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OFTEC PROCEDURES 

 
 

7.3.1 General 
 

OFTEC Service and Commissioning Reports, (CD/11) when completed correctly 
enables OFTEC Registered Service and Commissioning Technicians to show 
compliance with the building, health, safety and efficiency regulatory requirements 
and the manufacturers service and commissioning instructions.  This also enables 
the technician to record any discrepancies or concerns they have with the installation 
as found. 
 

 

7.3.2 Filling in the Report (See Drawing 7.3 and 7.3a) 
 
Complete the report with the following information: 
 
1. Complete the customer/site address. 

 
2. Your company name and address details. 

 
3. Name of the servicing/commissioning technician undertaking the report and your 

Competent Person ID/registration number (e.g. your OFTEC Registration number 
this is a five digit number followed by OFTEC qualifications i.e. N/01643/101/102) 

 
4. Your Competent Person Scheme provider (e.g. OFTEC). 

 
5. Identify whether the installation has been completed by a Competent Person 

(e.g. OFTEC Registered Technician) or under a Building Control Notice.  Insert 
accordingly. 

 
6. Details of the make, model and any serial number of the appliance.  

 
• Detail the burner type, make and model number. 

 
• Fill in the details of the type of tank installed. 

 
• Fill in details of the flue type installed. 

 
• Fill in the type of fuel used (C2 kerosene or D gas oil) 

 
7. Identify the call type. 

 
8. Following the Commissioning and Servicing Procedure applicable to the job of 

works being carried out, tick the aspect of work completed, identify where any 
parts have been fitted or replaced and note any observations. i.e. parts showing 
signs of wear (see diagram 7.3a). 
  

9. Detailed comments of any non-compliances or remedial work to be completed.  To 
enable the installation to comply with the requirements of Building Regulations, 
Control of Pollution and British Standards. Also record if a warning sticker was 
issued and location where affixed (i.e. on appliance, on tank etc). 
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10. It is important to keep a record of the combustion analysis results. If tested 

electronically, a print-out should be attached to all copies of the service schedule 
and report. Commissioning details are to be filled in as per manufacturer’s 
instructions. Where applicable, oil flow rate information etc. 

 
11. Identify the status of the person receiving the report and insert details accordingly. 

 
CD/11 Form 

(Servicing and Commissioning Report) 
 

(Drawing 7.3) 
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