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Section 1: Introduction 
 
Preservation – “the act or process of applying measures necessary to sustain the existing 
form, integrity, and materials of an historic property...Protection, maintenance and repair 
are emphasized while replacement is minimized.”1 
 
Maintenance – Cyclical and intermittent work required to prevent deterioration in a 
building. 
 

The goal of this cyclical maintenance manual is to provide a guide to preservation 
for the Pope-Leighey house. The manual contains information for all staff associated with 
the maintenance of the house. It includes checklists, inspection reports, material 
information and standard methods for preservation. Selected research, drawings, and a 
list of additional references are included for additional use. If used properly, this manual 
will ensure effective communication between all parties involved in the building and will 
bring new employees up to speed quickly and effectively.  
 The manual is not foolproof, and common sense and personal discretion must be 
used. Some sections of the manual are minutely detailed while others leave room for the 
readers’ own judgement. If a user is unsure about any task or method, they should always 
ask their supervisor or contact the Graham Gund Architect of the National Trust for 
Historic Preservation (NTHP). This maintenance manual should be of long-term use to 
the site. Feedback from users is always important, and regular revisions are imperative to 
its continued functionality. The Graham Gund Architect maintains this document and will 
work with site staff to make revisions as necessary. 
 
Executive Summary 

This maintenance manual is based on research of materials, systems and processes 
associated with the house including personal interviews, past reports and a conditions 
survey. The research concludes that the house is in good repair, but in need of organized 
maintenance. The manual consists of seven sections which are then broken down into 
specific sub-sections: 
 
Section 1: Introduction 

Provides a general introduction to the practice of maintenance and the contents of 
this manual. 

 
Section 2: Existing Conditions Report 

Documents the condition of the house in Summer 2008. The report suggests 
repairs and describes ongoing problems.  

 
Section 3: Annual Building Inspection 

                                                 
1 The Secretary of the Interior’s Standards for Preservation and Guidelines for Preserving Historic Buildings, 

available at The Secretary of the Interior’s Standards for Preservation and Guidelines for Preserving Historic Buildings 
National Park Service, http://www.nps.gov/history/hps/tps/standguide/preserve/preserve_index.htm, accessed 5 
November 2009. 
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Includes plans, checklists and instructions for the annual building conditions 
inspection. This report will be used to track changes and prioritize maintenance. 

 
Section 4: Cyclical Maintenance Reports 

Contains instruction and checklists for daily, weekly, monthly and seasonal 
housekeeping and building maintenance. 

 
Section 5: Detailed Materials Information and Instruction 

Provides detailed information about the elements of the building.  
 
Section 6: Supporting Information 

A collection of references, contacts, supply information, and supporting forms.  
 
Section 7: Woodlawn and Pope-Leighey Emergency Procedures 

Provides standard procedures for disaster situations on the site, contact 
information for emergency personnel and vital information on the site’s 
emergency systems. 

 
Appendices 
 Equipment manuals, service information, and original construction specifications. 
 
 
Purpose 

The manual was created with the intent to preserve the Pope-Leighey house in 
accordance the standards of the NTHP. The last recorded conservation philosophy was 
included in the section 3a of the 1992 Conservation Plan by Quinn-Evans Architects: 
 

1. Conservation/restoration planning for the house should strive to conserve and 
restore the house and reconstruct its site as accurately as possible to reflect the 
design and construction as directed by Frank Lloyd Wright, and subsequently, as 
modified by the Popes, in consultation with Wright. 

2. The conservation and interpretation should further strive to reflect the influence of 
Mr. Pope and his family as the client who was inspired by Mr. Wright’s genius 
and who employed him, and embraced his philosophy of “Usonian” living. Mr. 
Pope and Mr. Wright collaborated on a number of design issues in the initial 
design as well as subsequent modifications. 

3. Interpretation efforts should strive to present the occupancy of both the Popes and 
the Leighey family as the two primary owners who aspired to Mr. Wright’s 
philosophy and ensured the long-term preservation of this National Historic 
Landmark. Therefore, QE/A recommends that we guide physical conservation 
and activities around a plan to restore the house, and reconstruct the site to 
approximate its condition when Mr. Wright had his last influence, around 1945 or 
1946. Therefore, the focus of physical restoration activities will be the design of 
the house and site as executed and adapted to the Falls Church site by Frank 
Lloyd Wright, including modifications completed by Mr. Chadwick (Wright’s site 
representative) and Loren Pope (with Wright’s consultation). 
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Significance of the Pope-Leighey House 
 
“We can rejoice, that a wonderfully simple work of an American artist is to be preserved 
in such a setting.”2 
 

The Pope Leighey House is one of the houses Frank Lloyd Wright designed in his 
Usonian period. In the 1930’s, Wright experienced a career renaissance, more than two 
decades after his initial rise to architectural prominence with his nativistic Prairie Style. 
Rather than creating individual buildings uniquely suited to their landscape, this second 
act of his career was focused on defining distinctively American patterns of development. 
Described and illustrated in his book Broadacre City (1932), Wright’s renderings 
dissolved the dense, vertical city in favor of dispersed, single-use zones, with low 
buildings spreading across the vast expanse of the American continent, marked by 
occasional, isolated, skyscrapers. After offering this larger vision, Wright turned to 
designing and building the individual parts of his new civilization, and gave particular 
attention to the problem of the affordable middle-class home. Between 1936 and his 
death in 1959, Wright built approximately fifty modest homes he called “Usonian,” based 
on an alternative term for American (U.S.-onian). In 1939, journalist Loren Pope, 
inspired by Wright’s ideas, commissioned him to build a home for his family, and 
worked with him to shape the building to his family’s needs and budget. 
 The materials and assemblage of the building reflect the spirit of simplicity 
inherent in the Usonian vision. Wright’s use of only four visible building materials 
(concrete, brick, cypress, glass) creates a visual harmony. The modular nature of the 
structure minimizes detailing while still providing infinite design flexibility. Custom-cut 
transoms are simple but unique. This system was then carefully set into its particular site.  
 After residing in their home for five years, the Popes sold it to Robert and 
Marjorie Leighey, who also cherished the home. Robert died in 1963, and in 1964 the 
house was in the way of a major highway expansion project. Mrs. Leighey led a broad 
campaign to save her home. In 1965 she donated the house and its furnishings to the 
NTHP, and the house was moved to nearby Woodlawn, one of the Trust’s historic sites. 
Marjorie Leighey returned to live in the house from 1969 until her death in 1983, at 
which time it became a permanent museum. In 1995 unstable soils forced a second move 
to a slightly different location within the estate. By preserving and interpreting the house, 
the NTHP opens this building to the broader public for its education and inspiration. 

                                                 
2 “Remarks of Secretary of the Interior Stewart L. Udall at the dedication of the Pope-Leighey 

House, June 16, 1965, Woodlawn, Virginia.” Press Release available as #8 in Pope-Leighey Articles 
binder, Stewardship of Historic Sites Department, National Trust for Historic Preservation, 1785 
Massachusetts Ave NW, Washington DC. 
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Available References 
      

Drawings at the Stewardship of Historic Sites Division, NTHP 
1785 Massachusetts Ave. NW, Washington DC 20036 
 
Title Drawn-By Date Location 
Original Drawings       

Hemicycle Lawn 
Frank Lloyd Wright 
Studios 

June 1940 Flat Files 

Standard Detail Sheet for Usonian 
Houses 

Frank Lloyd Wright 
Studios 

28 May 
1940 

Flat Files 

Usonian House for Loren Pope, East 
Falls Church, VA 

Frank Lloyd Wright 
Studios 

May 1940 Roll Box 

Lounging Chair 
Frank Lloyd Wright 
Studios 

Unknown Flat Files 

Study for Revision to Kitchen 
Frank Lloyd Wright 
Studios 

Unknown Flat Files 

Later Drawings       

The Pope-Leighey House Exhibit Quinn-Evens 
5 May 
1995 

Flat Files 

Pope Leighey Conservation and 
Existing Conditions 

Quinn-Evens 
30 October 
1991 

Flat Files 

Pope Leighey Field Survey Notes Quinn-Evens 
22 April 
1991 

Flat Files 

Pope Leighey House Existing 
Conditions 

Quinn-Evens 
1 April 
1991 

Flat Files 

Pope Leighey Typical Sections Law Engineering 
15 March 
1990 

Flat Files 

Pope-Leighey Survey Donald F. Mori P.C. 
1 January 
1987 

Flat Files 

Loren Pope as-Built Drawings (1 of 6) National Park Service
20 July 
1964 

Flat Files 

Loren Pope as-Built Drawings (6 of 6) National Park Service
20 July 
1964 

Flat Files 

Loren Pope as-Built Drawings (full 
set) 

National Park Service
20 July 
1964 

Flat Files 

Usonian House 
National Park Service 
Student Summer 
Team 

 1964 Flat Files 

Pope-Leighey House Exhibit at 
Woodlawn  

Dewberry/Davis 
12 April 
1995 

Flat Files 

Pope-Leighey House Exhibit at 
Woodlawn - Planting Plan 

Quinn-Evens 
15 March 
1995 

Flat Files 
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Landscape Drawings       

Proposed Driveway Grading Plans Dewberry/Davis 
1 March 
1995 

Flat Files 

Proposed Sewer to Serve Woodlawn 
Plantation 

Donald F. Mori P.C. 
August 
1987 

Flat Files 

The Gifts of Fredrick Froebel M.J. Mosca 
October 
1974 

Flat Files 

"The Gifts" Sketches M.J. Mosca not known Flat Files 

Planting Plan and Revision to steps 
Kane Carruth and 
O'Brian P.C. 

1 May 
1972 

Flat Files 

Planting Plan 
Kane Carruth and 
O'Brian P.C. 

2 June 
1971 

Flat Files 

Site Work and Grading Plan 
Kane Carruth and 
O'Brian P.C. 

26 May 
1971 

Flat Files 

Study For Driveway 
Kane Carruth and 
O'Brian P.C. 

30 April 
1971 

Flat Files 

Woodlawn Sign E. 
Design and 
Production Inc. 

29 July 
1965 

Flat Files 

Topographic Survey 
R.W. Berry Civil 
Engineering 

26 August 
1947 

Flat Files 

General Design Plan For Mr. and Mrs. 
Robert Leighey 

Rose Greeley 
1 
December 
1941 

Flat Files 

Woodlawn Plantation Topography 
U.S. Dept. of the 
Interior 

unknown Flat Files 

As-Built Plot Plan Greg Morrison unknown Flat Files 
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Reports and Studies at the Stewardship of Historic Sites Division, NTHP 
1785 Massachusetts Ave. NW, Washington DC 20036 (06/06/09) 
   
Title Author Location Date 

"Back Page," Where Washington, 88  
Cohen, Jean 
Lawlor 

Pamphlet 
1 March 
1999 

Building with Frank Lloyd Wright Jacobs, Herbert Reference  
31 May 
2005 

Conservation Plan for Frank Lloyd 
Wright's Pope-Leighey House, 
Programming and Schematic Design 
Report 

Quinn 
Evans/Architects

Reference  
8 January 
1992 

Core Staff Emergency Procedures 
Woodlawn Plantation and Pope-Leighey 
House 

unspecified Pamphlet unknown 

Finding Guide to the Archival Holdings 
of Pope-Leighey House 

Obien, Rodney Reference  
1 January 
1996 

"A Frank Lloyd Wright House for the 
People," House Beautiful  

Pope, Lauren Pamphlet 
1 February 
1992 

Frank Lloyd Wright Pope-Leighey House 
Programming and Schematic Design 

Quinn/Evans 
Architects 

Reference  
14 June 
2005 

Frank Lloyd Wright's Hanna House: The 
Client's Report  

Hanna, Paul R., 
Jean S Hanna 

Reference  1981 

Frank Lloyd Wright's Pope-Leighey 
House, Promotional Brochure 

NTHP Pamphlet 
1 February 
1988 

Frank Lloyd Wright's Pope Leighey 
House, Reprint of "Re-Creating Wright" 
Architecture 88:8, 126-133 

Sullivan, Ann C. Pamphlet 
1 August 
1997 

Frank Lloyd Wright's Pope-Leighey 
House: An Historic Structure Report, Part 
I: Historical Analysis and Existing 
Conditions 

Lipman Davis 
Architects 

Reference  9 June 2005 

Frank Lloyd Wright's Pope-Leighey 
House Programming and Schematic 
Design Draft 

Quinn/Evans 
Architects 

Reference  
8 January 
1992 

Frank Lloyd Wright's Pope-Leighey 
House: Site Investigation 

Lipman Davis 
Architects 

Pamphlet 
22 August 
1988 

Interpretive  Outline for the Frank Lloyd 
Wright Usonian House (Pope-Leighey 
House) 

unspecified Reference  unknown 

Looking For Mr. Wright Cohen, Jean Reference  
21 June 
2005 

"The Odd Couple," Historic Preservation 
46:2, 56-65 

Pretzer, Michael Pamphlet 
March/April 
1994 
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Pope-Leighey Articles Various Reference  Various 

Pope-Leighey Correspondence and 
Articles 

unspecified Reference  unknown 

Pope-Leighey Historic Structure Report  
Lipman Davis 
Architects 

Reference  9 June 2005 

"The Pope Leighey House," Historic 
Preservation Special Issue on Pope-
Leighey House 21:2-3 

NTHP Reference  
April-
September 
1969 

Pope Leighey House - Promotional 
Pamphlet 

NTHP Pamphlet 
18 June 
2005 

"The Pope Leighey House," Reprint of 
Historic Preservation Special Issue 

NTHP Reference  5 June 2005 

"The Pope-Leighey House: An Interview 
with Lauren Pope," National Building 
Museum Blueprints 24:3, 3-7. 

Reiss, Steven M. 
A.I.A. 

Pamphlet 
Summer 
2006 

Pope-Leighey House Annotated 
Photographic Record of Existing 
Conditions 

Quinn/Evans 
Architects 

Reference  
27 June 
1991 

Pope-Leighey House Historic American 
Building Survey Photographs, Written 
Historical and Descriptive Data 

Historic 
American 
Building Survey 

Reference  
17 May 
2005 

Pope-Leighey House Oral History 

Beasley, Ellen, 
Oobie 
Gleysteen, 
Majorie 
Leighey, Celeste 
Moore, Terry B. 
Morton, Pearl 
Thompson 

Reference  
21 May - 10 
July 1969 

Pope-Leighey House Reconstruction and 
Restoration, Construction 
Budget/Schedule/Minutes 

Quinn/ Evans 
Architects 

Reference  
17 June 
2005 

Pope-Leighey House Heritage 
Conservation and Recreation Service 
Development Project Completion 
Reports 

The National 
Trust 

Reference  
1971, 1975-
78 

Pope-Leighey House Valuation 
Maryland 
Casualty 
Company 

Pamphlet 
1 January 
1974 

Pope-Leighey Insurance Assessment 

Albers, Rick of 
Chubb Group of 
Insurance 
Companies 

Reference  
20 
November 
1998 

Pope-Leighey Relocation Drawings 
Quinn/ Evans 
Architects 

Pamphlet 
17 June 
2005 
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"Re-Creating Wright" Architecture 88:8, 
126-133 

Sullivan, Ann C. Pamphlet 
1 August 
1997 

School Programs at Woodlawn & Pope-
Leighey House, Promotional Brochure 

NTHP Pamphlet 
23 June 
2005 

Specifications for the Pope-Leighey 
House, Final Submission 

Quinn/Evans 
Architects 

Reference  5 May 1995 

Taliesin Documents Lauren Pope House Wright, Frank Reference  unknown 

Woodlawn & Pope-Leighey House 
Special Events and Workshops, 
Promotional Brochure 

NTHP Pamphlet  unknown 

Wright-Sized Houses: Frank Lloyd 
Wright's Solutions for Making Small 
Houses Feel Big (signed) 

Maddex, Diane Reference  
25 June 
2005 

"Wright's Pope-Leighey House," The 
Prairie School Review 4:4, 20-26 

Morton, Terry 
Brust 

Pamphlet 
Fourth 
Quarter, 
1967 
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Drawings at Woodlawn Plantation 
Location - Flat Files, Woodlawn (05/15/08) 
 
Title Author Location Date 
Original Drawings       

Sheet 1 General Plan Frank Lloyd Wright Studios Flat Files 
May 
1940 

Sheet 2 Elevations Frank Lloyd Wright Studios Framed 
May 
1940 

Sheet 3 Roof Plans Frank Lloyd Wright Studios Flat Files 
May 
1940 

Sheet 4 Sections Frank Lloyd Wright Studios Flat Files 
May 
1940 

Sheet 5 Millwork Details Frank Lloyd Wright Studios Flat Files 
May 
1940 

Plot Plan Frank Lloyd Wright Studios Flat Files Jun 1940 
Mill Schedule Frank Lloyd Wright Studios Flat Files Unknown 
Later Drawings       
Pope-Leighey House 
Modification to Brick 
Steps and Walls 

Kane, Carruth and O'Brian. P.C. Flat Files Aug 1971 

Planting Plan Kane, Carruth and O'Brian. P.C. Flat Files 
2 June 
1971 

Site Work and Grading 
Plan 

Kane, Carruth and O'Brian. P.C. Flat Files 
May 
1971 

Sketches of Planting 
Plans 

Kane, Carruth and O'Brian. P.C. Flat Files Unknown 

Landscape Drawings       
Home of Mr. and Mrs. 
Robert Leighey 
Topographic Plans 

R.W. Berry Civil Engineers Flat Files 
26 
August 
1947 

General Design Plan For 
Mr. and Mrs. Robert 
Leighey 

Rose Greely L.A. Flat Files 
23 June 
1947 

General Landscape and 
Grading Plan 

U.S. Department of the Interior Flat Files 
1 July 
1964 

Site Plan Pope-Leighey 
House 

U.S. Department of the Interior Flat Files 
14 July 
1964 

Access Road 
Plan/Section 

U.S. Department of the Interior Flat Files 
14 July 
1964 

Structural Repairs typ. 
Details (sheet 3) 

James Madison Cuts, Structural 
Eng. 

Flat Files 
20 Sept. 
1978 

Structural Repairs 
General Plan (sheet 1) 

James Madison Cuts, Structural 
Eng. 

Flat Files 
20 Sept. 
1978 
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House for Mr. and Mrs. 
Robert Warren, Design 
for Table Lamp 

Taliesin Associates Flat Files Unknown 

Relocation of Loren Pope 
House to Woodlawn 
(sheet 1 plot plan) 

William Wesley Peters Flat Files Unknown 

Relocation (Sheet 2 Mat 
Plan) 

William Wesley Peters Flat Files Unknown 

Relocation (Sheet 3 
General Plan) 

William Wesley Peters Flat Files Unknown 

Relocation (Sheet 4 
Elevations) 

William Wesley Peters Flat Files Unknown 

Relocation (Sheet 5 
Sections) 

William Wesley Peters Flat Files Unknown 

Relocation (Sheet 6 Roof 
Frame) 

William Wesley Peters Flat Files Unknown 

Relocation (Sheet 7 
Millwork) 

William Wesley Peters Flat Files Unknown 

Relocation (Sheet 8 
Cabinet Work) 

William Wesley Peters Flat Files Unknown 

Relocation (Sheet 9-10 
Specs) 

William Wesley Peters Flat Files Unknown 

Sketches for Restoration 
and Relocation 

Unknown Flat Files Unknown 
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Section 2: Existing Conditions Report 
 
Introduction 

This report documents the existing conditions of Frank Lloyd Wright’s Pope-Leighey 
House. Although appearing quite similar to the original structure, much of the building is not 
historic. The masonry, foundation, and concrete floors were replaced in the 1965 and 1995 
moves, so only the cypress, fenestration, and hardware are original to the structure. Additional 
structure was also added to walls and shelves in the last move.  
 
