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Documenting Ready-to-Start 
Inspection
Rev. 0   Effective Date: 12/15/2009Rev. 0   Effective Date: 12/15/2009

Field Procedure: CM-CE-303002-R0001Field Procedure: CM-CE-303002-R0001Documenting Ready-to-Start Inspection
Purpose: To document inspection of transformer mechanical, electrical and control systems as 
"ready for service" before energizing or re-energizing: 
• Newly installed equipment
• Reconfi gured equipment
• After major maintenance
• Any substation transformer taken out of service to perform scheduled or emergent work, including 

preventative or corrective maintenance, repairs or replacements

Identify Applicable Checklists  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   1

Verify Equipment Status for Transformers < 2000 kVA .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   2

Verify Equipment Status for Substation Transformers .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   3

Close Out Work .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   4

Identify Applicable Checklists
Note: The newly installed or reconfi gured equipment covered includes: 
• Transformer
• ATO
• Switchgear
• Capacitors
• Circuit breakers
• Reclosers
• Other equipment under control of DSO/TSO

Important: Checklists are Level 1 documents. 

For typical use with: Checklist: Performed by:
All equipment for test department CM-CE-303002-R0002 Representative 

of working 
department 
as designated 
by its 
management

Field equipment and transformers
< 2000 kVA and substation equipment

CM-CE-303002-R0003

Substation transformers CM-CE-303002-R0005
City of Chicago equipment 
(in addition to other checklist)

CM-CE-303002-R0004

Network hi-rise fi eld equipment and 
transformers < 2000 kVA

CM-CE-303002-R0006



ComEd Field Procedure   
Test Department New Equipment 
Ready to Start Inspection Report
DRAFT

CM-CE-303002-R0002
Rev. 0

Effective: 12/10/2009
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Level 1 

Confidential and Proprietary - ©  Exelon Corporation, 2008 

NOTE: This section is for Testing Department use. 

Equipment Tested
Use additional sheets as necessary to list additional equipment.

Switchgears 

Description Line # Bus # Switch # Auto/Manual Stencil
OK

ATO
OK

Phased
OK

                         
                         
                         
                         
                         
                         
                         
                         

Risers
Riser Number/Description From/To Phased OK 
          
          
          
          
          

Transformers

Location # / Floor KVA Sec.
Voltage Fuse Type/Size Tap

Setting
Stencil

OK
Phased

OK
                         
                         
                         
                         

CM-CE-303002-R0002

ComEd Field Procedure
Field Equipment and Transformers 
<2000 kVA
Ready to Start Inspection 
DRAFT

CM-CE-303002-R0003
Rev. 0

Effective: 12/10/2009
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Confidential and Proprietary - ©  Exelon Corporation, 2008 

Location __________________________________________________________________________ 
Description of Equipment _____________________________________________________________ 

Note: This checklist is not intended to replace the Test Letter (ComEd) that is used for 
post-installation testing.

Attribute  Yes 
 No 

*Explain in 
Comments

 N/A 

Review Equipment (Pre-Livening)

� CALL 1 – Notify designated authority before touching/operating the electric system for testing 
purposes.

1. Verify all Underground and Overhead de-energized work is completed (if 
applicable). 

2. Remove all identified hazards and debris created during the work.  

3. Remove or park protective grounds and barriers to allow operation of 
switches and/or equipment.  
Note: If barriers prohibit switching, place an Abnormal Condition tag on the 
lock of the equipment and place check in "No" column here.

4. Confirm equipment is clean, orderly and stenciled/labeled per specification 
to reflect current equipment identification nomenclature. 

5. Confirm equipment is tested for: 
- proper system voltage (check nameplate if applicable) 
- correct phasing of primary and secondary cable/wire  
- shorts and fault conditions 

6. Confirm CTs and/or meters are installed as required. 

7. Check position of dual ratio switch/tap changer (if applicable). 

8. Verify construction meets established company standards including but not 
limited to primary phase-to-phase and phase-to-ground electrical 
clearances. 

