJHEmEERERS GE : G ERHITE K - (HE A RFENF T DR S 5y 5
)
Load tests report (Note: This test is not mandatory but is recommended to confirm the integrity
of the system at the time of taking over)
M 4. CRECHETEZNME TEE TEMERIAGRK LE3) GE BT B BhEi(—FRORBI)
% 3 REGE 185k ARIHRE A HORE TARRERIE HAY 7 HAT - DAFRAR LE3 MAIHEE TI2E)
Copy of notification (Form LE3) of commencement of maintenance works submitted to EMSD
(Note: The contractor must, not later than 7 days before the first commencement date of the
maintenance works, notify EMSD in Form LE3 in accordance with section 3/18 of the Lifts and
Escalators (General) Regulation)
] 5. prERREER
Maintenance schedule
0 6. BTSRRI R BTES AR E
Maintenance instruction/handbook for workers
= 7. LERMFERAZHE
Tools and spare part list
8. JEBmEAL R T it EE

Risk assessments and site safety plans
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0 9.  HAEZIEEEEBEERE B TAYEEIIEC R
Training records of the staff members who are going to take up the maintenance of the
lifts/escalators under the contract
10.  HEIETE]
[] N
Training plans
0 . mEEHZG (F 1509001 #FE ) (@)
Quality Management System (e.g. 1ISO9001 certification) (if applicable)
0 12, FREZT MRS E BIE L i R R R P S (BB BRr S0 8%
List of relevant maintenance and repair experience relevant to the particular brands and models
of lift/escalator under the contract
0 13 RS ] DR R il SRR ARSI (i )
Documents showing the provision of technical support from lift/escalator manufacturer (if
applicable)
0 14 SELRETIE Bl PHAEERASENRE) QEH)
Subcontracting of maintenance (e.g. maintenance of CCTV) (if applicable)
CEEE T2 Z AN > s 8 B (T _EAERR A= T 7))
No. of subcontractor(s) approved by EMSD: (with approval letter)
T bR EEE
Scope of sub-contracting:
15, HAER
[] | |
Other information
i)
ii)
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BEEA

Responsible Person represented by

e

Name:

L

Organization:

(B2 AN E] ~ EE I FEESEE EARERILH)

(e.g. name of property management company, incorporated owner, or representative of owners, etc.)

N3 3R] A

Post in the Organization:

HE

Signature:

Registered *Lift/Escalator Contractor (Takeover) represented by

e

Name:

R AR AL
Post in the Registered Company:

E

Signature:

H A
Date:

*BRIEAEMZE *Delete whichever is inapplicable
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EE RHREILEF)
Part Il (Handover of maintenance)

THVERE A PR TR ARIRIEE -

The following information should be completed by the maintenance contractor who hands over the maintenance.

A RERIFEH—ROERH!

General Information of Maintenance Contractor

1. AEHTE

Company Name

2. WFEREHHE
Office Address

B. &REASUNREER

Maintenance Team serving the Old Contract

1. SEIKHEBRE A
Contact of the Contract Manager
P

Name:

i
Post:

BEEhThS
Tel. No.:

2. ERTHRETTE

Contacts of the Work Supervisors

4

Name:

5 2i7A

Post:
SRENEREESTS
Mobile No.:

et

Name:

M fir

Post:
SRENEREESTS
Mobile No.:

Form No.: HOCL1 (12/2015)




C. BRAARBRRE TIFMBERIER

Documents Collected by Responsible Person for Handover of Maintenance Works

EIRERENEA GOHIER G RE TIER » &R NEERERIRE A IR E TIEAR HARR &R -
AR AR S IR D AR AL - S S — P e £ TV 5k

If the maintenance contractor has not provided the below-listed documents to the Responsible Person
during the contract period, the Responsible Person should request the Contractor to provide the relevant
information before the handover. Please tick at the box in the first column if both parties confirmed that the

information in the second column had been handed over and received by the Responsible Person.

1. AR E BhREAVIRIE AR TS E G )
D No. of Operation and Maintenance Manuals in relation to the lifts/escalators previously
maintained (if applicable):
ERE KA T

Title of the Operation and Maintenance Manuals:

2. HRETHEEECE BRI B L 2R HVE RS EEE (A1)
No. of Electric Schematic Diagrams of power and safety circuits in relation to the lifts/escalators
previously maintained (if applicable):
BRI ERS e BE RS Y B T4 e el 5 4R S A4 T

Reference No. and name of the Electric Schematic Diagrams of power and safety circuits:

3. EREXHETEZBNAERABEESET R E TRBNFEIA GRig LE10) GE: R
1B (THEE R B3R ROMB)) 5 9 R 23 ik - AR HR 1 IR T2 H &Y
14 HIN » DIFAE LE10 JB AT e T2 %)
Copy of the notification (Form LE10) of termination of the maintenance submitted to EMSD
(Note: The contractor must, within 14 days after the date on which the contractor ceases to
undertake the maintenance works, notify EMSD in Form LE10 in accordance with section 9/23

of the Lifts and Escalators (General) Regulation)