Scope of Work 

This section presents the existing condition of the Pope-Leighey House as of summer 
2008. It includes both exterior and interior conditions, but does not address landscape or 
collections items which are not integral to the house. Repairs and maintenance strategies 
suggested by staff are recorded with their respective issues. 

 
Materials and Construction  

This information is compiled from the Lipman Davis Architects 1981 Historic Structure 
Report and the 1995 construction drawings by Quinn-Evans Architects. For more information 
refer to the 1995 specifications by Quinn-Evans Architects. 
 
Exterior 
 
Foundation (1995) 

 Footings – 1’8” x 1’, bottom of footing set 3’ below grade, reinforced with (2) continuous 
4/8” reinforcing bars.  

 Foundation Wall – 1’2” thick concrete with 2” rigid insulation, inset with single-wythe 
brick veneer and 2” rigid insulation from approximately 4” below grade to rowlock 
course meeting top of slab. 

 Slab on Grade – 5” thick concrete with 3/8” reinforcing bars at 3” on center, topped by a 
2” colored concrete slab. Heating coils (some original, some replacement to match), set 
into slab for radiant heating system. 

 Insulation- 2” rigid 
 Vapor Barrier- 6 millimeter polyethylene 
 Base- 6” gravel on 2’-0” of fill 
 Brick Planters – Brick, set into foundation walls, lined with copper 

 
Brick Walls (1995) 

 Brick- red 2 ¼” x 7 7/8”x 3 5/8” face brick, double wythe, grouted in center. Vertical 
joints raked concave and flush with matching red mortar. Horizontal grout recessed ½” 
with grey mortar. 
 

Wood Walls (1939) 
 Core-3/4” marine grade plywood with building paper on either side. 
 Siding- tidewater red cypress board and batten with 2” joints, attached to core at both 

interior and exterior.  
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 Base - tidewater red cypress at exterior 
 Hardware- all exposed hardware is cadmium plated brass (original or matched) or steel 
 Reinforcement- walls reinforced with 4”x 4” steel angles attached below topping slab.  
 Exterior Finish- Originally waxed, later stained and rewaxed, currently raw  

 
Casement Windows (1939) 

 Frame- perforated tidewater red cypress, 9/16” thickness 
 Bracing- tidewater red cypress fins 
 Hardware- Cadmium plated brass or steel 
 Blocking- tidewater red cypress where exposed, otherwise, southern yellow pine 
 Glass- 1/8” or 1/4” plate glass 

 
Wood Framed Glass Doors (1939) 

 Door Panel- refurbished tidewater red cypress (all doors 1’-10 ½”x 6’-7 ¼”x 1 ¼”) 
 Hardware- brass or steel piano hinges 
 Threshold- copper “Z” threshold anchored in concrete 
 Seal- neoprene gasket 
 Glass- 1/8” or 1/4” clear plate glass 

 
Roof (1939, 1995) 

 Fascia- tidewater red cypress 
 Membrane- 3-ply built-up roofing 
 Sheathing- ¾” marine-grade plywood 
 Blocking-southern yellow pine 
 Structural Members- LVL engineered wood 
 Vapor Barrier- unspecified 
 Flashing- steel 
 Cover- white pea gravel 
 Entry Porch Ceiling- tidewater red cypress 
 Insulation- R-21 batt insulation 
 Drain- original copper rain scuppers on exterior, new cast iron rain leaders on inside of 

cast iron. PVC is used where the leader goes through steel beams to avoid galvanic 
action. 

 
Fascia/Trellises/Trim (1939, 1995) 

 Wood- tidewater red cypress 
 Hardware- small galvanized nails and screws 
 Finish- residual finish left from 1995 restoration 

 
Brick Paved Entry (1995) 

 Brick-red 2 ¼” x 7 7/8”x 3 5/8” face brick, running bond, grouted flush with typical grey 
mortar 

 Base- Concrete 
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Brick Paved Patio (1995) 
 Brick-red 2 ¼” x 7 7/8”x 3 5/8” face brick, running bond, no grout 
 Base- sand 

 
Screened Porch (1939, 1995) 

 Slab – waxed, tinted concrete 
 Framing – 2” x 4” cypress at wall and ceiling 
 Copper screening and screws on porch 
 Copper tubing, painted Cherokee red 

 
Retaining Wall (1995) 

 Exterior Face- red brick with matching mortar (see drawings for coursing patterns and 
mortar details) 

 Insulation- 2” rigid 
 Waterproofing- not specified 
 Footing- typ. concrete w/ #4 rebar 
 Drain- 4” perforated pipe w/gravel 

 
 
Interior 
 
Floor (1995) 

 Waxed, scored tinted concrete in living spaces 
 Brick grouted flush with gray mortar to match entry in vestibule 
 Untreated concrete in mechanical room 
 Slab not scored in bathroom 

 
Brick Walls (1995) 

 See exterior 
 
Wood Walls (1939) 

 Waxed tidewater red cypress board and batten 
 
Ceiling (1939) 

 Waxed tidewater red cypress panels 
 
Bookshelves 

 Shelf- tidewater red cypress 
 Bracing – steel angle and welded plates, galvanized screws 
 Hardware- brass 

 
Fireplace 

 Hearth- red brick 
 Base- rowlock red brick with recess for grate 
 Back Wall- fire brick painted red 
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 Other Walls- red brick 
 Flue/ Chimney- double wythe brick (fire brick inside, red brick outside) 
 Damper- metal, unspecified 
 Flashing- copper 
 Grate- iron 

 
Floor Grilles  

 Frame- Steel concrete-embedded angle w/cross-bars at 4” on center  
 Grille -¼” close-mesh steel grille with kynar finish to match stained concrete 

 
Lighting 

 Blocking/Casing- tidewater red cypress 
 Receptors- stainless steel for Lumiline fixtures, porcelain for others 

 
Stove  

 Finish- white enamel 
 Knobs/Handles- chrome finish 
 Eyes-wide coils (one non-matching replacement) 

 
Sinks  

 Bowl-cast iron with ceramic coat 
 Faucets- Chrome finished steel 
 Drain- Steel Pipe 

 
Bathtub 

 Bowl- cast iron with ceramic coat 
 Faucets- Steel with chrome finish 
 Soap dish- Steel with chrome finish 
 Drain- steel intake and pipe 

 
Toilet 

 Bowl- cast iron with ceramic coat 
 Handle- chrome finish 

 
Notes  

 All exposed metal other than copper flashing and brass/steel hardware is painted (kynar) 
to match its surrounding material. 

 Sprinkler heads are recessed and covered (factory finished Kynar). 
 
 
Furnishings  
 
Frank Lloyd Wright Designed Furniture 

 Living Room 
o Bookshelves 
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o 2 Small End Tables - 9/16” 3-ply plywood and cypress veneer, solid cypress trim. 
o 1 Chair - 9/16” 3-ply plywood and cypress veneer, solid cypress trim, original 

cushions. 
o 1 Ottoman - 9/16” 3-ply plywood and cypress veneer, solid cypress trim, original 

cushions. 
o 2 Large Tables - 9/16” 3-ply plywood and cypress veneer, solid cypress trim. 

 Kitchen 
o 2 Kitchen Cabinets- 9/16” 3-ply plywood and cypress veneer. 

 Dining Room 
o Bookshelves 
o 3 Large Tables - 9/16” 3-ply plywood and cypress veneer, solid cypress trim. 
o 4 Chairs - 9/16” 3-ply plywood and cypress veneer, solid cypress trim, original 

cushions. 
 Sanctum 

o Bookshelves 
o 1 Large Desk - 9/16” 3-ply plywood and cypress veneer, solid cypress trim. 
o 1 Chair - 9/16” 3-ply plywood and cypress veneer, solid cypress trim, original 

cushions. 
 Children’s Bedroom 

o Bookshelves 
o 1 Large Table - 9/16” 3-ply plywood and cypress veneer, solid cypress trim. 
o 1 Bed Frame- 9/16” 3-ply plywood and cypress veneer, solid cypress trim. 

 Master Bedroom 
o Bookshelves 
o Closets- solid cypress with steel reinforcement. 
o 1 Large Desk - 9/16” 3-ply plywood and cypress veneer, solid cypress trim. 
o 2 Bed Frames - 9/16” 3-ply plywood and cypress veneer, solid cypress trim. 

 
Replica Furniture 

 Living Room 
o 8 Chairs - 9/16” 5-ply plywood and cypress veneer, solid cypress trim, cushions. 

 Entry Porch 
o 1 Table - 9/16” 5-ply plywood, solid wood trim. 

 
 
Appliances  

 Alarms System- Honeywell Ademco Vista Series 
 Boiler- Slant/Fin Victory VSPH Series Gas Boiler 
 HVAC 

o Thermostat- Honeywell  
 Radiant Heating 

o Pipes – cast iron and plastic(in-floor) 
o Pump-Lexington model LX-600 

 Sprinkler System- Virginia Sprinkler 
 Smoke Alarm- Watchguard/ADT 
 Water Heater 
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Frank Lloyd Wright Specifications 
 
From the letter “Dwelling for Mr. and Mrs. Loren Pope: East Falls Church, Va: Frank Lloyd 
Wright, Architect” and drawings by Frank Lloyd Wright Studios. Also from specifications 
written by Frank Lloyd Wright for typical Usonian houses and for the Pope-Leighey house. 
  
Concrete 

 Grid system (scoring) 
 Red dye on top layer, red wax 

 
Brick 

 Red, paving or sand-molded approved 
 Matching color for mortar 
 Horizontal joints ½” wide and raked ¾” deep 

 
Wood 

 7/8” sheathing or plywood core 
 boards of fir or sugar pine (also cabinets and doors) 
 Battens of redwood or walnut 
 Framing of  common stock, #2 or #3  2”x4” ‘s 
 Shiplap roof sheathing 

 
Glass 

 Polished plate set in vulcatex mastic (asbestos caulk) 
 
Metal  

 Exposed brass in walls 
 Copper flashing 
 Zinc lining in flower boxes 

 
Construction notes 

 Zero-Board used for wall core 
 Leftover cypress used for closet doors, doors are not intended to close fully 
 Electrical plates of brass 
 All hardware in brass, cadmium finish for exteriors 
 6-page construction set, including standard details 
 1-3/4” wrought iron coils 
 2-3” slab on grade 
 entry hall floor of brick pavers 
 drywall footing 
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Maintenance Issues 
 
Exterior 
Condition- The flat built-up tar roof on the 
house was installed in 1995. Quinn-Evans 
Architects specified the current 3-ply tar roof 
rather than a membrane roof because 
membranes were not walkable at the time. 
The trade-off for the walkability of the built-
up tar roof is the fact that it must be inspected 
and repaired at regular intervals. The roof has 
not been professionally inspected since its 
initial installation. It has several leaks, 
including one over the desk which damaged 
some books.  
 

 

 

Recommendation – Staff must clean out the 
roof drains and use butyl caulk to seal flashing 
cracks on a regular basis. Roof technology 
now offers several walkable roof membrane 
options. These should be researched when the 
roof is scheduled to be replaced in 2015. 

 

 
 
 
 
 
 
 
 
 
 

Figure 1: Ponding water on roof (NTHP). 

Figure 2: Water on roof (NTHP). 
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Drains 
Condition- Drains work effectively, but 
become clogged with organic material 
frequently, leading to standing water and 
interior leaks.  
 
Recommendation- Staff must clear the 
drains after every rain. A professional 
inspection is needed to assure the roof’s 
soundness.  
 
 
 
 
Flashing  
Condition- The flashing on the exterior of 
the roof was installed with steel rather than 
the specified copper. Cracks between the 
eave flashing sections have caused water 
infiltration in several places, including the 
north wall of the Child’s Bedroom. There is 
noticeable ponding on the roof over the 
bedroom area. 
 
Recommendation- Staff must inspect the 
eave and roof flashing frequently and use 
butyl caulk to seal any cracks that develop. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3: Drains clogged with debris (NTHP). 

Figure 4: Steel flashing (NTHP). 
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Exterior Cypress  
Condition- In his Usonian houses, Frank 
Lloyd Wright typically specified that the 
figure and grain of wood be visible to create a 
continuity between interior and exterior. The 
house was initially covered with a paste wax. 
In 1986 “cabots clear penta, with raw sienna 
and burnt umber added for silver color” was 
applied after the replacement of some panels 
(Historic Structure Report, 86). During the 
1995 move, the cypress was treated with a 
gentle wax treatment. This finish has been 
largely worn away and the wood is wearing 
irregularly, raw and spots which are exposed 
to heavy wind and rain.  
 
Recommendation- In 2009, the NTHP was 
developing a plan for a more durable 
protective treatment. 
 
 
Chimney  
Condition- There is no chimney cap, leaving 
allowing rain and debris into the house 
through the shaft. As a result, the chimney 
brick has some efflorescence on the interior. It 
can be cleaned, but returns again.  
 
Recommendation- Add a copper cap. 
 

Figure 5: Uneven wood exposure (NTHP). 

Figure 6: Open chimney (NTHP). 
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Patio  
Condition- Water collects in a low spot near 
the living room wall, and moss is currently 
growing in the damp section. Moss or algae 
also appears more prevalent on the walls near 
this ponding water.  
 
Recommendation- The pavers are not 
mortared in this area, so they could be lifted, 
sloped and re-set to improve drainage. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
Landscape  
Condition- The landscape directly around the 
house is well maintained, though some plants 
have died due to lack of water. The 
surrounding landscape of Woodlawn, 
however, needs attention, and some of the 
paths to the Pope-Leighey house are grown 
over.  
 
Recommendation- The landscape is being 
evaluated as a portion of a larger Woodlawn 
Save America’s Treasures grant. 
 
 
 
 
 
 
 

Figure 7: Chimney detail (Quinn-Evans 
construction documents). 

Figure 8: Water and moss on patio (NTHP). 

Figure 9: Patio in landscape (NTHP). 



Cyclical Maintenance Plan for Frank Lloyd Wright’s Pope-Leighey House      21 

Moisture from Plants  
Condition- The plants in the planters can grow 
up to the cypress siding, trapping moisture 
against the wood and speeding the development 
of  mold and rot. 
 
Recommendation- Keep plants trimmed so that 
they do not contact the wood siding. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Insects  
Condition- Carpenter bees are actively boring 
into the eaves; the staff has not been able to find 
a spray which will deter the bees so they have 
been regularly filling the holes with expandable 
foam and patching the exterior with hand-cut 
mahogany plugs. Evidence of other non-
damaging, though unsightly, insects is present. 
 
Recommendation- Records indicate that Perma-
Treat of Woodbridge, Virginia, treated the 
house until 2007 when their services were 
terminated. There is no record of any other pest 
service since then, so it can be assumed that the 
house has been untreated for at least two years. 
A pest service should be hired as soon as 
possible. An alternative method for killing bee 
larvae (other than expandable foam) should be 
considered. 
 

Figure 10: Damp siding adjacent to plants (NTHP). 

Figure 11: Boring insects at roof level (NTHP). 
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Floors 
Condition- Cracks have shown up in the floor but 
they appear to only be surface cracks and are not 
actively expanding. They are clustered around the 
under-slab heating coils, so it is likely that they 
developed because the contractor set them too 
high, rather than because of ground heave. There 
is currently no wax on the floor, so the finish is 
somewhat dull. 
 
Recommendation- Monitor the cracks for 
expansion and evaluate yearly for filling. Re-wax 
floor. 
 
 
Doors  
Condition- All exterior doors are lightly built, 
with thin, untreated cypress stiles and rails 
enclosing large panes of glass. They are worn and 
in constant need of re-gluing, nailing and 
shimming. The hardware is also in need of 
constant maintenance. The glass doors forming a 
corner at the northeast corner of the dining area 
are the most badly warped, bowed almost ½”, 
causing the latches to require shims to operate.  
 
Recommendation- At some point, however, some 
will need to be removed and pressed or steamed 
straight. The Virginia Tech School of Architecture 
in Alexandria has expressed an interest having 
their students to do minor repair work in their 
shop. For more info call Jonathan Foote at the 
WAAC center in Alexandria, (703-706-3003). 
Notify the Graham Gund Architect before 
undertaking repair work.When wood treatment 
plan is developed, consider removing, treating and 
re-framing original wood members. 
 
 
Windows  
Condition- Similar to the lightly-built doors, the 
windows are warping and splitting.  
 

Recommendation- See Door recommendations. 

Figure 12: Floor cracks (NTHP). 

Figure 13: Wear and warping at corner doors 
(NTHP). 

Figure 14: Warping windows (NTHP). 
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Kitchen Door  
Conditions- The folding kitchen door attachment 
has pulled loose from the wall. 
 
Recommendations- Door is currently wired partly 
shut to prevent pulling on the attachment. The 
door needs to be removed and re-mounted to the 
wall before it can be opened and closed. 
 
 
 
 
 
 
 
 
 
Thresholds 
Condition- The current door thresholds are of felt  
and copper. Many have become dislodged from  
their channel. 
 
Recommendation- Although this threshold type is 
historically accurate, they are not visible unless 
they become detached and could be replaced by a 
more modern assembly. Quinn-Evans provided a 
more durable threshold assembly detail for the 
1995 restoration. 

 
 
Front Door Lock  
Condition- The hardware of the front door is 
deteriorating due to its frequent use. This damage, 
taken with wear at the upper latch pocket makes it 
possible to pull open the front doors when they 
are locked.  
 
Recommendation- Improved security method 
must be developed. 
 
 
 
 
 
 
 

Figure 15: Kitchen door attachment to wall 
(NTHP).

Figure 16: Deteriorating threshold (NTHP). 

Figure 17: Front door latch (NTHP). 
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Light Fixtures  
Condition- The light fixtures are constantly in 
need of adjustment, and the light boxes must 
be removed to check the insulation. The 
cypress ceiling panels are tongue-and-groove 
and are difficult to remove. There are 4 
tubular incandescent bulbs in the kitchen and 
other utility spaces. The 6 incandescent bulbs 
in the cove lighting in the living room 
currently get warm enough to char the 
adjacent wood. 
 
Recommendation- The tubular incandescent 
bulbs and caps can be purchased from several 
specialty light bulb companies. It might be 
prudent, however, to stockpile extra bulbs in 
case they cease to become available. Where 
bulbs are not visible, replace incandescents with 
CFL’s which will be more efficient and cooler. 
 