9. Verify any electrical configuration changes from engineering design are 
documented on "as built" prints.

CM-CE-303002-R0003

ComEd Field Procedure   
City of Chicago Equipment
Ready to Start Inspection
DRAFT

CM-CE-303002-R0004
Rev. 0

Effective: 12/10/2009
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READY FOR START NOTICE  Date :  ___________           No. ___________ 

Commonwealth Edison Company 

TO:  DSO DT/T&S TG Supervisor Location : _________________VV_________

W.O.  ___________________ 

Reference ___________________ Equipment __________________________________

Notice is hereby given that after ___________ the following electrical equipment will be ready 
for final testing 

SRS #

Job FLS :__________________________ Authorized: ___________________________

Job FLS  __________________________ Authorized: ___________________________

Date: __________________ 

To: C&M 
T&S
Work Planning 
DSO/TSO
FMS
Testing (DSO DT or T&S TG) 
ESO
New Business 
Engineering

Notice is hereby given that on or after___________________ the above-described electrical equipment 
may be energized at any moment for final test purposes or for any regular operation. 

Mr./Ms. ________________________has been appointed Starting Engineer in charge of the starting. 
In accordance with existing orders, no further work shall be permitted which in any way affects or which 
may be affected by the above without specific authority from the Starting Engineer in charge.  

All precautions to prevent accidents must be taken. 

Within City of Chicago
CM-CE-303002-R0004

ComEd Field Procedure
Network Hi-Rise Ready to Start 
Inspection for Field Equipment and 
Transformers <2000 kVA - DRAFT

CM-CE-303002-R0006
Rev. 0

Effective: 12/10/2009
Page 1 of 4
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Location ___________________________________________________________________  

Description of Equipment ______________________________________________________  

Note: This checklist is not intended to replace the Test Letter (ComEd) that is used for post-
installation testing.

Attribute  Yes 
 No

*Explain in 
Comments

 N/A 

Review Equipment (Pre-Livening)

� CALL 1 – Notify designated authority before touching/operating the electric system for testing 
purposes

1. Confirm cable ducts (unused) are open and clear for future cable pulls. 

2. Confirm building construction material is removed from vault. 

3. Confirm aisles and pathways are clear to replace transformers or line-bays. 

4. Confirm path to hatch is unobstructed. 

5. Confirm no cables or cable structures/supports are hanging low. 

6. Confirm ventilation is turned on. 

7. Confirm no equipment is leaking. 

8. Verify all Underground and Overhead de-energized work is completed (if 
applicable). 

9. Remove all identified hazards and debris created during the work.  

10. Remove or park protective grounds and barriers to allow operation of switch 
or equipment.  
Note: If barriers prohibit switching, place an Abnormal Condition tag on the 
lock of the equipment and place check in "No" column here.

11. Confirm equipment is clean, orderly and stenciled/labeled to reflect current 
equipment identification nomenclature. 

12. Confirm equipment is tested for: 
- proper system voltage (check nameplate if applicable) 

CM-CE-303002-R0006
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Documenting Ready-to-Start 
Inspection
Rev. 0   Effective Date: 12/15/2009Rev. 0   Effective Date: 12/15/2009

Field Procedure: CM-CE-303002-R0001Field Procedure: CM-CE-303002-R0001Verify Field Equipment and Transformers < 2000 kVA and Substation Equipment

1  Perform inspection using 
applicable checklist(s):
• CM-CE-303002-R0002
• CM-CE-303002-R0003
• CM-CE-303002-R0006
• Also CM-CE-303002-R0004 

if within City of Chicago

2  Sign and date checklist(s) 
for pre-livening attributes.

3  With checklist, notify designated 
authority to energize:
• Use 3-way communication.
• Confi rm checklist is complete, 

signed and dated.
• Confi rm post-livening checks 

will be performed. 

4  Perform post-livening checks.

Person in Charge
Note: Notify designated authority before beginning any 
testing that involves any lines or equipment on system.
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City of Chicago Equipment
Ready to Start Inspection
DRAFT
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READY FOR START NOTICE  Date :  ___________           No. ___________ 

Commonwealth Edison Company 

TO:  DSO DT/T&S TG Supervisor Location : _________________VV_________

W.O.  ___________________ 

Reference ___________________ Equipment __________________________________

Notice is hereby given that after ___________ the following electrical equipment will be ready 
for final testing 

SRS #

Job FLS :__________________________ Authorized: ___________________________

Job FLS  __________________________ Authorized: ___________________________

Date: __________________ 

To: C&M 
T&S
Work Planning 
DSO/TSO
FMS
Testing (DSO DT or T&S TG) 
ESO
New Business 
Engineering

Notice is hereby given that on or after___________________ the above-described electrical equipment 
may be energized at any moment for final test purposes or for any regular operation. 