Form No.: HOCL1 (12/2015) 8




] 4 TAEHsE&E_ A $pt_ . A HEOFE H_ HIARWGREBEH#ETE
(WE )
no. of Logbooks covering the period from ___ (dd) /__ (mm)/ (yy) to __(dd)/
___(mmy/ (yy) showing the record of previous maintenance activities (if applicable)
5. AMREMRHE__ . A HE O H BB RARBAFEEEEEEEGLE
[] :
(W#E )
Incident records occurred during the maintenance period from ___ (dd) /___ (mm)/ (yy)
to__ (dd)/__ (mm)/ (yy) (if applicable)
0 6. WAREHMH___ £ A HZE HF H_ H EAARBAREESEEET EEEY
HYECEE (A1)
Records of major alteration of the lift(s)/escalator(s) during the maintenance period from
_(dd)/__ (mm)/ (yy)to___(dd)/__ (mm)/ (yy) (if applicable)
u 7. B F A HETHEERENA RS ()
Examination report of the last periodic examination held on ___ (dd) /___ (mm)/ (yy)
(if applicable)
0 8. I A HETHHARFEREECHEHS (#ER)
Report on last load test heldon ___ (dd)/___ (mm)/ (yy) (if applicable)
0 9. frREFRFMEER
Maintenance schedule
] 10. THEHEHHAZHRESZTHEBYIZER (Q#EH)
Tools and spare parts and the list of items handed over (if applicable)
O M. EREIE (Bl FARERASERE) WHEH)
Subcontracting of maintenance (e.g. maintenance of CCTV) (if applicable)
e T2 E AN B rg S H (_AERAAYE T oT)
No. of subcontractor(s) approved by EMSD: __ (with approval letter)
rERERE
Scope of sub-contracting:
12. Hftr&kt
D Other information
)
i)
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BEEA

Responsible Person represented by

e

Name:

e

Organization:

(BN ~ EEITFEESEE EARERLH)

(e.g. name of property management company, incorporated owner, or representative of owners, etc.)

N3 3R] A

Post in the Organization:

HE

Signature:

Registered *Lift/Escalator Contractor (Handover) represented by

e

Name:

R AR AL
Post in the Registered Company:

b
Signature:

H A
Date:

*BRIEAEMZE *Delete whichever is inapplicable
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EREH

(M

THEMSRE SV AR ~ S KRB IRE TIFE TR - S ERE e MER
FHRLEIREIA - TSR - WAERE TREZFNERHEFiRd -

BRNEAERAIRE TER - FR IR R AR A A &R -

i R A I N BRI AR - THE e S I SERT R B AR s B B BE 2 AU iR
DU HVE AT A IEH IR R 203 T R R SERHI PR TAE - BT S (R TIEARIR A
el - TR R ZTH B IEE SERRCIE R 25 B L - YOS 7305 B 7H H R S ERIRS - it
Hh - AR NIAMECRIREAIHTHEE R & TIEARIS - st 25 R LalskaValisi 2t - ArET
IRFE B HERE s R 2R B > DAPERCER

ARES T IESERR - DAFIETRREREnE - SR/ A e BRI HfieE > RS R - de P
o EERERE TIERREIRESNT » FRERENFTA TR B IR BB SR AT -
SN > tmbaiE R AT B ERRR AT A B o BRITIABI R E B AR A IR TR E R B TIERK
Wi o AERIERIETH - BT HEERE SRRV ERTED Y - DUET B A CRE LAERT Rk -

B AEHERATA CMEl BRI IRE TR R ENRZHE » HEER (TREEHTH]) 5.4.5
THE TRV IE S TR BUSARERAT - ZEHSEHUELE -

Note :

(M

)

Form No.:

The Responsible Person, Contractor (Handover) and Contractor (Takeover) should each keep a copy of
the completed and signed Checklist. The Checklist should be properly filed and made available for
inspection by EMSD upon request.

Responsible Person should request the Contractors to complete the Checklist and provide the relevant
information in sufficient advance before the handover.

The responsible person is strongly recommended arranging thorough examination for each of the
lifts/escalators concerned in sufficient advance before the handover date with a view to identifying any
defects, irregularities and outstanding maintenance work to be responsible by the existing contractor.
The examination should be attended by both the incoming and existing contractors. All items identified
should be comprehensively recorded in a defect list with a clear demarcation of liability in respect of
each item specified. Responsible person should ensure that agreement is reached between the incoming
and existing contractors on details recorded in the defect list. All parties concerned should duly sign on
the finalized defect list.

The scope of the examination should be formulated and agreed among all parties concerned. It should
not be limited to visual examination and be comprehensive enough to reveal all possible defects and
irregularities that the existing contractor may be liable to under his contract. Inspection should cover also
all parts of the lift/escalator. There is no restriction in the Ordinance and relevant codes of practice which
forbidden the incoming contractor from getting access to any parts of the lift/escalator for carrying out
tests and examination necessary for the transfer of maintenance responsibility before the handover date.

Responsible Person should ensure that all agreed defects and irregularities under the liability of the
existing contractor have been satisfactorily rectified by them before the post-handover examination
under Clause 5.4.5 of the Works Code is carried out by the incoming contractor.

HOCL1 (12/2015) 11
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