 
 
 
 
 
 
 
 
 
 
Bathroom Fixtures  
Condition- The fixtures in the bathroom are in 
general need of upkeep. The bathtub is 
discolored due to constant dripping. The bathtub 
appears to only have surface stains, and the 
stainless steel hardware is minimally corroded. 
There is a significant loss of enamel in the sink, 
with rust stains and raw ceramic in some 
locations.  
 
Recommendation- Enamel fixtures should never 
be re-finished. Rather, precautions should be 
taken to avoid further rust or loss. Fix all drips or 
leaks immediately, and follow the gentle 
cleaning methods outlined in Section 4 of this 
manual.  

Figure 17: The plank ceiling with removable light 
box (NTHP).

Figure 18: Tubular incandescent bulb (NTHP). 

Figure 19: Rusting sink (NTHP). 
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Appliances  
Conditions- One of the stove burners has been 
replaced with a modern coil, which stands out 
from the 40’s era stove. The refrigerator does not 
work, although its repair has been evaluated. 
 
Recommendations- It is advisable to leave all 
appliances in the house non-operable. Find a 
historic, matching coil to replace the newer one. 
 
 
 
 
 
 
 
 
 
Furniture  
Condition- There are a handful of replica pieces, but most of the 
furniture in the house is original and in good repair. There is, however 
some concern about the fading of the furniture due to exposure to 
sunlight (particularly the three tables in the dining area).  
 
Recommendation- Undertake a study analyzing the impact of UV 
film. 
 
 
 
 
 
 
 

Drawings 
Condition- The original Wright drawings for 
Pope-Leighey house, especially the details, are 
still used to make decisions about repair.  
 
Recommendation- Since the copies are of 
unreadable quality, legible copies of the 
drawings should be made for regular use. If the 
copies can be used, originals would not be 
damaged by handling. 
 
 

 

Figure 20: Stove with mismatched coil (NTHP). 

Figure 21: Furniture 
exposed to sunlight

Figure 22: Original blueprints (NTHP). 
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Section 3: Annual Building Inspection 
  

The annual building inspection is a thorough inspection of the Pope-Leighey 
House and its immediate grounds. A completed report should provide a complete 
understanding of the house’s current condition. This thorough inspection should be 
conducted each year to assist with the capital project and maintenance decisions for the 
upcoming year. The inspection should be completed by the buildings and grounds 
superintendent and given to the executive director for critique and distribution. 
 
Items needed for building inspection: 

 Last year’s inspection report 
 Plans, elevations 
 Pens and pencils 
 Flashlight 
 Digital camera 
 Small mirror 
 Ladder 
 Small knife or flat-head screwdriver 

 
Instructions 

Complete the checklist, indicating condition and any relevant comments. Indicate 
particular problem areas on floor plans and elevations. This annual survey also involves 
taking photos at indicated locations in order to track deterioration and general conditions 
over time. Take digital photos at the locations indicated on the plan, matching them to the 
numbered shots on the survey. These photos should be downloaded in .jpeg format, each 
renamed thusly; “#(Year)”. Each year, these photos should be burned onto a CD. Once 
the checklists, drawings, and images have been completed, submit them to the director, 
who will distribute them appropriately. These forms and processes (particularly the image 
survey) should be frequently revised to better suit the Pope-Leighey House’s unique 
conditions. 

 
Suggested Subjects for Inclusion in the Annual Maintenance Report: 
 

 Were all instructions for maintenance carried out? 
 Were all “essential projects” for this year carried out as planned? 
 What additional maintenance was required this year? 
 What changes/problems have arisen? 
 How effective was the “cyclical maintenance plan”. What needs to be changed? 
 Has there been any change of staff? 
 Have any emergencies occurred? 
 Is there any reason maintenance inspections or checklist should be used more or 

less often? 
 

 



Item Location/Comments
Stable Fair Poor

Trees: Check trees for broken or weak branches, note any
trees which appear to be dying.

Path: Check paths for debris and proper ground cover.

Planters: Check for plants in contact with house.

Hazardous Conditions: Note any conditions, such as bee
nests or poison ivy, which might be hazardous to guests.

General: Evaluate overall condition of landscape.

Item Location/Comments
Stable Fair Poor

Grout: Document cracked or missing grout at edges.
Evaluate for re-pointing.

Brick: Inspect for new cracks, stains, and wear. Look for
loose sand or tilting. Look for missing corners, edges, and
spalling. Document new findings.

Salt Damage: Have bricks been damaged by salt use?
Flaking or other surface damage may indicate salt use.

Item Location/Comments
Stable Fair Poor

Grout: Document cracked or missing grout. Evaluate for re-
pointing.

Brick: Inspect for new cracks, stains, and wear. Look for
loose sand or tilting. Look for missing corners, edges, and
spalling. Document new findings.

Salt Damage: Have bricks been damaged by salt use?
Flaking or other surface damage may indicate salt use.

Planter: Check mortar, conditon

Item Location/Comments
Stable Fair Poor

Runoff: Check that ground water is properly diverted away
from the building.

Foundation: Note any areas which are visible. Check
foundation for cracks, shifting or other signs of instability.

Exposed Brick: Examine for cracks. Look for biological
growth.

Building Inspection Report - Foundation
Condition

Building Inspection Report - Patio
Condition

Condition
Building Inspection Report - Grounds

Building Inspection Report - Entry Porch
Condition
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Item Location/Comments
Stable Fair Poor

Grout: Document cracked or missing mortar (flush red
verticals, recessed grey horizontals). Evaluate for re-
pointing.

Brick: Inspect for new cracks, stains, and wear. Look
for missing corners, edges, and spalling.

Brick:  Are walls in plumb? 

Brick: Indicate areas of water infiltration.

Brick:  Note heavily soiled areas. Note lawnmower 
damage.

Item Location/Comments
Stable Fair Poor

Weathering: Is the wood weathering equally? Check for 
areas where the wood is worn heavily (raised grain), 
note on elevations.

Deterioration: Are certain areas rotted or damaged 
(note on elevations), have repaired areas maintained 
their integrity?

Finish: On elevations, note wax buildup or yellowing, 
deterioration, discoloration.

Nails and screws: Are all nails and screws in place and 
sunk? Are all screw slots oriented horizontally?

Alignment: Is board-and-batten siding still joined 
tightly?

Attachment: inspect all joints between different 
materials, roof, and door frame. Note all gaps or cracks.

Building Inspection Report - Brick Exterior Walls
Condition

Building Inspection Report - Exterior Siding
Condition
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Item Location/Comments
Stable Fair Poor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Concrete: Document new cracks or expanding old
ones, general conditions

Framing: Document condition of wood framing, note
water damage

Screens: Note rips, places where screening has
become detached.

Ceiling

Framing: Document condition of wood framing, note
water damage

Screens: Note, rips, places where screening has
become detached.

Floor

Walls

Building Inspection Report - Screened Porch
Condition
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Door Comments

General: Check 
alignment in frame. 
Examine for proper fit 
and operation. Look 
for condensation on 
door. Look for signs of 
dampness and 
leakage.

Screen: Check for 
corrosion, sag or 
damage.

Flashing:  
Inspect for rust, 
cracks, pits, 
loose or missing 
flashing.

Frame: Document 
wear from moving 
parts and human 
contact. Assure frame 
is square or aligned 
with door. Check for 
condensation on 
interior.

Glass:  Inspect 
glass for bowing, 
warping, cracks, 
and chips.

Hardware:  Inspect 
for signs of holes, 
pitting, cracking and 
rust.  Look for areas 
of bare or rusting 
metal,  for open 
joints.  Inspect paint 
condition.

Weather-stripping:  
Document cracked 
or missing weather-
stripping.  Assess 
general condition.

Threshold: Note 
condition, look 
for rust, wear, 
rotted felt, 
detachment from 
door or other 
deterioration.

Comments

D1 N/A

D2 (A) N/A

D2 (B) N/A

D3 (A) N/A

D3(B) N/A

D4(A) N/A

D4(B) N/A

D5(A) N/A

D5(B) N/A

D6(A) N/A

D6(B) N/A

D7(A) N/A

Building Inspection Report - Exterior Doors

NORTH ELEVATION

WEST ELEVATION

SOUTH ELEVATION

Aspect for Examination
Ratings: S= Stable  F= Fair   
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Door Comments

General: Check 
alignment in frame. 
Examine for proper fit 
and operation. Look 
for condensation on 
door. Look for signs of 
dampness and 
leakage.

Screen: Check for 
corrosion, sag or 
damage.

Flashing:  
Inspect for rust, 
cracks, pits, 
loose or missing 
flashing.

Frame: Document 
wear from moving 
parts and human 
contact. Assure frame 
is square or aligned 
with door. Check for 
condensation on 
interior.

Glass:  Inspect 
glass for bowing, 
warping, cracks, 
and chips.

Hardware:  Inspect 
for signs of holes, 
pitting, cracking and 
rust.  Look for areas 
of bare or rusting 
metal,  for open 
joints.  Inspect paint 
condition.

Weather-stripping:  
Document cracked 
or missing weather-
stripping.  Assess 
general condition.

Threshold: Note 
condition, look 
for rust, wear, 
rotted felt, 
detachment from 
door or other 
deterioration.

Comments

Building Inspection Report - Exterior Doors
Aspect for Examination

Ratings: S= Stable  F= Fair   

D7(B) N/A

D8(A) N/A

D8(B) N/A

D9 N/A

EAST ELEVATION
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Window Comments

General:  Check window alignment in 
frame.  Examine windows for proper fit 
and operation.  Check that all glass 
and screen is intact.  Look for 
condensation on windows.  Look for 
signs of dampness and leakage.

Frame: Check for cracks 
and splitting. Ensure that 
frame is not bowed or in 
need of shims.  Check for 
condensation on interior.

Glass:  Inspect 
glass for bowing, 
warping, cracks, 
and chips.

Hardware:  Inspect all hardware 
for signs of holes, pitting, 
cracking, rust, and oxide jacking.  
Look for areas of bare or rusting 
metal.  Look for open joints.  
Inspect paint condition.

Weather-
stripping:  
Document cracked 
or missing weather-
stripping.  Assess 
general condition.

Stains: Note 
stains on 
window frame 
or adjacent 
wood.

Comments

W1 N/A

W2

W3 (A)

W3 (B)

W4 (A)

W4 (B)

W5 N/A

W6 N/A

W7

W8 (A)

W8(B)

W9

W10

WEST ELEVATION

SOUTH ELEVATION

Building Inspection Report - Windows

S= Stable    F= Fair     P= Poor
Aspect for Examination

NORTH ELEVATION
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Window Comments

General:  Check window alignment in 
frame.  Examine windows for proper fit 
and operation.  Check that all glass 
and screen is intact.  Look for 
condensation on windows.  Look for 
signs of dampness and leakage.

Frame: Check for cracks 
and splitting. Ensure that 
frame is not bowed or in 
need of shims.  Check for 
condensation on interior.

Glass:  Inspect 
glass for bowing, 
warping, cracks, 
and chips.

Hardware:  Inspect all hardware 
for signs of holes, pitting, 
cracking, rust, and oxide jacking.  
Look for areas of bare or rusting 
metal.  Look for open joints.  
Inspect paint condition.

Weather-
stripping:  
Document cracked 
or missing weather-
stripping.  Assess 
general condition.

Stains: Note 
stains on 
window frame 
or adjacent 
wood.

Comments

Building Inspection Report - Windows

S= Stable    F= Fair     P= Poor
Aspect for Examination

W11 N/A

W12 N/A

W13 N/A

W14 N/A

W15

W16 

W17 (A)

W17(B)

W18

W19

W20(A)

W20(B)

W21

EAST ELEVATION
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Window Comments
O

p
er

ab
le

 
Y

/N
General:  Check sash alignment in 
frame.  Examine windows for proper 
fit and operation.  Look for 
condensation on windows.  Look for 
signs of dampness and leakage.

Frame: Check for cracks 
and splitting. Ensure that 
frame is not bowed or in 
need of shims.  Check for 
condensation on interior.

Glass:  Inspect 
glass for 
bowing, warping, 
cracks, and 
chips.

Hardware:  Inspect all 
hardware for signs of 
holes, pitting, cracking, 
rust, or rot.  Look for 
open joints.

Stains: Note 
stains on window 
frame or adjacent 
wood.

Comments

T1 N N/A

T2 N N/A

T3 Y

T4 Y

T5 Y

T6 Y

T7 N N/A

T8 N N/A

T9 N N/A

T10 Y

T11 Y

T12 Y

T13 Y

Building Inspection Report - Transoms

S= Stable    F= Fair     P= Poor
Aspect for Examination

WEST ELEVATION

NORTH ELEVATION
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Window Comments
O
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Y
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General:  Check sash alignment in 
frame.  Examine windows for proper 
fit and operation.  Look for 
condensation on windows.  Look for 
signs of dampness and leakage.

Frame: Check for cracks 
and splitting. Ensure that 
frame is not bowed or in 
need of shims.  Check for 
condensation on interior.

Glass:  Inspect 
glass for 
bowing, warping, 
cracks, and 
chips.

Hardware:  Inspect all 
hardware for signs of 
holes, pitting, cracking, 
rust, or rot.  Look for 
open joints.

Stains: Note 
stains on window 
frame or adjacent 
wood.

Comments

Building Inspection Report - Transoms

S= Stable    F= Fair     P= Poor
Aspect for Examination

T14 Y

T15 Y

T16 N N/A

T17 N N/A

T18 N N/A

T19 N N/A

T20 N N/A

T21 Y

T22 Y

T23 Y

T24 N N/A

T25 N N/A

T26 Y

SOUTH ELEVATION

EAST ELEVATION
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Window Comments
O

p
er
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le

 
Y

/N
General:  Check sash alignment in 
frame.  Examine windows for proper 
fit and operation.  Look for 
condensation on windows.  Look for 
signs of dampness and leakage.

Frame: Check for cracks 
and splitting. Ensure that 
frame is not bowed or in 
need of shims.  Check for 
condensation on interior.

Glass:  Inspect 
glass for 
bowing, warping, 
cracks, and 
chips.

Hardware:  Inspect all 
hardware for signs of 
holes, pitting, cracking, 
rust, or rot.  Look for 
open joints.

Stains: Note 
stains on window 
frame or adjacent 
wood.

Comments

Building Inspection Report - Transoms

S= Stable    F= Fair     P= Poor
Aspect for Examination

T27 N N/A

T28a N N/A

T28b N N/A

T28c N N/A

T28d N N/A

T28e N N/A

T28f N N/A

T28g N N/A

T28h N N/A

T28j N N/A
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Item Location/Comments
Stable Fair Poor

Caulking: Inspect parapet, flashing, soffits, vents, chimney, 
& other roof penetrations.

Flashing/edge drains: Inspect for rust, cracks, pits, loose or 
missing flashing.

Drains: Are the drains above the level of the built-up roof?

Drains: Clear of debris and determine if functional.

Drains: Inspect drains for holes, pitting, cracking, rust, or 
oxide jacking. Look for areas of bare or rusting metal. Look 
for open joints and leaks. Inspect paint condition.

Mechanical: Examine mechanical vent, check for blockage, 
ensure that roof penetrations are watertight.

Metal: Inspect fasteners, steel angles, and fascia for signs of 
holes, pitting, cracking, rust, and oxide jacking.  Look for 
areas of bare or rusting metal.  Look for open joints.

Roofing: Look at expansion joints for signs of separation or 
water penetration. Look for open joints.

Roofing: Look for vegetation growing on or through roof.

Roof Membrane: Look for bubbles, blistering, separation, or 
cracking in the asphalt or roofing felt. Roof should not feel 
spongy underfoot. Roofing felt should not be visible.

Structure: Inspect roof for sagging.

Structure: Inspect roof for signs of ponding/ standing water 
(water or water marks).  If so, there may be structural 
deflection.

Fascia: Check fascia for rot or insect damage.

Overall: Based on its age and condition, evaluate the overall 
roof life expectancy.

Condition

Building Inspection Report - Roof
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Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Bricks:  Inspect for new cracks, stains, and wear.  Look for 
uplift at joints.  Look for missing corners, edges, and spalling.  
Document new findings.

Rugs:  Examine carpeting for tears, lumps, wrinkles and wear.

Walls

Grout: Document cracked or missing mortar (flush red
verticals, recessed grey horizontals). Evaluate for re-pointing.

Brick: Inspect for new cracks, stains, and wear. Look for
missing corners, edges, and spalling.

Wood: Inspect for cracks, warping, mold or signs of moisture. 
Is sandwich wall still bound together and in alignment?

Finish (wax) is the wax coat in place? Note buildup and 
yellowing. Indicate note areas needing wax in drawings.

Nails and Screws: are all nails and screws in place and 
sunk?

Switchplates: Condition of faceplates for lightswitches and 
receptacles.

Ceiling

Wood condition:  Check for cracking, splitting, rot or insects. 
Check for water damage indicating roof leaks.

Insulation: remove a light box to check the condition of the 
insulation.

Structure:  Inspect ceiling for sagging and separation.  Check 
site lines.

Lighting:  Ensure light fixtures are secure and operate 
correctly.

Nails and Screws: check for loose or missing nails or screws.

Condition

Building Inspection Report - Foyer
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Item Location/Comments
Stable Fair Poor

Condition

Building Inspection Report - Foyer

Interior Fenestration

D10: Condition of door, alignment with frame, hardware 
condition and operability.

D12: Condition of folding door, alignment with frame, 
hardware condition and operability.

D13: Condition of folding door, alignment with frame, 
hardware condition and operability.

D14: Condition of folding door, alignment with frame, 
hardware condition and operability.

D15: Condition of door, alignment with frame, hardware 
condition and operability.

Stairs

Structure:  Inspect for signs of movement including new 
cracks or expanding old cracks.  Inspect joint between stair 
and slab.

Wear: Inspect nosing and tread for wear or discoloration.

Bricks: Check for chipped corners or loose bricks.

Mortar: Check for cracks or wear, estimate time before next 
re-pointing.

Finishes

Closets: Check joints and wood condition, inspect hardware.
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Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Concrete: Document new cracks or expanding old ones.
Report fading and wax condition- note on plan.

Rugs:  Examine carpeting for tears, lumps, wrinkles and 
wear.

Walls

Grout: Document cracked or missing mortar (flush red
verticals, recessed grey horizontals). Evaluate for re-pointing.

Brick: Inspect for new cracks, stains, and wear. Look for
missing corners, edges, and spalling.

Wood: Inspect for cracks, warping, mold or signs of moisture. 
Is sandwich wall still bound together and in alignment?

Finish: Is the wax coat in place? Note buildup and yellowing. 
Indicate note areas needing wax in drawings.

Nails and Screws: Are all nails and screws in place and 
sunk?

Switchplates: Condition of faceplates for lightswitches and 
receptacles.

Ceiling

Wood condition:  Check for cracking, splitting, rot or insects. 
Check for water damage indicating roof leaks.

Insulation: remove a light box to check the condition of the 
insulation.

Structure:  Inspect ceiling for sagging and separation.  
Check site lines.

Lighting:  Ensure light fixtures are secure and operate 
correctly.