Mr./Ms. ________________________has been appointed Starting Engineer in charge of the starting. 
In accordance with existing orders, no further work shall be permitted which in any way affects or which 
may be affected by the above without specific authority from the Starting Engineer in charge.  

All precautions to prevent accidents must be taken. 

Within City of Chicago
CM-CE-303002-R0004

ComEd Field Procedure
Substation Transformers Ready to 
Start Inspection DRAFT

CM-CE-303002-R0005
Rev. 0

Effective: 12/10/2009
Page 1 of 10
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Location: (Ex: Station Number and Name): 

Equipment: (Ex: 138 KV Tr 77):

Date Entire Checklist Completed:

Review items below upon completion of maintenance and testing prior to release of 
equipment back to service.

NOTE: The last person to release clearance (typically SSM crew leader) shall ensure 
that all departments have completed the related checklists. 

NOTE: Every line item must be initialed or marked N/A by the appropriate working 
department.

Department Checklist completed by
(Print First & Last Name) Signature Start Date/ Time Complete

Date/Time
SSM
TG
FP (Doble/Power 
Testing)
FP (SFRA) 
Other

Task
No.

Substation Maintenance Tasks 
Lead

Initials
(or N/A) 

Peer
check 
initials
or N/A) 

Note
Added
(Y/N)

1
Main tank and LTC DGA oil samples analyzed and found acceptable (before 
Vacuum trailer is removed from site when applicable) in cases where oil has 
been distributed or may be in question. (When Applicable) 

2 Spray nozzle used in vacuum oil fill process is removed from underside of 
transformer cover. (When Applicable) 

3 Pressure relief devices are secured and in place with the flag in the DOWN 
or RESET position. 

4 Arresters: petticoats clean and undamaged; top terminals tightened; 
arrestors properly grounded to system ground. 

CM-CE-303002-R0005

Substation Transformers Ready to Start Inspection
DRAFT

CM-CE-303002-R0005
Rev. 0

Page 8 of 10  

Confidential and Proprietary - ©  Exelon Corporation, 2008

Task
No.

Power Testing, (SFRA only if SFRA apart in time 
from other power testing) Tasks 

Lead
Initials

(or N/A) 

Peer
check 
initials
or N/A) 

Note
Added
(Y/N)

26 Control cabinet circuit breakers left in proper position. 

33 Fan and pump controls in proper position. 

34

LTC left in proper position. (When Applicable)                                                  

As Found Position ________________  (For New Installations, set Tap on Neutral 
Position)

34a LTC LOCAL/REMOTE Switch left in proper position. 

42 Alarms, trips and annunciators are operable. 

44 All Major and Minor Alarms created by Power Testing work cleared.  (NOTE: alarms 
created by SSM may still be active, i.e. low oil level due to draining of compartments) 

45 Power Testing electrical check test list has been completed. 

49 Worker’s Alteration Log Cleared or status reported to DA with consensus to liven. 

Notes Section 
(Write in issues unique to the transformer being inspected. Use separate sheet of paper if necessary.) 

Line # Description Work Request# 
or Work Order# 

CM-CE-303002-R0005 page 8
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Documenting Ready-to-Start 
Inspection
Rev. 0   Effective Date: 12/15/2009Rev. 0   Effective Date: 12/15/2009

Field Procedure: CM-CE-303002-R0001Field Procedure: CM-CE-303002-R0001Verify Equipment Status for Substation Transformers

1  Perform inspection using applicable 
checklist(s):
• CM-CE-303002-R0005
• Also CM-CE-303002-R0004 if 

within City of Chicago

 Note: ComEd representative also 
performs inspection for contractor-
installed transformer. 

2  Document abnormal conditions
 that will not return to normal:
• List individually.
• Include work request or 

work order number (if available).

3  For abnormal control switch positions, 
pulled alarm cutouts or similar that 
will not return to normal:
• Report to designated authority.
• Document details.
• Tag properly.