Nails and Screws: check for loose or missing nails or 
screws.

Finishes

Desk: Condition of writing surface, smooth operation of 
drawers.

Bookshelf: Check joints, stability, and wood condition, 
inspect hardware.

Desk Light: Condition of wood, pivoting elements.

Condition

Building Inspection Report - Sanctum
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Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Concrete: Document new cracks or expanding old ones,
general conditions

Walls

Grout: Document cracked or missing mortar (flush red
verticals, recessed grey horizontals). Evaluate for re-pointing.

Brick: Inspect for new cracks, stains, and wear. Look for
missing corners, edges, and spalling.

Switchplates: Condition of faceplates for lightswitches and 
receptacles.

Ceiling

Wood condition:  Check for cracking, splitting, rot or 
insects. Check for water damage indicating roof leaks.

Structure:  Inspect ceiling for sagging and separation.  
Check site lines.

Lighting:  Ensure light fixtures are secure and operate 
correctly.

Fenestration

D11: Condition of door, smooth operation, alignment with 
cabinet frame. Hardware condition and operability.

Finishes

Sink: Check for loss of enamel, rust, scratches and stains in 
both basins. Ensure that all hot and cold water works.

Oven: Check for operability, note stains, rust, etc.

Refrigerator: Inspect seals and hinges. Note any stains, rust, 
etc.

Cabinetry: Condition of cabinet around sink, doors, 
hardware, shelves within

Cabinetry: Condition of countertop and drawers adjacent to 
stove, doors, hardware, shelves within

Cabinetry: Condition of wood drainboard at sink

Cabinetry: Condition of countertop and cabinet below 
window, doors, hardware, shelves within.

Cabinetry: Condition of cabinet and open shelves over sink. 
Check attachment to wall, condition of doors, hardware, 
shelves within. 

Cabinetry: Condition of cabinet over stove. Check 
attachment to wall, condition of doors, hardware, shelves 
within. 

Building Inspection Report - Kitchen
Condition
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Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Concrete: Document new cracks or expanding old ones,
general conditions

Walls

Grout: Document cracked or missing mortar (flush red
verticals, recessed grey horizontals). Evaluate for re-pointing.

Brick: Inspect for new cracks, stains, and wear. Look for
missing corners, edges, and spalling.

Ceiling

Wood condition:  Check for cracking, splitting, rot or 
insects. Check for water damage indicating roof leaks.

Structure:  Inspect ceiling for sagging and separation.  
Check site lines.

Lighting:  Ensure light fixtures are secure and operate 
correctly.

Finishes

Equipment: Check for operability, note new problems

Building Inspection Report - Mechanical Room
Condition
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Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Concrete: Document new cracks or expanding old ones,
general conditions

Walls

Grout: Document cracked or missing mortar (flush red
verticals, recessed grey horizontals). Evaluate for re-pointing.

Brick: Inspect for new cracks, stains, and wear. Look for
missing corners, edges, and spalling.

Wood: Inspect for cracks, warping, mold or signs of moisture. 
Is sandwich wall still bound together and in alignment?

Finish: Is the wax coat in place? Note buildup and yellowing. 
Note areas needing wax in drawings.

Nails and Screws: are all nails and screws in place and 
sunk?

Switchplates: Condition of faceplates for lightswitches and 
receptacles.

Ceiling

Wood condition:  Check for cracking, splitting, rot or insects. 
Check for water damage indicating roof leaks.

Structure:  Inspect ceiling for sagging and separation.  
Check site lines.

Insulation: remove a light box to check the condition of the 
insulation.

Wall-Mounted Fixtures: Check condition of wood overhang. 
Ensure light fixtures are secure and operate correctly.

Recessed Lighting:  Check condition of inset wood light 
boxes, chain-pulls. Ensure inset light fixtures are secure and 
operate correctly.

Cove Lighting:  Check condition of wood cove. Ensure inset 
light fixtures are secure and operate correctly.

Fireplace

Damper:  Check damper operation.

Firebox: Inspect bricks for cracks, stains, and wear. Look
for uplift at joints. Look for missing corners, edges, and
spalling. 

Hearth Bricks: Inspect for cracks, stains, and wear. Look
for uplift at joints. Look for missing corners, edges, and
spalling. 

Building Inspection Report - Living/Dining Room
Condition
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Item Location/Comments
Stable Fair Poor

Building Inspection Report - Living/Dining Room
Condition

Grate: Inspect grate for rust and cracks, note condition of
paint.

Vents: Check for damage, paint fading.

Finishes

Bookshelves: Check joints, stability, and wood condition, 
inspect hardware.

Dining Room Shelves: Check joints, stability, and wood 
condition, inspect hardware.

Cyclical Maintenance Plan for Frank Lloyd Wright’s Pope-Leighey House 50



Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Concrete: Document new cracks or expanding old ones.
Report fading and wax condition- note on plan.

Rugs:  Examine carpeting for tears, lumps, wrinkles and 
wear.

Walls

Wood: Inspect for cracks, warping, mold or signs of moisture. 
Is sandwich wall still bound together and in alignment?

Finish (wax) is the wax coat in place? Note buildup and 
yellowing. Note areas needing wax in drawings.

Nails and Screws: are all nails and screws in place and 
sunk?

Switchplates: Condition of faceplates for lightswitches and 
receptacles.

Ceiling

Wood condition:  Check for cracking, splitting, rot or insects. 
Check for water damage indicating roof leaks.

Insulation: remove a light box to check the condition of the 
insulation.

Structure:  Inspect ceiling for sagging and separation.  
Check site lines.

Lighting:  Ensure light fixtures are secure and operate 
correctly.

Nails and Screws: check for loose or missing nails or 
screws.

Doors

D16: Condition of door, alignment with frame, hardware 
condition and operability.

D17: Condition of door, alignment with frame, hardware 
condition and operability.

D20: Condition of door, alignment with frame, hardware 
condition and operability.

Building Inspection Report - Gallery
Condition
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Item Location/Comments
Stable Fair Poor

Building Inspection Report - Gallery
Condition

Transoms

T1: Condition of sash, alignment with frame, hardware 
condition and operability.

T2: Condition of sash, alignment with frame, hardware 
condition and operability.

T3: Condition of sash, alignment with frame, hardware 
condition and operability.

T4: Condition of sash, alignment with frame, hardware 
condition and operability.

Finishes

Linen Closet: Condition of floor, walls, shelving, smooth 
operation of cabinetry, hardware, pulls.
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Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Floor: Document new cracks or expanding old ones, general
conditions

Walls

Grout: Document cracked or missing mortar (flush red
verticals, recessed grey horizontals). Evaluate for re-pointing.

Brick: Inspect for new cracks, stains, and wear. Look for
missing corners, edges, and spalling.

Wood: Inspect for cracks, warping, mold or signs of moisture. 
Is sandwich wall still bound together and in alignment?

Finish: Is the wax coat in place? Note buildup and yellowing. 
Note areas needing wax in drawings.

Nails and Screws: Are all nails and screws in place and 
sunk?

Switchplates: Condition of faceplates for lightswitches and 
receptacles.

Ceiling

Wood condition:  Check for cracking, splitting, rot or insects. 
Check for water damage indicating roof leaks.

Structure:  Inspect ceiling for sagging and separation.  
Check site lines.

Lighting:  Ensure wall-mounted light fixtures are secure and 
operate correctly.

Nails and Screws: check for loose or missing nails or 
screws.

Finishes

Sink: Check for loss of enamel, rust, scratches and stains. 
Ensure that all hot and cold water works.

Bathtub: Check for loss of enamel, rust, scratches and 
stains. Ensure that all hot and cold water works.

Toilet: Check for loss of enamel, rust, scratches and stains. 
Ensure that toilet flushes.

Mirror: Condition of wall-mounted mirror over sink.

Building Inspection Report - Bath
Condition
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Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Concrete: Document new cracks or expanding old ones.
Report fading and wax condition- note on plan.

Rugs:  Examine carpeting for tears, lumps, wrinkles and 
wear.

Walls

Wood: Inspect for cracks, warping, mold or signs of moisture. 
Is sandwich wall still bound together and in alignment?

Finish (wax) is the wax coat in place? Note buildup and 
yellowing. Note areas needing wax in drawings.

Nails and Screws: are all nails and screws in place and 
sunk?

Switchplates: Condition of faceplates for lightswitches and 
receptacles.

Ceiling

Wood condition:  Check for cracking, splitting, rot or insects. 
Check for water damage indicating roof leaks.

Insulation: remove a light box to check the condition of the 
insulation.

Structure:  Inspect ceiling for sagging and separation.  
Check site lines.

Lighting:  Ensure light fixtures are secure and operate 
correctly.

Nails and Screws: check for loose or missing nails or 
screws.

Fenestration

D18: Condition of folding door, alignment with frame, 
hardware condition and operability.

D19: Condition of folding door, alignment with frame, 
hardware condition and operability.

Finishes

Desk: Condition of desktop, smooth operation of drawers, 
hardware, pulls, condition of mirror.

Closet: Condition of floor, walls, shelving, rods, smooth 
operation of cabinetry, hardware, pulls.

Wall-Mounted Shelving: Check joints, stability, and wood 
condition, inspect hardware.

Building Inspection Report - Master Bedroom
Condition
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Item Location/Comments
Stable Fair Poor

Floor

Structure:  Look for separation between floor and walls. 
Inspect joint where floor meets walls.

Concrete: Document new cracks or expanding old ones.
Report fading and wax condition- note on plan.

Rugs:  Examine carpeting for tears, lumps, wrinkles and 
wear.

Walls

Wood: Inspect for cracks, warping, mold or signs of moisture. 
Is sandwich wall still bound together and in alignment?

Finish (wax) is the wax coat in place? Note buildup and 
yellowing. Note areas needing wax in drawings.

Nails and Screws: are all nails and screws in place and 
sunk?

Switchplates: Condition of faceplates for lightswitches and 
receptacles.

Ceiling

Wood condition:  Check for cracking, splitting, rot or 
insects. Check for water damage indicating roof leaks.

Insulation: remove a light box to check the condition of the 
insulation.

Structure:  Inspect ceiling for sagging and separation.  
Check site lines.

Lighting:  Ensure light fixtures are secure and operate 
correctly.

Nails and Screws: check for loose or missing nails or 
screws.

Fenestration

D21: Condition of folding door and hardware

Finishes

Closet: Condition of floor, walls, shelving, rod, smooth 
operation of cabinetry, hardware, pulls.

Wall-Mounted Shelving: Check joints, stability, and wood 
condition, inspect hardware.

Building Inspection Report - Children's Bedroom
Condition
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Building Inspection Report Image Survey
 
Each year, please re-photograph these images with a digital camera in the daylight, rep-
licating the shots as closely as possible. Photos should be taken at 96 pixels/inch. See the 
numbers indicated on the fl oor plans for assistance in identifying locations. Once the digi-
tal images have been taken, save them in .jpeg format, renaming each fi le for their image 
number indicated here, along with the year they were taken. Create a folder on the server 
called “Annual Photo Survey,” create a sub-folder for each year and place the photo fi les 
in their relevant folder. For example, image 5, taken in 2009 should be titled “5(2009),” 
saved in the 2009 folder, within the “Annual Photo Survey” folder. This process will 
allow the tracking of current and future maintenance issue, and the documentation of 
general conditions over time.

Image #1 Image #2

Image #3 Image #4
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Image #5 Image #6

Image #7 Image #8

Image #9 Image #10
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Image #11 Image #12

Image #13 Image #14

Image #15 Image #16



Cyclical Maintenance Plan for Frank Lloyd Wright’s Pope-Leighey House          59

Image #17 Image #18

Image #19 Image #20

Image #21 Image #22
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Image #23 Image #24

Image #25 Image #26

Image #27 Image #28
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Image #29 Image #30

Image #31 Image #32

Image #33 Image #34
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Image #35 Image #36

Image #37 Image #38

Image #39 Image #40
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Image #41 Image #42

Image #43 Image #44

Image #45 Image #46
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Image #47 Image #48

Image #49 Image #50

Image #51 Image #52
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Image #53 Image #54

Image #55 Image #56

Image #57 Image #58
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Section 4: Cyclical Maintenance Reports 
 
Documentation Methods 
 

The maintenance of the Pope-Leighey House must be continuously documented 
for planning, budgetary and accountability reasons. In addition to the annual checklist 
presented in Section 3,  this section includes daily, weekly, monthly and seasonal 
checklists that should be manually completed and filed for reference. 
 Annually, the maintenance director will create a maintenance report based on the 
data from the annual inspection and the regular, cyclical checklists. The essential projects 
list, held by the Graham Gund Architect, will be updated at this time. All digital data will 
be saved into the main folder and dated with the site name and date.  
 The cyclical checklists in this section should be changed to make them as useful 
and relevant as possible. Changes to these checklists should be done in the master folder, 
rather than the folder for the current year. Former report folders may be saved, but they 
must be dated and labeled “OLD” so that they will not be confused with the current 
manual. 
 Site directors are also encouraged to set up a calendar in Microsoft Outlook, or a 
similar program to remind directors and staff to undertake checklists. 
 
 
  



ESSENTIAL PROJECTS: Pope-Leighey House
COSTBUILDING / FEATURE

CRITICAL
PRIORITYPROJECT TYPE

Level A

$45,000

Exterior Siding Weathering and Stain Repair
HouseRepair/Replace rotted wood. Identify preservative that will protect 

without altering appearance.
Maintenance/Improvement

Total for A (1 project) $45,000

Level B

$75,000

Landscape Plan
LandscapePlanning/Research

$40,000

Roof Replacement
HouseMarch, 2009. Roof in good condition, but will require replacement 

within ten years.
Maintenance/Improvement

Total for B (2 projects) $115,000

Level C

$15,000

Evaluate cracking/radiant heat
HouseConcrete floor cracking Maintenance/Improvement

Total for C (1 project) $15,000

$175,000Grand Total

12/1/2009 Page 1 of 1

* Level A: Projects to  be completed within the next year;  Level B: Projects to be completed within 3 years;  Level C: Projects to be completed within 10 years.
* Critical Priority: Regularly accessible to public, tenants or staff, AND  code violation, life safety threat, critical structural concern, or high risk of continued deterioration.

Essential Projects: Pope-Leighey House
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Date:

Task Instructions Initials
Opening

Clear entryway, porches and walkways
Clear entry of debris. If ice or snow is present, hand-clean or use 
approved ice melt (see section 5).

Doors locked upon entry
If door is unlocked, check for stolen articles, call police if there has been 
burglary.

Turn on lights Replace light bulbs if needed (see replacement schedule, section 6).

Check alarms Deactivate, then report any malfunction in the alarm system (see manual).

Check smoke detectors Report any smoke alarm not flashing.

Clean smudged glass surfaces
With a damp cloth, clean glazing in front door and any other locations 
frequently touched by visitors. For subborn smudges, use a small 
amount of ethanol, protect adjacent wood.

Clean knobs
With a damp cloth, clean knobs and other metals frequently touched by 
visitors

Vacuum high traffic areas Vacuum high-traffic areas as necessary.

Empty trash cans Dispose of trash and recycling as necessary.

Closing

Return objects to location
Return all freestanding objects to their spot. Report any missing/ or 
damaged items.

Check faucets
Ensure that no dripping faucets, etc. are left on in kitchen, bathroom or 
garden.

Set thermostat
Check thermostat to ensure it is at the appropriate temperature. Make 
sure heating and cooling are not on at the same time.

Turn off lights Turn off all lights not needed for security.

Set alarm Set alarms for night (see manual, section 5).

Secure doors and windows Close and lock all windows.

DAILY CHECKLIST
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Date: 

Task Instructions Initials

Sweep exterior Sweep entry, patio, screened porch and other hard surfaces around house.

Clean screened porch roof Brush away leaves or other matter collecting on the screened roof of the porch.

Dust furniture, shelves and windowsills
Clean wood furniture, shelves, sills with a damp cloth. Use a dry cloth or hand 
vacuum on all furniture. Clean stains on replica furniture with approved cleaner. 
Consult maintenance director about new stains on original furniture.

Sweep interior Avoid contact with baseboards, etc..

Clean rugs Vaccum all rugs (none are historic).

Reposition collections objects
Return objects to their typical locations. Report any missing objects to museum 
director.

Clean chrome pieces in kitchen Dust with a soft cloth.

Clean kitchen sink Wipe with a damp, soft cloth.

Clean bathroom sink Wipe with a damp, soft cloth.

Clean bathroom mirror Use an approved cleaner and soft cloth, do not use spray bottles

Check light bulbs
Replace standard bulbs as needed, if tubular incandescent bulbs are replaced, 
retain old bulb and notify maintenance director for re-stocking.

Test security system See ADEMCO manual in Appendix for procedure

Test thermostat See manual in Appendix for procedure

WEEKLY CHECKLIST
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Date:

Task Instructions Initials

Clean screens
Use a low suction vacuum for window screens, vacuum or blow debris off 
outside screens

Clean concrete floors
Use a mild soap/water solution, do not remove wax from floor, hand-clean 
at edges to avoid wetting wood walls.

Clean all baseboards, doors, doorframes, and other 
interior woodwork

Clean with a damp soft cloth.

Dust books and light fixtures Use a dry soft cloth or feather duster.

Vacuum textiles on furniture, etc. Use lightest vacuum pressure possible, cover nozzle with screen

Vacuum fireplace interior
Hold vacuum away from the back of the fireplace to avoid contamination 
from soot

Check for evidence of insects on textiles, 
windowsills, and furniture

Report any evidence of damaging insects to maintenance director 
immediately

Clean steel lights 
Use an approved cleaner and soft cloth, report any tough stains, scratches 
or rust

Clean toilet
Wipe outside with damp cloth. See Section 5 for approved bowl cleaning 
solution.

Clean bathtub
Wipe with a damp cloth, clean mineral stains with ethanol-treated cloth. 
Report any new, resistant stains, scratches or rust.

Clean shower curtain Soak in spot cleaning solution outlined in Section 5. Rinse well.

Sweep mechanical room floor. Sweep floor, organize room.

Drain 1 gallon of water from the water heater Decreases the build-up of hard water deposits.

Stock supplies Refill all supply stockpiles

MONTHLY CHECKLIST
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Date:

Task Instructions Initials
Exterior

Inspect roof membrane, drains and fascia vents
Do not prop ladder on roof, use freestanding stepladder. Always use a 
spotter. Examine membrane for ponding, deflection, alligatoring or other 
failure.  Ensure that all roof drains are in place and free from obstruction.

Survey exterior walls
Examine condition of brick and wood. Note new signs of water infiltration, 
condition of mortar.

Inspect fascia for insect damage
Inspect fascia for damage by boring bees, treat any existing nest with an 
approved insect dust and filling method (see section 5).

Brush off dirt and moss from exterior siding.
Use special care around corners and damaged areas, brush only areas 
which need to be cleaned.

Preventative insect maintenance Insect prevention/treatment to be done by service professional.

Treat exterior for mold Treat wood with Mold-Ram or other mold preventative where necessary.

Treat exterior for pests
Treat wood with bora-care or other approved insecticide. See Section 5 for 
boring bee treatment.

Wash exterior of windows
Use an approved cleaner and distilled water on a soft cloth or cotton wool, 
avoid contact with wood, DO NOT SPRAY SOLUTION ONTO GLASS.

Wash porch screens Brush away dirt and debris, rinse with low pressure hose.

Clear plants from perimeter of building
Make sure that plants are not touching the building and that organic material 
has not clogged weeps.

Interior

Remove all objects from interior.
Move rugs, furniture and objects to a prearranged location. Do not drag 
furniture. Document location of objects prior to move.

Inspect each room envelope
Check for evidence of insects, water, mold, floor cracks, etc. Report new 
damage to maintenance director.

Clean and wax wood walls and ceiling

Avoid disturbing splintered wood, place unintentional splinters in a sealable 
bag along with a photograph of the location. Use soft cloth or brush for 
surfaces and a vacuum with a screened nozzle to clean gaps in joints. 
Remove wax buildup with mineral spirits-infused cloth. Coat all wood with 
paste wax, buff with soft brush. Buff with the grain.

Dust and clean any areas or ledges requiring a 
ladder

DO NOT prop ladder on bookshelves, use freestanding stepladder placed 
on a rug, use a soft cloth on a pole or vacuum extension if necessary.

Clean and wax floors
Clean with mild soap/water solution, hand-clean at edges to avoid wetting 
wood walls. Wax all concrete floors.

Wash interior of windows
Use an approved cleaner and distilled water on a soft cloth or cotton wool, 
avoid contact with wood, DO NOT SPRAY SOLUTION ONTO GLASS.

Vacuum drapes
Use the lightest suction possible, cover nozzle with a screen and avoid 
abrasion to any damaged areas.

Rug cleaning
Examine carpets, assess necessity for professional cleaning. If required, do 
not clean in place.

Wax furniture
Remove wax buildup with mineral spirits-infused cloth. Coat all wood with 
paste wax, buff with soft brush. Buff in the direction of the grain.

Clean and wax floor grates
Remove dust and dirt with a soft brush. Apply a thin coat of wax, let set 
overnight and buff.

SPRING CHECKLIST
In preparation for annual opening, the spring checklist is the lengthiest seasonal checklist, incorporating quarterly, bi-annual and annual 
tasks.
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Task Instructions Initials

Inventory collections
Use inventory checklist, report any missing, damaged or deteriorating items 
to site director.

Inspect books Handle carefully with gloves, report any damage to maintenance director.

Systems

Hot water heater
Flush and monitor condition of anode rod. Replace when more than 6" of 
core wire is exposed. Lift and release lever handle on the temperature 
release valve.

Boiler
Follow instructions in user manual, perform tasks and have professionally 
inspected yearly.

Inspect heat pump indoor cooling coil Check for leaks.

Check heat pump outdoor equipment
Clean ice and/or debris from the updraft fans, check for level, check 
insulation.

Check fire extinguishers, smoke alarms, security 
system

Ensure that batteries are effective and gauges read well, report anything that 
needs replacing to maintenance director.

Check gauges Check to ensure proper pressure in all gauges.
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Date:

Task Instructions Initials
Exterior

Inspect roof drains and fascia vents
Do not prop ladder on roof, use freestanding stepladder placed on a solid 
surface. Always use a spotter. Ensure that all roof drains are in place and 
free from obstruction.

Inspect and repair insect damage
Inspect fascia for damage by boring bees, treat any existing nest with an 
approved insect dust and filling method (see section 5).

Preventative insect maintenance Insect prevention/treatment to be done by service professional.

Clear plants from perimeter of building
Make sure that plants are not touching the building and that organic material 
has not clogged weeps.

Interior

Clean ceiling for dust and cobwebs
Use soft cloth or brush, use a vacuum with a screened nozzle to clean gaps 
in joints.

Dust and clean any areas or ledges requiring a 
ladder

DO NOT prop ladder on bookshelves, use freestanding stepladder placed 
on a rug, use a soft cloth on a pole or vacuum extension if necessary.

Wax floors Buff wax as needed, particularly at screened porch.

Vacuum under furniture
Pick furniture up to move, DO NOT DRAG FURNITURE ACROSS FLOOR. 
Cover vacuum nozzle with screen.

Inspect books Handle carefully with gloves, report any damage to maintenance director.

Systems

Check fire extinguishers, smoke alarms, security 
system

Ensure that batteries are effective and gauges read well, report anything that 
needs replacing to maintenance director.

Check gauges Check to ensure proper pressure in all gauges.

Inspect heat pump indoor cooling coil Check for leaks.

Check heat pump outdoor equipment
Clean ice and/or debris from the updraft fans, check for level, check 
insulation.

SUMMER CHECKLIST
Performed during the mid-season, the summer checklist is the shortest seasonal checklist, incorporating quarterly tasks only.
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Date:

Task Instructions Initials
Exterior

Inspect roof drains and fascia vents
Do not prop ladder on roof, use freestanding stepladder placed on a solid 
surface. Always use a spotter. Ensure that all roof drains are in place and 
free from obstruction.

Inspect and repair insect damage
Inspect fascia for damage by boring bees, treat any existing nest with an 
approved insect dust and filling method (see section 5).

Wash exterior of windows
Use an approved cleaner and distilled water on a soft cloth or cotton wool, 
avoid contact with wood, DO NOT SPRAY SOLUTION ONTO GLASS.

Wash porch screens Brush away dirt and debris, rinse with low pressure hose.

Preventative insect maintenance Insect prevention/treatment to be done by service professional.

Clear plants from perimeter of building
Make sure that plants are not touching the building and that organic material 
has not clogged weeps.

Interior

Clean ceiling for dust and cobwebs
Use soft cloth or brush, use a vacuum with a screened nozzle to clean gaps 
in joints.

Dust and clean any areas or ledges requiring a 
ladder

DO NOT prop ladder on bookshelves, use freestanding stepladder placed 
on a rug, use a soft cloth on a pole or vacuum extension if necessary.

Wash interior of windows
Use an approved cleaner and distilled water on a soft cloth or cotton wool, 
avoid contact with wood, DO NOT SPRAY SOLUTION ONTO GLASS.

Clean and wax floors
Clean with mild soap/water solution, hand-clean at edges to avoid wetting 
wood walls. Wax all concrete floors, particularly those at the screened-in 

h
Vacuum under furniture

Pick furniture up to move, DO NOT DRAG FURNITURE ACROSS FLOOR. 
Cover vacuum nozzle with screen.

Inspect books Handle carefully with gloves, report any damage to maintenance director.

Systems

Check fire extinguishers, smoke alarms, security 
system

Ensure that batteries are effective and gauges read well, report anything that 
needs replacing to maintenance director.

Check gauges Check to ensure proper pressure in all gauges.

Inspect heat pump indoor cooling coil Check for leaks.

Check heat pump outdoor equipment
Clean ice and/or debris from the updraft fans , check for level, check 
insulation.

FALL CHECKLIST
In preparation for the end of the season, the fall checklist is a lengthier seasonal checklist, incorporating quarterly and bi-annual tasks.
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Date:

Task Instructions Initials
Exterior

Inspect roof drains and fascia vents
Do not prop ladder on roof, use freestanding stepladder placed on a solid 
surface. Always use a spotter. Ensure that all roof drains are in place and 
free from obstruction.

Inspect and repair insect damage
Inspect fascia for damage by boring bees, treat any existing nest with an 
approved insect dust and filling method (see section 5).

Preventative insect maintenance Insect prevention/treatment to be done by service professional.

Clear plants from perimeter of building
Make sure that plants, ice and snow are not touching the building and that 
organic material has not clogged weeps.

Interior

Clean ceiling for dust and cobwebs
Use soft cloth or brush, use a vacuum with a screened nozzle to clean gaps 
in joints.

Dust and clean any areas or ledges requiring a 
ladder

DO NOT prop ladder on bookshelves, use freestanding stepladder placed 
on a rug, use a soft cloth on a pole or vacuum extension if necessary.

Wax floors Buff wax as needed, particularly at screened porch.

Vacuum under furniture
Pick furniture up to move, DO NOT DRAG FURNITURE ACROSS FLOOR. 
Cover vacuum nozzle with screen.

Inspect books Handle carefully with gloves, report any damage to maintenance director.

Systems

Check fire extinguishers, smoke alarms, security 
system

Ensure that batteries are effective and gauges read well, report anything that 
needs replacing to maintenance director.

Check gauges Check to ensure proper pressure in all gauges.

Inspect heat pump indoor cooling coil Check for leaks.

Check heat pump outdoor equipment
Clean ice and/or debris from the updraft fans, check for level, check 
insulation.

WINTER CHECKLIST
Performed during the closed season, the winter checklist is the shortest seasonal checklist, incorporating quarterly tasks only.
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Date:

Date 
Installed

Anticipated Lifespan
Professional 
Inspection

Planned 
Replacement 

Date
Notes Initials/ Date

Roof

Membrane 1995 20 years 5 years 2015 10 year warranty expired 2005

Flashing 1995 20 years 5 years 2015

Rainwater leaders 1995 Unlimited 5 years Evaluate for patching 2025

Exterior

Mortar (Brick walls) 1995 50 years 10 years Repointing every 10 years, beginning in 2015

Cypress 1939 Preservation Priority 15 years Evaluate for refinishing every 15 years, beginning 2010

Brass or Steel Hardware 50 years 15 years

Kynar-finished Steel 1995 50 years Evaluate in 2045

Glass 1939 Preservation Priority Replace when cracked/broken

Weatherstripping 1995 10 years 2005

Porch screening 1995 20 years 10 years Repainting and stretching every 10 years

Mechanical

Heat pump indoor unit 1995 20 years 5 years 2015

Heat pump outdoor unit 1995 15 years 2010

Water heater 1995 20 years 5 years 2010

Inline Centrifugal Pump 1995 50 years 2045

Boiler 1995 20 years 2015

Item

LONG-TERM CHECKLIST
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Material/Element Recommended Cleaning Method (use 
for all routine cleaning)

Alternative Cleaning Method (use only if 
recommended cleaning method does not 
work, see definitions/detailed instructions 
before use. Method is only safe for 
material listed, avoid contact with other 
materials)

Soiling Cleaning Method (only for 
emergency situations, requires 
supervisor's permission and 
supervision)

Bricks and Mortar Low-pressure water and brush None None, consult conservator

Concrete Slab Sweep, mop with water, wax Mop with water and mild detergent None, consult conservator

Exterior Cypress
To be determined in consulation with a 
conservator

Remove buildup with soft cloth lightly 
damp with mineral spirits, never spray or 
pour mineral spirits directly on wood, spot 
clean only.

Scrub with water, mild detergent and 
brush

Furniture Fabric
vacuum with light-suction vacuum 
w/screen over nozzle

None None, consult conservator

Glass Clean with water and soft cloth
Clean smudges with soft cloth and 
ethanol

None, consult conservator

Interior Cypress Paste wax

Remove buildup with soft cloth lightly 
damp with mineral spirits, never spray or 
pour mineral spirits directly on wood, spot 
clean only.

None, consult conservator

Mechanical Systems

Consult manual (Alarm System-pg 41,45. 
Boiler-pg 3-5. Thermostat-pg 13. Water 
Heater-pg 4.). Consult "definitions and 
detailed instructions for HVAC systems

Have professional inspect systems Have professional inspect systems

Metals Leave natural finish Clean with water and soft cloth None, consult conservator

Plywood Furniture
Remove dust with dry, soft cloth or light-
suction vacuum 

Light coatings of paste wax

Remove buildup with soft cloth lightly 
damp with mineral spirits, never spray 
or pour mineral spirits directly on 
wood, spot clean only.

Porcelain Fixtures Clean with water and soft cloth
Clean mineral deposits with soft cloth and 
ethanol

None, consult conservator

Roof
Remove debris by hand or with leaf 
blower

Clean with mild detergent and 
moderate-pressure water

Rugs
Vacuum with normal vacuum cleaner, 
spot clean with mild agent.

Professionally clean Replace

Screen Porch
Remove debris by hand or with leaf 
blower

Clean with low pressure water None, consult conservator

APPROVED CLEANING METHODS
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Section 5: Detailed Materials Information and 
Instruction 

 
Definitions and Detailed Instructions 
 
1. Concrete Slab 

a. Definition and function: The concrete foundation slab comprises the floor 
of the house and the screened-in porch. Lying on a bed of gravel, the 
simple slab is topped by 2 inches of red, scored concrete, highlighting the 
modular system of the house. The radiant heating system’s 5/8” polymer 
heating tubes are set into the slab. Poured in place during the 1995 move, 
the slab is not original to the house. 

 
b. Problems and symptoms: Ground shifts cause cracking and crazing. Most 

cracks currently cluster around the radiant heating, likely due to 
improperly-set pipes. 

 
c. Typical Maintenance 

Requirements and Methods: 
i. Clean floor monthly. 

ii. Wax floors in the 
spring and fall. 

iii. Wax porch and high 
traffic areas seasonally 
as needed. 

iv. Inspect cracks as a part 
of the annual 
conditions survey. If 
cracks widen and pose 
a tripping hazard, they 
may be filled with 
mortar dyed to match the slab. 

 
d. Maintenance Materials:  

i. Wax floors with a paste wax. 
ii. Consult conservator regarding built-up wax removal. 

 
2. Brick 

a. Definition and function: The red brick walls are the major structural 
component of the house, the stairs, and the patios. All the brick was 
replaced when the building was moved in 1995. 

 
b. Problems and symptoms: 

i. Spalling: If leaks introduce water into the brick wall cavity, the 
moisture will often move through the brick, leaving behind salt 

Figure 27: Small crack in the floor slab 
(NTHP). 
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residue. The migrating salts will build up behind the surface layer 
of the brick, causing it to flake off. More than simply losing the 
face of the brick, spalling is a sign of water infiltration and should 
be investigated and resolved. 

ii. Efflorescence: Migrating salts also may sit on the surface of the 
brick, causing an unsightly white residue.  

iii. Shifting Walls: Soil or foundation shifts may cause a brick wall to 
deflect and crack, usually at mortar joints. 

iv. Mineral stains: Runoff from copper and other materials may stain 
the face of the brick. They do not harm the brick and may be either 
removed or retained. 

 
c. Typical Maintenance Requirements, Materials and Methods: 

i. Normally, brick is a durable material Clean as needed with a stiff 
brush and water. 

ii. Mortar may require repointing and should be evaluated every 50 
years. Replacement brick and re-pointing mortar must conform to 
the 1995 Quinn-Evans specifications. 

iii. Inspect brick as a part of the annual conditions survey 
iv. The site has a stockpile of replacement brick for the patio. These 

should be stored open to the weather and should be used when 
replacement becomes necessary. 

 
d. Precautions 

i. Avoid pressure washing or sandblasting as it can strip the hardest 
portion of the brick away. 

ii. Cleaning methods safe for brick may not be safe for adjacent 
materials, use caution when selecting cleaning methods and 
protecting the site. 

iii. Any repair must be approved by the Graham Gund Architect. 
 
3. Exterior Cypress 

a. Definition and Function:  
i. Board-and-batten: The boards are 11 ¾”x ¾” cypress planks, 

notched into 2” battens.  
ii. Windows and doors: All windows and doors are made of cypress 

and plate glass. 
iii. Roof trim and fascia: The roof fascia and trim protects the 

overhanging roof structure from water runoff. The trim is not 
original to the house, dating to the 1995 move and rehabilitation. 

 
b. Problems and Symptoms:  

i. Cypress is rot-resistant but is a softwood that erodes quickly when 
exposed to wind and rain.  

ii. As an untreated wood, cypress warps and cracks as it weathers.  
iii. Mold can damage the wood in areas that are frequently damp. 
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iv. Insect can bore into the wood. 
 

         
 
        
 
c. Typical Maintenance Requirements and Methods: 

i. Clean stains with warm water as necessary.  
ii. Treat the wood with bora-care or another approved pest preventive. 

If boring bee holes develop, use an approved method to kill the 
larvae and fill the holes with a matching wood plug.  

iii. Monitor siding near the patio where water splashes back against 
the building for mold, treat with a preventative if necessary. 

iv. Inspect wood as a part of the annual conditions survey. 
 

d. Maintenance Materials: 
i. Boracare or similar insecticide (active ingredient: Disodium 

Octaborate Tetrahydrate) 
ii. Mold-Ram or similar mold preventive (active ingredient: 

chlorothalonil) 
 

e. Precautions 
i. Cypress has a life expectancy of 75 years but can last much longer 

if properly maintained. The cypress wood comprises the majority 
of the original material found on the house and should be the top 
preservation priority.  

ii. Avoid treatments that contain mineral spirits, as they reduce the 
natural cypressine in the wood. 

iii. Seek approval from Graham Gund Architect for any treatments 
beyond those specified. 

 
4. Roof 

a. Definition and Function: 
i. The roof membrane, structure, and insulation were replaced during 

the 1995 move and restoration.  
ii. The new roof drain channels water to the center of the roof and 

down internal rainwater leaders rather than sheeting off the sides as 
originally designed.  

 

Figure 26: New Wood. Figure 27: Weathered 
Wood. 

Figure 28: Raised/Open 
Grain. 
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b. Potential Problems:  
i. The roof drains frequently 

become clogged and need to be 
cleared as standing water causes 
leaks and roof deflection.  

ii. Flashing and patches may leak 
water into the wall cavity or 
other interstitial space.  

iii. The roof membrane may be 
damaged by natural conditions, 
penetration, or deterioration. 
Watch for cracking or 
“alligatoring” during dry seasons. 

 
c. Typical Maintenance Requirements:  

i. Monitor roof for deflection, rot, 
warping or failure. 

ii. Flashing: Steel flashing must be 
monitored for rust and adherence 
to the roof membrane.  

iii. Drains: Must be cleared 
seasonally of debris. 

 
d. Precautions:  

i. Use care when walking on the 
roof. Avoid smoking or other 
potentially harmful activities. 

ii. A roof drain filter may be installed to reduce clogging, but drains 
will require unclogging with the same frequency. 

 
e. Maintenance Methods and Materials:  

i. Hand clean debris or snow away from drains as needed. 
ii. Low-pressure wash to remove dirt and mold. 

iii. Inspect roof as a part of the annual conditions survey. 
iv. Professionally inspect roof membrane every 5 years. 
v. The built-up roof membrane is expected to last 20 years. It may be 

replaced with another longer-lasting membrane system at that time. 
vi. Flashing sealants are expected to need maintenance every 20 years. 

vii. Rainwater leaders are expected to last the lifetime of the house but 
should be evaluated every 30 years. 

 
f. Unacceptable Methods and Materials: 

i. Harsh roof cleaners containing sodium hydroxide, chlorine, or any 
other oxidizing agents. 

ii. Aggressive debris removal such as raking or pressure washing. 
 

Figure 26: A filter keeps the roof 
drain from becoming clogged by 
leaves. 
(http://www.blocksom.com/roofdr
ain.htm).