4  Address abnormal conditions by either:
• Repairing all required abnormal conditions.

  - OR -
• Consulting responsible T&S engineer and 

obtaining agreement to allow energizing 
with existing conditions.

5  Complete checklist.

7  Contact FLS to verbally 
verify completion of 
each checklist step.

6  Sign and date checklist for 
pre-livening attributes.

Person in Charge

8  With checklist, notify designated 
authority to energize:
• Use 3-way communication.
• Confi rm checklist is complete, 

signed and dated.
• Confi rm post-livening checks 

will be performed. 

Note: Notify designated authority before beginning any 
testing that involves any lines or equipment on system.
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Documenting Ready-to-Start 
Inspection
Rev. 0   Effective Date: 12/15/2009Rev. 0   Effective Date: 12/15/2009

Field Procedure: CM-CE-303002-R0001Field Procedure: CM-CE-303002-R0001Close Out Work

1  Return completed checklist(s) with 
work package to planner or designee.

2  Review applicable checklist(s):
• Resolve Notes/Explanations/

Comments:
 -Make sure they are identifi ed.
 -Make sure they are addressed.
 -Make sure work requests are 
generated.

• Verify completion.
• Verify signature.

3  Sign and date checklist(s).

Person in Charge

Supervisor

4  File checklist and reports 
for closeout.

CM-CE-303002-R0002 CM-CE-303002-R0005

ComEd Field Procedure   
City of Chicago Equipment
Ready to Start Inspection
DRAFT

CM-CE-303002-R0004
Rev. 0

Effective: 12/10/2009
Page 1 of 2

Level 1 

Confidential and Proprietary - �  Exelon Corporation, 2008 

READY FOR START NOTICE  Date :  ___________           No. ___________ 

Commonwealth Edison Company 

TO:  DSO DT/T&S TG Supervisor Location : _________________VV_________

W.O.  ___________________ 

Reference ___________________ Equipment __________________________________

Notice is hereby given that after ___________ the following electrical equipment will be ready 
for final testing 

SRS #

Job FLS :__________________________ Authorized: ___________________________

Job FLS  __________________________ Authorized: ___________________________

Date: __________________ 

To: C&M 
T&S
Work Planning 
DSO/TSO 
FMS
Testing (DSO DT or T&S TG) 
ESO
New Business 
Engineering

Notice is hereby given that on or after___________________ the above-described electrical equipment 
may be energized at any moment for final test purposes or for any regular operation. 

Mr./Ms. ________________________has been appointed Starting Engineer in charge of the starting. 
In accordance with existing orders, no further work shall be permitted which in any way affects or which 
may be affected by the above without specific authority from the Starting Engineer in charge.  

All precautions to prevent accidents must be taken. 

CM-CE-303002-R0003 Within City of Chicago
CM-CE-303002-R0004

ComEd Field Procedure   
Test Department New Equipment 
Ready to Start Inspection Report
DRAFT

CM-CE-303002-R0002
Rev. 0

Effective: 12/10/2009
Page 1 of 4

Level 1 
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NOTE: This section is for Testing Department use. 

Equipment Tested
Use additional sheets as necessary to list additional equipment.

Switchgears 

Description Line # Bus # Switch # Auto/Manual Stencil
OK

ATO
OK

Phased
OK

                         
                         
                         
                         
                         
                         
                         
                         

Risers
Riser Number/Description From/To Phased OK 
          
          
          
          
          

Transformers 

Location # / Floor KVA Sec.
Voltage Fuse Type/Size Tap

Setting
Stencil

OK
Phased

OK
                         
                         
                         
                         

ComEd Field Procedure
Field Equipment and Transformers 
<2000 kVA
Ready to Start Inspection 
DRAFT

CM-CE-303002-R0003
Rev. 0

Effective: 12/10/2009
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Level 1 

Confidential and Proprietary - ©  Exelon Corporation, 2008 

Location __________________________________________________________________________ 
Description of Equipment _____________________________________________________________ 

Note: This checklist is not intended to replace the Test Letter (ComEd) that is used for 
post-installation testing.

Attribute  Yes 
 No 

*Explain in 
Comments

 N/A 

Review Equipment (Pre-Livening)

� CALL 1 – Notify designated authority before touching/operating the electric system for testing 
purposes.