Figure 25: Roof drain clogged by 
leaves. 
(http://www.blocksom.com/roofdr
ain.htm). 
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5. Interior Cypress 

a. Definition and Function:  
i. Interior cypress wall paneling and trim 

ii. Doors, window sash and frames. 
 

b. Problems and Symptoms:  
i. Wood will split, crack, or rot if exposed to moisture. 

ii. Horizontal surfaces may discolor from sun, frequent touching or 
other abuse. 

iii. Wood is vulnerable to insect attack. 
 

c. Maintenance Methods and Materials:  
i. Any water intrusion must be investigated and halted. 

ii. Clean dust and dirt with a damp cloth weekly. 
iii. Apply paste wax annually to protect wood and enhance natural 

grain. 
iv. Wax buildup may be cleaned with a cloth lightly damp with 

mineral spirits. 
v. Clean dust and dirt off wood with soft cloth, duster, or light-

suction vacuum. 
vi. Interior insect protection by professional service as necessary. 

Methods must not damage wood or wax. 
vii. Inspect wood as a part of the annual conditions survey. 

   

d. Unacceptable Methods and Materials: 
i. Care must be taken so that mineral spirits do not penetrate through 

the wax into the wood. 
ii. Never clean with an abrasive. 

 
6. Glass 

a. Definition and Function:  
i. Windows and exterior doors include either 1/8” or 1/4” clear plate 

glass. 
ii. Mirrors in bedrooms and bathroom. 

 
b. Problem: Glass is easily chipped or broken. 

  
c. Maintenance Materials and Methods:  

i. Encourage visitors not to touch glass. 
ii. Weekly (more often in high-traffic areas), clean reachable glass 

with damp soft cloth to remove dirt and smudges. 
iii. Clean all glass, inside and out, biannually. 
iv. Clean stubborn smudges with a soft cloth lightly damp with 

ethanol; do not touch surrounding wood with cloth. If ethanol 
contacts surrounding wood, blot with a dry soft cloth and re-wax if 
necessary. 
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v. Inspect as a part of the annual conditions survey. 
 

d. Unacceptable Maintenance Methods and Materials: 
i. Do not use cleaners with dyes. 

ii. Clean with solution-damp cloth only. Never spray liquid onto 
surface. 

 
7. Metals 

a. Definition and Function:  
i. Chrome surfaces include: light fixtures, handles, toaster, etc.. 

ii. Enameled surfaces such as the refrigerator, stove, etc. 
iii. Brass and copper hardware and screws 
iv. Steel hardware and flashing 

 
b. Problems and Symptoms:  

i. Chrome veneer may crack or split from steel base. 
ii. Stainless steel is subject to rust if moisture is trapped on the 

surface or if the thin oxidizing layer is worn through. 
iii. Raw metal can be worn away by excessive cleaning or harsh 

cleaning products. 
 

c. Typical Maintenance Requirements: 
i. Allow metals to weather and corrode naturally.  

ii. The bathtub, refrigerator, and stove are not operable and therefore 
only need corrosion preventive maintenance. 

 
d. Maintenance Methods and Materials:  

i. Clean doorknobs and other frequently used metal objects with a 
damp cloth daily. 

ii. Clean other interior metals weekly with a damp cloth. 
iii. Keep metals as dry and clean as possible. 
iv. Use a light-suction vacuum to remove dust from hard-to reach 

areas. 
v. Inspect as a part of the annual conditions survey. 

 
e. Unacceptable Methods and Materials: Any cleaners or abrasive brushes 

that will remove the natural patina. 
 
8. Porcelain Fixtures  

a. Definition and Function:  
i. Bathroom sink, toilet and bathtub 

ii. Double-basin kitchen sink. 
 

b. Problems and Symptoms:  
i. Porcelain fixtures are steel, coated with a layer of baked-on 

porcelain. They are prone to rust above or below the ceramic 
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coating, as well as chipping and cracking. The porcelain layer may 
also wear through. 

 
c. Maintenance Methods and Materials:  

i. Porcelain fixtures must be kept free of dust and mineral deposits to 
avoid moisture retention, which will encourage rust. 

ii. Wipe dirt from toilet and sinks with water and a soft cloth weekly. 
iii. Dust unused bathtub with water and a soft cloth monthly. 
iv. Mineral deposits may be cleaned with a soft cloth moistened with 

ethanol. 
v. To remove stains from toilet bowl, pour: ¼ c. baking soda into 

bowl and drizzle with vinegar. Let sit for ½ hour, scrub and flush.1 
 

d. Unacceptable Maintenance Methods and Materials: 
i. Do not use aggressive acidic or abrasive cleaners. 

ii. Avoid scratching ceramic, stainless steel, or glass fixtures. Remove 
watches, rings, etc before cleaning. Protect from damage from 
shoes, etc. with rubber mats. 

iii. Use damp cloth only, no spray bottles. 
iv. Never “re-finish” a porcelain fixture, the “finish” is just an 

impermanent acrylic layer that damages the original surfaces. 
 

9. Screens 
a. Definition and Function:  

i. Copper screens cover the porch and operable windows. The 
screening is held with wood framing, attached with metal screws. 

 
b. Problems and Symptoms:  

i. Screens are susceptible to tearing and corrosion.  
ii. On the porch, the screen roof collects debris.  

iii. Wood frames may deteriorate, warp, or crack.  
iv. Metal hardware may loosen, break, or corrode. 

 
c. Typical Maintenance Requirements: 

i. Copper screens must be brushed monthly to avoid dirt buildup 
which is unsightly and damaging.  

ii. The screen “roof” must be kept free of debris daily so that it will 
not sag or tear.  

iii. Wash screens with a mild detergent in spring and fall. 
iv. Non-historic galvanized steel tubing at corner framing must be 

kept painted. 
v. Treat wood framing as all exterior wood. 

vi. Brass, copper and steel hardware should weather naturally. If 
replaced, match as closely as possible, and retain fragments of 

                                                 
1 Cleaning process found in http://www.ecocycle.org/hazwaste/recipes.cfm, accessed August 2008. 
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original material. If tightened, ensure that screw slots are oriented 
horizontally. 

vii. Inspect screens as a part of the annual conditions survey. 
viii. Evaluate screens for re-painting and re-stretching every 10 years 

ix. Screen is estimated to need replacement every 20 years. 
 

d. Precautions: The screens are not original to the house, but patina with age, 
so cannot be replaced without care. The same rule applies to any wood or 
hardware. 

 
e. Maintenance Materials 

i. Cleaning agents must be safe for copper, wood, brass, and 
concrete. Runoff must not damage the surrounding landscape. 

ii. Mild detergent (to be approved by a conservator- must not contain 
sodium chloride or dyes) and water solution for general cleaning. 

 
10. Furniture and Rugs 

a. Definition and Function:  
i. Frank Lloyd Wright Designed Furniture 
 Living Room 

o Bookshelves 
o 2 Small End Tables - 9/16” 3-ply plywood and cypress 

veneer, solid cypress trim. 
o 1 Chair - 9/16” 3-ply plywood and cypress veneer, solid 

cypress trim, original cushions. 
o 1 Ottoman - 9/16” 3-ply plywood and cypress veneer, solid 

cypress trim, original cushions. 
o 2 Large Tables - 9/16” 3-ply plywood and cypress veneer, 

solid cypress trim. 
 Kitchen 

o 2 Kitchen Cabinets- 9/16” 3-ply plywood and cypress 
veneer. 

 Dining Room 
o Bookshelves 
o 3 Large Tables - 9/16” 3-ply plywood and cypress veneer, 

solid cypress trim. 
o 4 Chairs - 9/16” 3-ply plywood and cypress veneer, solid 

cypress trim, original cushions. 
 Sanctum 

o Bookshelves 
o 1 Large Desk - 9/16” 3-ply plywood and cypress veneer, 

solid cypress trim. 
o 1 Chair - 9/16” 3-ply plywood and cypress veneer, solid 

cypress trim, original cushions. 
 Children’s Bedroom 

o Bookshelves 
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o 1 Large Table - 9/16” 3-ply plywood and cypress veneer, 
solid cypress trim. 

o 1 Bed Frame- 9/16” 3-ply plywood and cypress veneer, 
solid cypress trim. 

 Master Bedroom 
o Bookshelves 
o Closets- solid cypress with steel reinforcement. 
o 1 Large Desk - 9/16” 3-ply plywood and cypress veneer, 

solid cypress trim. 
o 2 Bed Frames - 9/16” 3-ply plywood and cypress veneer, 

solid cypress trim. 
 

ii. Replica Furniture 
 Living Room 

o 8 Chairs - 9/16” 5-ply plywood and cypress veneer, solid 
cypress trim, cushions. 

 Patio 
o 1 Table - 9/16” 5-ply plywood, solid wood trim. 

 Rugs throughout the house resemble originals, but are new 
 

b. Problems and Symptoms:  
i. Composed primarily of cypress veneer plywood, the furniture is 

susceptible to de-lamination (evidenced by ripples, bubbles or split 
ends). 

ii. Fabric upholstery and wood may fade if exposed to direct sunlight. 
iii. Rugs may trap moisture or harbor dirt and insects. 
iv. Rugs might become unsightly from wear or staining. 

 
c. Typical Maintenance Requirements: 

i. Avoid exposure to sunlight and moisture.  
ii. Keep fabric clean and dry. Original cloth must be kept away from 

visitor activity and sunlight. 
 

d. Maintenance Materials and Methods:  
i. Clean with damp cloth weekly. 

ii. Buff historic wood pieces 
with paste wax annually. 

iii. Clean historic cloth with a 
low-suction vacuum. 

iv. Non-historic furniture and 
rugs do not require 
particularly gentle methods, 
but should be cleaned in a 

manner which does not 
harm surrounding 
materials. 

Figure 29: A low suction, screened 
vacuum (CCI Newsletter 32 (November 
2003); x).
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v. Inspect furniture as a part of the annual conditions survey. 
vi. Vacuum rugs weekly, spot-clean with specified solution: 

Mix together: ¼ c. vegetable oil-based liquid soap, 3 tbsp. (or 
more) water.Whip ingredients in bowl with egg beater. Rub foam 
into problem areas of the rug. Rinse well with water.2  

vii. Annually, evaluate rugs for professionally cleaning, not in place 
viii. If a rug gets wet, pull it up from the ground while it dries. 

 
e. Precautions: 

i. Avoid using solvents which may dissolve the plywood glue. 
ii. Avoid spot remover or fabric cleaner. 

iii. Do not remove tarnish from metal hinges or screws. 
iv. Avoid allowing modern cleaning agents acceptable for rugs touch 

other elements in the house. 
v. Do not re-arrange rugs without approval from site director. 

 
11. Mechanical Systems 

a. Definitions and Functions: 
i. The radiant heating system distributes hot water through the floor. 

Designed by Wright and re-interpreted by Quinn-Evens in 1995, 
the new system includes a boiler (see Appendix for boiler manual), 
centrifugal pump, and plastic piping cast into the concrete slab. 

ii. The HVAC system heats and cools through the central air system. 
It consists of an indoor unit, an outdoor unit, a compressor, and 
distribution ducts. 

iii. The thermostat controls the HVAC system. 
iv. The point-of-use electric water heater supplies hot water for all 

applications in the house other than the radiant floor heating. 
v. The water filter removes minerals and deposits from water. 

vi. The dry-pipe sprinkler system extinguishes fires by releasing 
pressurized water. 

vii. Security alarms alert occupants and authorities of emergencies 
such as fire or forced entry. 

 
b. Typical Maintenance Requirements: 

i. Drain water heater completely annually. 
ii. Drain 1 gallon of water from the water heater monthly to decrease 

build-up of hard water deposits. 
iii. Lift and release water heater lever handle on the temperature relief 

valve annually. 
iv. Test security alarm weekly. See ADEMCO manual in Appendix 

for procedure. 
v. Test thermostat weekly. See manual in Appendix for procedure. 

vi. Virginia Sprinkler tests fire sprinkler system and extinguishers 
annually. 

                                                 
2 Cleaning process found in http://www.ecocycle.org/hazwaste/recipes.cfm, accessed August 2008. 
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c. Problems and Symptoms: 

i. Water heater:  
1. May retain bacteria or sediment causing noise or smell. 
2. May leak due to a faulty pressure-release valve.  

ii. HVAC:   
1. May fail because the heating or cooling load has exceeded 

the ability of the system due to extreme weather.  
2. If the HVAC seems to be less effective try the following: 

a. open vents which might be closed. 
b. check for open windows or doors. 
c. remove ice or debris from the outdoor unit. 
d. check for blown fuses or circuit breakers. 
e. reset outdoor unit on/off switch. 
f. if none of the above works, have the HVAC 

checked by a professional. 
iii. Alarm keypad will beep when 9 volt or 3 volt batteries in sensors 

get low. Read messages and consult manual for replacement. 
iv. Thermostat system will not function when electricity is out.  
v. HVACs will not function when electricity is out. 

vi. Sprinkler system may rust, and penetration of a pipe wall can result 
in the activation of the system. Examine any signs of corrosion. 

 
d. Precautions 

i. Only certified professionals may inspect and service systems. 
ii.  Read and understand all manuals to ensure correct maintenance 

and use of the various mechanical systems. 
iii. Inspect, clean and flush the water heater. 
iv. The gas-fired boiler is not user-serviceable. If occupants smell gas, 

immediately call gas supplier from outside the house. If not 
reachable, call the fire department. 

v. Alarm system: if burglar alarm is beeping rapidly when you open 
the door, someone has tripped the system. Do not enter, retreat to a 
safe location and call the police.  

vi. Place a laminated copy of “50 Quick Guides to Basic System 
Functions” and “Summary of Audible/Visible Notifications” next 
to alarm systems (see Appendix 51-52) 

 
e. Frequency of Maintenance: 

i. Inspect boiler prior to seasonal activation, and monthly when in 
use, follow inspection list provided in manual. 

ii. Flush water heater yearly, follow inspection list provided in 
manual. 

iii. Lift and release water heater lever handle on the temperature relief 
valve annually. 

iv. Test security alarm after any alarm event. 
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v. Professionally inspect all mechanical systems every 5 years. 
vi. Water heater must be replaced every 20 years to avoid leaks. (See 

Appendix for water heater manual). 
vii. Inspect each system as a part of the annual conditions survey. 
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Section 6: Supporting Information 
 

Supplies 
 
Supply Schedule/Information 
 
Light Bulbs: (see supply replacement map for locations) 
 Type (A):  Regular Incandescent, 100w/120a or similar compact florescent 
  Widely available 
 Type (B): Compact Fluorescent, Type E26, 11w SPARSAM  
  Available at IKEA 
 Type (C): Tubular Incandescent, 40w 120a GE Lumaline Lamp. 
  Available at http://www.buylightfixtures.com 
 
Water Filters 

Use 10”x4.5” water filters (American Plumber Model W10-PR) 
  Available at any hardware or plumbing store 

Available at 
http://www.waterfilters.net/culligan/wholehouse/replacement_filters/Whol
ehouse-10-Inch-Big-Blue.htm 

 
Air Filters 
 Electronic Filter 
 
Smoke Detectors 

Hardwired, no maintenance needed. See Quinn-Evans 1995 specifications section 
16721 part 2.4. 

 
Disposal: 

Compact florescent bulbs contain mercury and must be recycled separately from 
other glass products. The easiest way is to store used bulbs and take them to an 
approved recycler (Home Depot offers free CFL recycling, and local recycling 
centers may also have a specified disposal). Alternatively, one can order a mail-in 
recycling kit from https://www.thinkgreenfromhome.com/SafeConvenient.cfm 
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Stockpiled Materials 
 

Stockpiled materials are extra items either ordered in advance or leftover from the 
1995 move of the house. Materials salvaged from the house may also be 
considered stockpiled, but should be documented carefully and given extra 
protection. Any materials added to or taken away from the stockpiles should be 
documented on the following form. 
 

Brick 
There is a stockpile of patio brick, which may be left outdoors so that it weathers 
naturally at the same rate as the house. It must be kept off the ground and stacked 
to drain water (to avoid damage by the freeze-thaw cycle).  

 
Wood 

If wood is original to the house, it must be documented and stored in a safe, dry 
location. A small amount of extra cypress is located in the storage shed mixed 
with several other boards. It is recommended that cypress be stored separately 
from other woods, since it is much more valuable. The cypress may be stored 
outside, but it is not recommended to be pre-weathered, since it wears quickly. 
Spare cypress must be kept free from insects and water, and labeled so that it is 
not used carelessly. 

 
Glass 

Glass should be stored inside, either in the maintenance shed or the Woodlawn 
mansion. All glass should be padded, stored well above floor level and away from 
trafficked areas. The plate glass used in the house should be wrapped with a 
protective material and labeled with a warning since it may have sharp edges. 

 
Hardware 

All hardware should be kept away from water or any other corroding substance. 
Small pieces should be bagged and labeled to avoid loss or separation. There is no 
need to age metal pieces, since they can be chemically aged if necessary to match, 
but neither is there any need to wax or polish them to avoid a natural patina. 

 
Light Bulbs 

It is recommended that type (B) and type (C) bulbs be stockpiled in case they are 
discontinued (especially the tubular incandescent, since a ban on incandescent 
bulbs is probable in the near future). Supplies of this type are usually stored in the 
cabinet opposite the kitchen.  

 
Other 

Any other materials should be stored in the maintenance shed and documented on 
the form on the next page. If in doubt, always ask the maintenance director for 
assistance.  



Material Type Date Description of Use Amount Used Initials

Documentation of Stockpiled Materials
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References for Professional Conservation 
 
Conservators should be only contacted in conjunction with the Graham Gund Architect. 
 
Andrew Fearon 
Architectural Conservator 
MILNER + CARR CONSERVATION, LLC 
1431 Cadwallader Street, Philadelphia, PA 19122 
Tel: (215) 763-8090 Fax: (215) 763-8098 
afearon@milnercarrconservation.com 
 
Terry L. Amburgey, Ph D 
Giles Distinguished Professor 
Department of Forest Products 
Box 9820 
Mississippi State University  39762-9820  
Tel (662) 325-3057 Fax (662) 325-8126  
tamburgey@CFR.MsState.Edu 
 
Jason Church 
Materials Conservator 
National Center for Preservation Technology and  Training 
645 University Parkway, Natchitoches LA 71457 
Tel. (318) 356-7444 Fax (318) 356-9119 
jason_church@contractor.nps.gov 
 
Pam Kirsch 
Wooden Artifacts Conservator 
Tel. (518) 428-1424 
PGKIRSCH@aol.com 
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Section 7: Woodlawn and Pope-Leighey Emergency 
Procedures 

 
 Important Contact Information 
 Emergency Phone Numbers 
 Inclement Weather Policy 
 Introduction 
 Employee Evacuation Procedure 
 Bomb Threats and Suspicious Objects 
 Chemical Spills and Fires 
 Disturbed Visitor 
 Electrical Power Loss 
 Explosions 
 Fire 

o Fire Extinguishers 
o False Fire Alarm and Panel Reset 

 Injuries and Illnesses 
 Power Shut-Off 
 Propane Gas Tank Shut-Off 
 Salvage 
 Services and Supplies 
 Locations of Smoke/Heat Detectors and Alarms 
 Weather Emergencies 
 Accident/Illness Report 
 Map of Evacuation Assembly Areas 
 Map of Fire Extinguishers & Smoke/Heat Detectors 
 Map of Grounds Electrical Outlets 
 Map of Water Lines 
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Woodlawn and Pope Leighey 
 

Emergency 
Procedures 

 
 
 

Updated 07-24-08 
 

Have Doubts?  
 