1. Verify all Underground and Overhead de-energized work is completed (if 
applicable).

2. Remove all identified hazards and debris created during the work.  

3. Remove or park protective grounds and barriers to allow operation of 
switches and/or equipment.  
Note: If barriers prohibit switching, place an Abnormal Condition tag on the 
lock of the equipment and place check in "No" column here.

4. Confirm equipment is clean, orderly and stenciled/labeled per specification 
to reflect current equipment identification nomenclature. 

5. Confirm equipment is tested for: 
- proper system voltage (check nameplate if applicable) 
- correct phasing of primary and secondary cable/wire  
- shorts and fault conditions 

6. Confirm CTs and/or meters are installed as required. 

7. Check position of dual ratio switch/tap changer (if applicable). 

8. Verify construction meets established company standards including but not 
limited to primary phase-to-phase and phase-to-ground electrical 
clearances. 

9. Verify any electrical configuration changes from engineering design are 
documented on "as built" prints.  

ComEd Field Procedure
Substation Transformers Ready to 
Start Inspection DRAFT

CM-CE-303002-R0005
Rev. 0

Effective: 12/10/2009
Page 1 of 10

Level 1

Confidential and Proprietary - ©  Exelon Corporation, 2008 

Location: (Ex: Station Number and Name): 

Equipment: (Ex: 138 KV Tr 77):

Date Entire Checklist Completed:

Review items below upon completion of maintenance and testing prior to release of 
equipment back to service.

NOTE: The last person to release clearance (typically SSM crew leader) shall ensure 
that all departments have completed the related checklists. 

NOTE: Every line item must be initialed or marked N/A by the appropriate working 
department.

Department Checklist completed by
(Print First & Last Name) Signature Start Date/ Time Complete

Date/Time
SSM
TG
FP (Doble/Power 
Testing)
FP (SFRA) 
Other

Task
No.

Substation Maintenance Tasks 
Lead

Initials
(or N/A) 

Peer
check 
initials
or N/A) 

Note
Added
(Y/N)

1
Main tank and LTC DGA oil samples analyzed and found acceptable (before 
Vacuum trailer is removed from site when applicable) in cases where oil has 
been distributed or may be in question. (When Applicable) 

2 Spray nozzle used in vacuum oil fill process is removed from underside of 
transformer cover. (When Applicable) 

3 Pressure relief devices are secured and in place with the flag in the DOWN 
or RESET position. 

4 Arresters: petticoats clean and undamaged; top terminals tightened; 
arrestors properly grounded to system ground. 

CM-CE-303002-R0006

ComEd Field Procedure
Network Hi-Rise Ready to Start 
Inspection for Field Equipment and 
Transformers <2000 kVA - DRAFT

CM-CE-303002-R0006
Rev. 0

Effective: 12/10/2009
Page 1 of 4

Level 1
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Location ___________________________________________________________________  

Description of Equipment ______________________________________________________  

Note: This checklist is not intended to replace the Test Letter (ComEd) that is used for post-
installation testing.

Attribute  Yes 
 No

*Explain in 
Comments

 N/A 

Review Equipment (Pre-Livening)

� CALL 1 – Notify designated authority before touching/operating the electric system for testing 
purposes

1. Confirm cable ducts (unused) are open and clear for future cable pulls. 

2. Confirm building construction material is removed from vault. 

3. Confirm aisles and pathways are clear to replace transformers or line-bays. 

4. Confirm path to hatch is unobstructed. 

5. Confirm no cables or cable structures/supports are hanging low. 

6. Confirm ventilation is turned on. 

7. Confirm no equipment is leaking. 

8. Verify all Underground and Overhead de-energized work is completed (if 
applicable).

9. Remove all identified hazards and debris created during the work.  

10. Remove or park protective grounds and barriers to allow operation of switch 
or equipment.  
Note: If barriers prohibit switching, place an Abnormal Condition tag on the 
lock of the equipment and place check in "No" column here.

11. Confirm equipment is clean, orderly and stenciled/labeled to reflect current 
equipment identification nomenclature. 

12. Confirm equipment is tested for: 
- proper system voltage (check nameplate if applicable) 