Call: 
 
 

911 
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Important Contact Information 
 
Woodlawn 
Pope-Leighey 

703-780-4000 
703-780-3264 

Duane Hill 
Buildings and Grounds Superintendent

Cell: (703)517-7745 

Laurie Ossman, ext. 26334 
Executive Director 

Cell: (703)780-8509 

Stacy Hawkins, ext 33 
Site Administrator 

Home: 301-464-0720

Joan Mitchell 
Woodlawn Stables and Mason House 

Home: 
Cell: 

Dottie Palmer  
Merchandising 

Cell: 703-851-4856 

 
 

Emergency Phone Numbers 
 
Fire/Rescue     911 
Police 911 

703-360-8400 (non-emergency)
State Police 703-323-4500 
Poison 800-552-6337 (statewide) 

703-379-3070 
FBI 202-324-3000 
US Marshals Service 703-235-2713 
US Secret Service 202-435-5100 
Mt. Vernon Hospital 703-664-7000 
Chemical Spill 800-424-8802 
NTHP Headquarters 202-588-6000 

 
Remember to tell them: 

1. Nature of emergency 
2. State, city, or town 
3. Street and number 
4. Exact location 
5. Telephone number 

 

Inclement Weather Policy 
 
Office Staff: Closed when Federal Government closes 
Museum – Weekday: Closed when Fairfax County Schools are closed 
Museum – Weekend: Executive Director makes the call by 8:00 am, then informs the 
weekend supervisor, who then calls the guides. 
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Introduction 
 
Many emergencies can be prevented by daily inspection of your site, reporting possible 
problems to the proper staff person. 
 
In the event you see or are informed of an emergency, please stay calm and follow the 
instructions on the following pages. 
 
Reading, studying and reviewing this plan will aid you in keeping calm and taking 
correct action in an emergency. 
 
After reporting an emergency, DO NOT use the telephones, we have only four main lines 
at Woodlawn which must be used for outside emergency calls. In the event of a power 
outage, the telephone system will not function – see electrical power loss for more 
information. 
 
In any case, notify the Executive Director (x25) of problem first, if the director is not 
available, please notify an administrative staff person. 
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Employee Evacuation Procedure 
 
In advance, each guide, volunteer, and staff person should: 

1. Understand the evacuation plan. 
2. Recognize the sound of the fire alarm. 
3. Know at least two ways out of the building from his/her normal work station. 

 
When you hear the alarm or the staff tells you to leave the building; 
 

1. Remain calm. 
2. Stop what you are doing and leave. Instruct visitors to leave the building in an 

orderly fashion and show them the exit to use. 
3. Guides and volunteers are responsible for ensuring that all visitors evacuate. 
4. The highest ranking staff member in each department is responsible for ensuring 

the evacuation of all members of his/her department. In addition, every employee 
should check that all others in the workspace are leaving as told. 

5. As you are leaving, quickly check nearby restrooms and other spaces for staff or 
visitors. 

6. Take with you: your car keys, purse and/or briefcase. DO NOT try to take large or 
heavy objects. 

7. Accompany and assist handicapped personnel, visitors, and any others who might 
need assistance. 

8. Shut all doors behind you as you go. Closed doors can slow the spread of fire, 
smoke and water. 

9. Proceed as quickly as possible, in an orderly fashion. Do not push or shove, hold 
handrails when on stairs. 

10. Once outside, move away from the building. Assemble in the areas designated in 
the evacuation plan at the end of this document. STAY OUT of the Woodlawn 
carriage circle and the Pope-Leighey driveway as these are staging areas for the 
fire department vehicles. Make sure no visitor enters or re-enters for any reason. 
Do not let anyone go down the drive as fire department vehicles may be coming 
up at a high rate of speed. 

11. If the problem is at Woodlawn, a staff member should direct the fire department 
to the fire alarm panel located in the southwest room to determine which zone the 
alarm came from. If the problem is in Pope-Leighey, a staff member should direct 
the fire department to the alarm panel located in the utility room. Refer to the fire 
section for more information. 

12. Other situations which might call for evacuations of a building or part of a 
building: personal and visitor safety, orders of the police or fire department or 
when a seriously injured or ill person is in a building. 
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Bomb Threats and Suspicious Objects 
 
It is possible, although highly unlikely, that an administrative staff person, guide or 
volunteer might receive a threatening telephone call, letter, or suspicious parcel or 
discover a suspicious object somewhere on the premises. 
 
Telephone Threat 
 

1. Remain calm. 
2. Listen carefully. Be polite and show interest. Try to keep the caller talking, so that 

you can gather more information. 
3. If possible, write a note of information during the call or as soon as the caller 

hangs up. 
4. Call the Executive Director (x25) or Shop (x27) and have an administrative 

person come to you. 
5. The administrative person will call the police. When they arrive, direct them to 

the person who took the call. 
6. Call the other staff to aid in an evacuation, if needed. 
7. Promptly jot down as many details as you can remember. This information will be 

needed for police interviews. 
8. Do not discuss the threat with other staff or visitors. 
9. Be guided by the staff and police department. If evacuation is ordered, proceed to 

one of the areas designated in the evacuation plan at the end of this document. 
 
Letter/Parcel/Object 
 

1. Be calm. 
2. Keep everyone from handling it or going near it. 
3. When notified, find out location, number of people involved, and if outside 

emergency services have been called. 
4. Call Executive Director (x25) or Shop (x27) to have an administrative person 

come to you. 
5. Administrative staff will call police and give the location. 
6. Promptly write down everything you can remember about receiving the letter or 

parcel or finding the object. The information will be needed for the police 
interviews. 

7. Be guided by the police department. If evacuation is ordered, proceed to one of 
the areas designated in the evacuation plan at the end of this document. 
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Chemical Spills & Fires 
 
All chemical spills and fires, no matter how small, must be reported to the fire 
department. 
 
Spill 

1. If toxic chemicals come in contact with your skin immediately flush the affected 
area with clear water. 

2. When you notify the administrative staff, pass along the location and number of 
people involved. 

3. A staff person will determine what additional outside assistance or other services 
are needed. Call if necessary and render the minimum first aid. 

4. If there is danger present, evacuate to the areas designated in the evacuation plan 
at the end of this document. 

 
Fire 

1. Remain calm. 
2. Evacuate to the areas designated in the evacuation plan at the end of this 

document. 
a. Never allow the fire to come between you and the exit. 

3. See fire section. 
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Disturbed Visitor 
 

1. Remain calm. 
2. Remember: Self preservation before historic preservation! 
3. Call Executive Director (x25) or Shop (x27) if possible and pass along the 

location and number of people involved. 
4. Staff will go to the location of the emergency. 
5. Do not argue with the person. Evacuate visitors and staff from troubled person 

and area. 
6. A staff person will determine what outside assistance or other services needed. 

Call if directed by administrative staff. 
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Electrical Power Loss 
 

1. Remain calm. 
2. If you are in an unlighted area, proceed cautiously to an area with window light. 

Emergency flashlights are located in the cabinets next to the phone at the Pope-
Leighey House. 

3. Be mindful of public safety and the security of the collection. You can give tours 
however you should not allow visitors to go into darkened areas. Staff should 
assist guides and visitors if needed. 

4. Call Maintenance at 703-780-4000 (x30) from the Pope-Leighey phone. Staff will 
then call Dominion Power at 703-455-4408 

5. If the power is to be off for half a day or more, the museum must close. 
6. Stand by for instructions from staff and if instructed, go to the areas designated in 

the evacuation plan at the end of this document. 
 
Woodlawn and Pope-Leighey are on different electrical grids. Therefore, a power outage 
at Woodlawn does not mean power is out at Pope-Leighey. 
 
 
 



Cyclical Maintenance Plan for Frank Lloyd Wright’s Pope-Leighey House  109 
 

Explosions 
 
Chemical accidents, leaking gas, faulty boilers or even bombs or falling aircraft could be 
the cause of life threatening explosions. 
 

1. Remain calm. 
2. Be prepared for possible further explosions. 
3. Crawl under a table or desk. 
4. Stay away from windows, mirrors, overhead fixtures, filing cabinets, bookcases 

and electrical equipment. 
5. Staff will go to problem area to determine what outside services are needed. Call 

if necessary. 
6. If evacuation is ordered, proceed to the areas designated in the evacuation plan at 

the end of this document. 
7. If fire is involved, see fire procedures. 
8. Staff will direct emergency services to the incident location. 
9. Be prepared to shut off building power (see power shut-off list). 
10. Do not move seriously injured persons unless they are in obvious immediate 

danger. 
11. Open doors carefully. Watch for falling objects. 
12. Do not use matches or lighters. 
13. Avoid using telephones except for emergency calls. 
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Fire 
 
Woodlawn and Pope-Leighey have never had a fire which caused monetary loss. There is 
no reason for us to ever have such a fire if we continue to promote fire prevention, report 
all hazards to the staff, and continue to educate ourselves on all aspects of fire prevention. 
A fire hydrant location map is included at the end of this document. If a fire occurs: 
 

1. Remain calm.  
2. Remember: Self preservation before historic preservation! 
3. If the fire is small, attempt to put it out with a fire extinguisher (see Fire 

Extinguisher location list). If you can not contain it, evacuate. 
4. Notify Executive Director (x25) or Shop (x27) giving your location and problem. 

a. All fires, no matter how small, must be reported to the fire department. 
5. Staff will call the fire department. 
6. If there is a fire, the staff will call on line 3 or 4 as Line 1 and 2 should be kept 

clear for emergency calls. In case of a power failure at Woodlawn, call from 
Pope-Leighey or the Woodlawn emergency phone located in the mailbox 
shelving. 

7. If electrical equipment is on fire, disconnect the item if it is safe to do so. Pull the 
plug or throw the circuit breaker. 

8. Do not break windows. Oxygen feeds fire. 
9. Do not open hot doors. Before opening any door touch it near the top. If the door 

is hot or smoke is visible, do not open the door. 
10. Do not put yourself at risk by trying to save personal items or museum collections 

objects. 
11. Evacuate your building and get all visitors outside (see employee evacuation 

procedure). Close the windows and doors if time allows. 
12. Never allow the fire to come between you and the exit. 
13. Watch all doors after people are out of the building. Allow only fire department 

personnel and staff to enter. 
14. DO NOT RESET the fire alarm panel or silence alarms until the fire department 

has arrived and checked out the building. This includes a false alarm. 
15. If there is a fire at Woodlawn, keep carriage circle drive clear as it is the 

designated staging area for the fire department vehicles. If there is a fire at Pope-
Leighey, please keep driveway and area immediately surrounding the house clear. 

16. Set up area security. Do not let anyone go down the drive as fire department 
vehicles may be coming up at a high rate of speed. 

17. Do not return to emergency areas until directed to do so by the staff or fire 
department. 

18. For more information on the collection and fire, see section “Salvage.” 
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Fire Extinguishers 
 

1. ABC – ordinary combustibles, flammable liquids, electrical equipment 
2. BC – flammable liquids, electrical equipment 
3. D – metals, we do not have this type on the site 

 
To use the fire extinguisher 

1. Pull ring out of handle. 
2. Squeeze handle 
3. Direct nozzle to base of fire 

 
Fire Extinguisher Locations 
see map of locations for Woodlawn and Pope-Leighey at the end of this document. 
 
Location            Type 
Woodlawn                      
Basement Room 8B (on stairs, in server room) ABC - 5 lb. 
  Room 7 (wall in well room) Water 
  Room 5 (in center hall room) ABC - 5 lb. 
  Room 3 (furnace room) BC - 30 lb. 
1st Floor Room 107 (museum shop) ABC - 5 lb. 

  
Room 102 (between reception room and 
parlor ABC - 5 lb. 

  Room 110 (southwest room) Water 
  Room 106 (kitchen) BC - 10 lb 

  
room 103 (next to carriage entrance, behind 
door in the basement stairwell) ABC - 5 lb. 

2nd Floor Room 220 (north wing, at top of stairs) ABC - 5 lb. 

  
Room 212 (in hallway before rooms 203 & 
213) - Northwest and East chambers ABC - 5 lb. 

  
Room 219 (in hallway before Rooms 
205&214)  - Southwest and East chambers ABC - 5 lb. 

Pope-Leighey    

  Kitchen 
ABC, BC - 
5lb 

  Office 
ABC, BC - 
5lb 

Maintenance Office 

  North Wall 
ABC,BC - 5 
lb 

  Vehicle Bay 
ABC,BC - 5 
lb 

Truck    
  Cab ABC - 5 lb. 
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False Alarm and Panel Reset 
 
If false fire alarm is sounded, you should follow the fire procedures. DO NOT RESET or 
silence the alarm until the fire department has arrived and checked out the building. Look 
for continuous fire/smoke or red indicator lights in ceiling smoke detectors. Once the 
building has been checked out and the source of alarm found, the staff will reset the 
system. 
 
To silence the alarm 

1. Press the digit “1” (reset alarm) on the “Silent Knight” touchpad, then press 
“Enter” 

2. Press “1,2,3,4,5” 
3. Proceed to the ADT touchpad and enter “ 1,2,3,4,5” 
4. Press “Reset” 
5. Press “Alarms” 

 
To clear the memory 

1. Press “1,2,3,4,5” 
2. Press “Clear Memory” 
3. Press “Enter” 
4. Press “1,2,3,4,5” 
5. Memory is now clear, “Normal” should show on the display screen. 
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Injuries and Illness 
 
Staff, Guides, or Volunteers 
 

1. Notify the Executive Director (x25) or Shop (x27) immediately. Give the location 
and the number of people involved. 

2. Staff will be dispatched to your area to determine what additional treatment or 
outside emergency services might be needed, and will call if necessary. 

3. Unless it is a life threatening situation, do not attempt to render any first aid 
yourself before staff or additional personnel arrive. Render minimum first aid if 
necessary. 

4. Do not attempt to move a person who has fallen and appears to be in pain. 
5. Avoid unnecessary conversation with, or about, the injured person. You might 

increase the person’s distress or fears and contribute to their medical shock. Just 
reassure the person. 

6. Direct emergency services to location if required. 
7. After the person’s needs have been taken care of and the incident is concluded, 

fill out an Accident/Illness Report. 
8. Assist the staff in filling out worker’s compensation or medical insurance forms if 

necessary. 
9. Leave the report in the Building Superintendents’ mailbox. 

 
Visitors 
 

1. Notify the Executive Director (x25) or Shop (x27) immediately. Give the location 
and the number of people involved. 

2. Staff will be dispatched to your area to determine what additional treatment or 
outside emergency services might be needed, and will call if necessary. 

3. Unless it is a life threatening situation, do not attempt to render any first aid 
yourself before staff or additional personnel arrive. Render minimum first aid if 
necessary. 

4. Secure the area for the privacy of the ill or injured person. Evacuate an area of the 
building if necessary. 

5. For minor injuries, a first aid kit is located in room 110 (southwest room) closet at 
Woodlawn and in the closet at Pope-Leighey. The first aid material should be 
applied by the injured person, parent, teacher, or guardian. 

6. Do not attempt to move a visitor who has fallen and appears to be in pain. 
7. Avoid unnecessary conversation with, or about, the injured person. You might 

increase the person’s distress or fears and contribute to their medical shock. Just 
re-assure the person. 

8. Do not discuss the possible cause of an accident or any conditions which may 
have contributed to the cause. 

9. Staff will direct the emergency services to the location. 
10. After the visitor’s needs have been taken care of and the incident is concluded, 

have them fill out the Accident/Illness Report and leave a copy in the Building 
Superintendent’s mailbox. 
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Power Shut-Off 
 
During a fire or water damage situation, you might have to shut off power to part of, 
or all of the buildings. 
 
At Woodlawn, go to the kitchen panel located in the basement of the house – Room 
8A (the room before the kitchen) closet, look at the electrical inventory and locate the 
area to be shut off. Push the appropriate circuit breaker switch to off position. Put a 
piece of tape and note over breaker switch so no one will put it back on until ready to 
do so. The other electrical panel boxes in the mansion are located in: 

 Room 3 (furnace room) 
 Room 9 (basement collections storage) 
 Room 10 (paper storage) 
 Room 4B (school program storage – north wall behind closet) 
 Room 211 (northwest room closet) 

 
The panel box in the maintenance office is located to the left of the tool chest. 
 
The panel box at Pope-Leighey is located in the furnace room to the right. 
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 Propane Gas Tank Shut-Off 
 
The only two buildings on the property that are heated by propane are the Pope-Leighey 
House and maintenance shop. The propane tank at Pope-Leighey is located in the wooded 
area directly in front of the entrance. The tank to the maintenance shop is located directly 
behind the garage.  
 
If there is a leak in the tank or valves: 

1. Evacuate the area 
2. Call the fire department 
3. Do not use open flame or electricity in the area. 

 
 
To shut off the gas: 
 

1. Lift cover on top of tank 
2. Turn valve clockwise until tight. 
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Salvage 
 
Emergency service personnel may remove objects from a building that is threatened. The 
museum staff will have to decide where to direct or bring objects once outside. A staff 
person, in cooperation with the fire chief, could direct fire personnel in a “salvage” 
operation. When the fire chief approves, staff members can continue inside salvage 
operation. 
 
In general, if Woodlawn is burning, clean objects can be brought to the Pope-Leighey 
House for safe keeping. Dirty materials or smoked objects should be brought to the 
maintenance shop. However, the salvage locations will depend upon the number and kind 
of objects. It is possible to salvage a small number of objects by removing them to 
another part of the building. If the number and kind of objects are large and damaged, it 
is preferable that they be brought to a part of the same building that is equipped with heat 
and security.  
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Services and Supplies 
 
Police Fairfax County - 911 

 Fairfax County Sheriffs Department – (703) 246-3227 

 State Police – (800) 572-4510, (703) 323-4500 

Power Dominion Power – (703) 455-4408 

Water Fort Belvoir – (703) 806-3109 

Telephone Verizon – (703) 954-6222 

Alarms Watch Guard of the Potomac, (703) 938-2400 

Architect Barbara Campagna, NTHP (202) 588-6261 

Electricians Truland (703) 524-4900, Emergency # (703) 516-2600 

Plumbers Griffin Plumbing (703) 780-5400 

Heating Fuel/ Services 
(Woodlawn) 

Griffith (703) 823-1400 

Heating Fuel/ Services (Pope-
Leighey, Grandview) 

Cambell’s (703) 780-6400 

Heat pump/Furnace Service 
(Pope-Leighey, Grandview) 

Cropp-Metcalfe (703) 941-8800 

Appliance Repair R.A. Dobson Emergency # (703) 241-0888 

Fridge/Freezer Nationwide Refrigeration (703) 534-6100 

Locksmith Cintron Safe and Lock Co. Emergency # (703) 768-2060 

Rental and Tents Rent-All Center (703) 780-8282 Emergency # (703) 360-2976 

Tree Removal Woodlawn Tree Service (703) 780-8040 
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Locations of Smoke/Heat Detectors and Alarms 
 
Smoke/Heat Detectors 
 
Woodlawn   
Basement Room 2 (men and woman’s public restrooms 
 Room 3 (furnace room) 
 Room 10 (paper storage - 3) 
 Room 9 (basement collections storage -2) 
 Room 4B (School Program Storage) 
 Room 4A (Kitchen) 
 Room 5 (center hall) 
 Room 5 (center hall closet) 
 Room 6 (pub) 
 Room 11 (program storage) 
 Room 7 (well room - 4) 
 Room 8A (beer/wine storage) 
 Room 8 B (server room) 
1st Floor Room 101&107 (museum shop- 2) 
 Room 101 (reception room - 2) 
 Room 102 (living room) 
 Room 108 (bedchamber) 
 Room 103 (center hall - 2) 
 Room 104 (parlor) 
 Room 109 (dining room) 
 Room 105 (underwood room - 2) 
 Room 106 (kitchen) 
 Room 110 (southwest room) 
2nd Floor Room 220 (hallway, north wing - 4) 
 Room 209 (office - 1st alert, battery powered) 
 Room 200 (office- 1st alert, battery powered) 
 Room 210 (office supply room office - 1st alert, battery powered) 
 Room 211 (office - 1st alert, battery powered) 
 Room 202 (north wing bathroom - 1st alert, battery powered) 
 Room 203 (northeast chamber) 
 Room 212 (northwest chamber) 
 Room 213 (center hall) 
 Room 204 (linen room) 
 Room 214 (southwest chamber) 
 Room 205 (southeast chamber) 
 Room 219 (south wing hallway - 3) 
 Room 206 (curatorial staging room - 1st alert, battery powered) 
 Room 207 (southeast curatorial storage - 1st alert, battery powered) 
 Room 208 (Lounge - 1st alert, battery powered) 
 Room 216 (Archives - 1st alert, battery powered) 
 Room 217 (office - 1st alert, battery powered) 
 Room 218 (bathroom - 1st alert, battery powered) 
Attic South center an north ceiling 
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Pope-Leighey   
 Living Room 
 Dining Room 
 Sanctum 
 Hallway 
 Master Bedroom 
 Children's Room 

 
 
 
Alarms 
 
Woodlawn   
Basement Room 3, south wall (furnace room) 
 Room 5 south wall (center hall) 
 Room 8A, north wall (beer/wine storage) 
1st floor  Room 101 & 107 (museum shop) 
 Room 110 above double doors (southwest room) 
 Room 220 beam in middle (north wing) 
 Room 219 beam in middle (south wing) 
Attic Center section, on overhead beam 
 
 
Pope-Leighey   
 Entrance hallway 
 Living room 
 Master bedroom 
 Children’s bedroom 
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Weather Emergencies 
 
Violent storms of thunder and lightning, heavy rain, hurricanes, snow, or tornados may 
occur. 
 
During Museum Hours – Weekday 

1. Remain calm. 
2. Close any open doors and windows. 
3. Stay away from glass doors and windows. 
4. Watch visitors for security problems. 
5. Do not give tours, only answer questions from visitors. Continue watching the 

visitors. 
5. If fire alarm goes off, evacuate to the areas designated in the evacuation plan at 

the end of this document. 
6. If power goes off at Woodlawn, use the emergency phone located in the mailbox 

shelving. 
7. The Executive Director will make the final decision to close early. 

 
During Museum Hours – Weekend 
 
The Executive Director will decide if the museum is closed or open by 8:00 am, at which 
time the weekend supervisor will be notified. The weekend supervisor will then call the 
guides on the schedule for that day. 
 
Hurricanes 

 Clean gutters and drains, if time allows. 
 Close exterior and interior shutters at Woodlawn. 
 Place all outside objects indoors. 
 Secure computer and telephone systems and terminals. 
 Remove all fragile, breakable, and small objects and return to collections storage. 
 Assign a communications captain. 

 
Snow 

 Plow drive and parking lots. 
 Shovel and sand pathways to and around Woodlawn and Pope-Leighey. NEVER 

use salt on or near brick. 
 
Tornados 

 Close exterior and interior shutters at Woodlawn, if time allows. 
 Place all outside objects indoors, if time allows. 
 At Woodlawn, move to basement for protection. At Pope-Leighey, lay on the 

floor away from windows. 
 Put all fragile, breakable, and small objects and in to collections storage. 
 Secure computer and telephone systems and terminals. 
 Assign a communications captain. 
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IMPORTANT! 
 

PROPER INTRUSION PROTECTION 
For proper intrusion coverage, sensors should be located at every possible point of 
entry to a home or commercial premises. This would include any skylights that may 
be present, and the upper windows in a multi-level building. 
In addition, we recommend that radio backup be used in a security system so that 
alarm signals can still be sent to the Central Monitoring Station in the event that the 
telephone lines are out of order (alarm signals are normally sent over the phone 
lines). 
 

EARLY WARNING FIRE DETECTION 
Early warning fire detection is important in a home. Smoke and heat detectors have 
played a key role in reducing fire deaths in the United States. With regard to the 
number and placement of smoke/heat detectors, we subscribe to the 
recommendations contained in the National Fire Protection Association's National 
Fire Alarm Code (NFPA 72). These recommendations can be found on page 47 of 
this manual.  

 

SYSTEM COMPATIBILITY NOTICE 
Your Honeywell security system is designed for use with devices manufactured or 
approved by Honeywell for use with your security system. Your Honeywell security 
system is not designed for use with any device that may be attached to your 
security system's keypad or other communicating bus if Honeywell has not 
approved such device for use with your security system. Use of any such 
unauthorized device may cause damage or compromise the performance of your 
security system and affect the validity of your Honeywell limited warranty. When you 
purchase devices that have been manufactured or approved by Honeywell, you 
acquire the assurance that these devices have been thoroughly tested to ensure 
optimum performance when used with your Honeywell security system. 

 

About This Manual 
This manual is a step-by-step guide that will acquaint you with the system's features 
and benefits. It defines the components and their functions, describes their 
operation, and provides clear step-by-step instructions for normal and emergency 
procedures.  Keep this manual in a convenient place so that you can refer to it as 
necessary. 
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System Overview 
Introduction 

Congratulations on your ownership of a Honeywell Security System. You've made a 
wise decision in choosing it, for it represents the latest in security protection 
technology today. This system provides:  
 • Three forms of protection: burglary, fire* and emergency 
 • At least one keypad which provides control of system and displays system status 
 • Various sensors for perimeter and interior burglary protection 
 • Smoke or combustion detectors* designed to provide early warning in case of fire. 
Your system may also have been programmed to automatically send alarm or status 
messages over the phone lines to a Central Monitoring Station. 
* Commercial installations and some residential systems may not include fire 
protection – check with your installer. 
 

NOTE: Features and procedures described in this manual apply to the 
VISTA-20P/VISTA-20PSIA (VISTA-20P series) and VISTA-15P/VISTA-15PSIA 
(VISTA-15P series) security systems. Differences are noted where applicable. 

System Basics 
Burglary Protection 
 • Several modes of burglary protection: Stay, Night-Stay, Away, Instant, Maximum. 
  STAY: arms perimeter zones only and entry delay is on 
  INSTANT: same as STAY, except entry delay is off 
  NIGHT-STAY: arms perimeter zones and selected interior zones; entry delay on 
  AWAY: arms perimeter and all interior zones, entry delay is on 
  MAXIMUM: same as AWAY, except entry delay is off 
 • You can BYPASS selected zones while leaving the rest of the system armed.  
 • CHIME mode alerts you to the opening of protected doors and windows while the 

system is disarmed. 
 

Fire Protection  
 • Fire protection is always active (if installed) and an alarm sounds if a fire 

condition is detected  
 • If necessary, you can manually initiate a fire alarm using the keypad (if 

programmed).  
 • Refer to the Fire Alarm System section for information regarding fire protection, 

smoke detectors and planning emergency exit routes. 
 

Security Codes 
 • You were assigned a 4-digit security code during system installation.  
 • Use your security code when arming and disarming the system, and when 

performing other system functions.  
 • Other users can be assigned different security codes, each with different 

authority levels, which define the system functions a particular user can perform.  
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System Overview (cont’d) 
 

Zones and Partitions  
 • The system sensing devices have been assigned to various “zones,” which are 

specific areas of protection (e.g., front door, kitchen window, etc.).  
 • Zone numbers are displayed at the keypad when an alarm or trouble condition 

occurs on a sensor. 
 • Partitions (VISTA-20P Series) provide two independent areas of protection, with 

each partition containing a group of zones that can be armed and disarmed 
without affecting other zones or users. 

 • Partitioned systems (VISTA-20P Series) can include a common zone area, which 
is an area shared by users of both partitions (such as a lobby in a building). 

Arming, Step-Arming and Disarming Burglary Protection 
 • The system must be armed before the burglary protection can sense intrusions. 
 • To arm your system, enter your user code followed by the desired arming key. 
 • If programmed, you can press the [#] key in place of your user code when arming 

the system (e.g., instead of entering your 4-digit user code + [3-STAY] to arm the 
system in STAY mode, you can press [#] + [3-STAY]). 

 • You can also use the step-arming feature if programmed, to arm the system. This 
is a function key that allows you to arm the system in one of three modes by 
simply pressing the key repeatedly. 

 • To disarm the system, enter your user code then press the [OFF] key. 
Alarms 
 • When an alarm occurs, both the keypad and external sounders sound, and the 

keypad displays the zone(s) causing the alarm.  
 • If your system is connected to a Central Monitoring Station, an alarm message is 

also sent. (Delayed Reporting Note: Message reporting is delayed 30 seconds 
by default to reduce false alarms. If desired, this delay can be removed or can be 
increased to 45 seconds. See your installer if you want the delay time changed.) 

 • To stop the alarm sounding, simply disarm the system. 
Memory of Alarm  
 • When an alarm condition occurs, the keypad displays the number(s) of the 

zone(s) that caused the problem, and displays the type of alarm.  
 • The message remains displayed even after disarming the system, but can be 

cleared with another “off” sequence. 

Phone Access 
 • If included, a phone module permits you to access the system via a touch-tone 

phone, either on-premises or by call-in when away.  
 • When you call in, the phone module announces system status over the telephone, 

and you can arm/disarm the system and perform most function commands 
remotely using the telephone keys. 

 • Complete information for using these features is provided with the voice module. 
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System Overview (cont’d) 
 

Function Keys 
 • The “A,” “B,” “C,” and “D” keys can be programmed to perform various functions. 
  • Functions include: activate a panic alarm, arm the system, provide step arming, 

switch lights on/off, send a message to a pager, display Time/Date, and start a 
programmed Macro sequence. 

 

Paging Feature 
 • If programmed, the system can automatically send certain system condition 

messages to up to four (VISTA-20P Series) or two (VISTA-15P Series) pagers.  
 • The pager displays code numbers identifying the type of condition that has occurred.  
 

Scheduling 
 • Your system can be programmed to automatically perform certain functions (e.g., 

arm the system) at a predetermined time each day. 
 

Using the Voice Message Center (if Voice Keypad is installed) 
Voice keypads feature a voice message 
center that lets you record and playback 
one message. 
• The message can be up to 2.5-minutes 

long 
• The message remains in memory until 

a new message is recorded.  
• The volume control is adjustable. 
• Refer to the procedures below when 

using the Message Center functions. 

1 OFF

4 MAX

7 INSTANT

READY

2 AWAY

5 TEST

8 CODE

0

3 STAY

6 BYPASS

9 CHIME

#

ARMED

READY

61
60

V-
00

3-
V0

MESSAGE

MIC

SPEAKER LCD
DISPLAY

FUNCTION
KEYS

MICROPHONE

LEDs

RECORD VOLUME PLAY

STATUS VOICE FUNCTION

 
 

Message Center Functions 
To… Press these keys… Notes… 
record a 
message 

#        

FUNCTION
 + 

0       

VOICE
 + 

1   OFF

RECORD
  

The red MESSAGE LED lights. 
Message remains in memory until a 
new message is recorded. 

end 
recording 

1   OFF

RECORD
  

The red MESSAGE LED flashes, 
indicating message waiting. 

play a 
message 

#        

FUNCTION
 + 

0       

VOICE
 + 

3   STAY

PLAY
  

The recorded message plays and the 
red MESSAGE LED turns off.  

adjust the 
volume 

#        

FUNCTION
 + 

0       

VOICE
 + 

2   AWAY

VOLUME
 , then press 

volume key [3] ↑ (up) or [6] ↓ (down) 

Adjusting message volume also 
adjusts status volume. Volume 
cannot be adjusted while playing. 
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About The Keypads 
 

General Information 
Your keypads allow you to control all system functions and feature the following: 
• A telephone style (digital) keypad 
• Liquid Crystal Displays (LCD) that show the nature and location of all occurrences 
• Built-in sounder that sounds during alarms and troubles. The sounder also "beeps" 

during certain system functions and also when depressing any of the keys (to 
acknowledge the key press). 

• Backlighting of the LCD display windows. Backlighting turns on when any key is 
pressed or when entering the premises through any assigned entry/exit door. This 
feature is helpful when a keypad is located in a dimly lit area.  

• Some keypads have a voice feature that announces the nature and location of all 
system occurrences. Voice keypads also announce any faulted entry/exit or 
perimeter zone when Chime mode is on. Ask your installer if this option has been 
programmed for your system. 

 

 IMPORTANT: If the keypad beeps rapidly upon entering the premises, it indicates that an 
alarm has occurred during your absence and an intruder may still be on the premises. 
LEAVE IMMEDIATELY and CONTACT THE POLICE from a nearby safe location.  

 

 
Alpha Display 2-line alpha display keypads feature a 2-line, 32-character 

alphanumeric LCD that displays system messages in friendly 
English. These keypads can also be programmed with custom 
zone descriptors.  

 
Fixed-Word Display Fixed-Word display keypads are functionally identical to 

Alpha display keypads, but the LCD display uses pre-
designated words to identify the nature and location of 
occurrences.  
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About The Keypads (cont’d) 
 
 
 

1 OFF

4 MAX

7 INSTANT

READY

2 AWAY

5 TEST

8 CODE

0

3 STAY

6BYPASS

9CHIME

#

ARMED

READY

61
50

-0
0-

00
1-

V
0

 
 

Standard Fixed-Word Display Keypad 
 

1 OFF

4 MAX

7 INSTANT

READY

2 AWAY

5 TEST

8 CODE

0

3 STAY

6 BYPASS

9 CHIME

#

ARMED

READY

61
60

-0
0-

00
1-

V0

 
 

Standard Alpha Display Keypad 

 
 
 
 

1 OFF

4 MAX

7 INSTANT

READY

2 AWAY

5 TEST

8 CODE

0

3 STAY

6 BYPASS

9 CHIME

#

ARMED

READY

61
60

V-
00

-0
06

-V
0

MESSAGE

MIC

RECORD VOLUME PLAY

STATUS VOICE FUNCTION

 
 

Voice-Capable Alpha Display Keypad 
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About The Keypads (Cont’d) 
 

FIXED-WORD DISPLAY KEYPAD 
 AWAY:  All burglary zones, interior and 

perimeter, are armed. 
 STAY:  Perimeter burglary zones, such as 

protected windows and doors, are 
armed. 

NIGHT-STAY:  When specific interior zones are 
armed and all others bypassed, 
the NIGHT and STAY indicators 
are both on. 

 INSTANT:  Entry delay is turned off:  
  Lit with STAY = Instant mode  

Lit with AWAY = Maximum mode 

 

ALARM
FIRE

AWAY
BYPASS
STAY

CHECK    INSTANT    CANCELED

NIGHT NO AC

NOT READY
CHIME   BAT

PHONE TEST

6150disp 
FIXED-WORD DISPLAY 

 

 BYPASS:  This appears when one or more burglary protection zones have been 
bypassed. 

 NOT READY: Appears when burglary portion of the system is not ready for arming (due 
to open protection zones). The system is ready to arm when this message 
disappears and the READY indicator light comes on. 

 NO AC:  Appears when AC power has been cut off. System is operating on backup 
battery power. 

 AC:  Appears when AC power is present. 
 CHIME:  Appears when the chime feature is activated. 
 BAT:  Low battery condition in a wireless sensor (if zone number displayed) or 

low system battery (if no zone number displayed). 
 ALARM:  Appears when an intrusion has been detected and the system is armed 

(also appears during a fire alarm or audible emergency alarm). 
Accompanied by the protection zone in alarm. 

 CHECK:  Appears when a malfunction is discovered in the system at any time, or if 
an open is detected in a fire zone at any time, or a fault in a DAY/NIGHT 
burglary zone during a disarmed period. Accompanied by a display of 
zone number in trouble. 

 FIRE: Appears when a fire alarm is generated. Accompanied by a display of the 
zone in alarm. 

  A FIRE display also appears when a fire alarm is manually activated, 
accompanied by a display of the fire emergency key zone number. 

 CANCELED: Appears when an alarm has been silenced by the Code + OFF sequence 
and will remain on until another Code + OFF sequence is keyed. 
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Functions of the Keypads 
 

1 OFF

4 MAX

7 INSTANT

READY

2 AWAY

5 TEST

8 CODE

0

3 STAY

6 BYPASS

9 CHIME

#

ARMED

READY

61
60

V-
00

-0
07

-V
0

MESSAGE

MIC

RECORD VOLUME PLAY

STATUS VOICE FUNCTION

12 11

10

8
7

9

13

2 3 4

6

5

1

18

17

16

15

14

20

19

 
 

Voice-capable 2-line Alpha keypad 

(shown with flip-down front door removed) 
 

IMPORTANT!  
• Match the numerical callouts in the above graphic with the corresponding number on the 

following pages for a description of usage. 

• When entering codes and commands, sequential key depressions must be made within 4-5 
seconds of one another. If 4-5 seconds elapse without a key depression, the entry will be 
aborted and must be repeated from its beginning. Be sure to observe this precaution when 
performing any of the procedures in this manual. 

• If you make a mistake while entering a security code, stop, press the [✱] key, and then 
start over. If you stop in the middle while entering a code, and then immediately start 
the entry over, an erroneous code might be entered. 
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Functions of the Keypads (cont’d) 
 

NOTE: The functions printed directly on the 
keys indicate their primary purpose; the 
functions printed under some of the keys (shown 
in brackets under the respective key), indicate 
their alternate or secondary purpose. 
 

1. DISPLAY WINDOW  
 Alpha Display Keypads:  2-line, 32-

character Liquid Crystal Display (LCD) 
keypads that display protection point 
identification, system status, and 
messages.  

 Fixed-Word Display Keypads:  
 Display protection zone ID and system 

status messages using pre-designated 
words in the LCD display area. 

2. 1    OFF  Disarms burglary portion of 

the system, silences alarms and audible 
trouble indicators, and clears visual 
display after problem's correction. 
[RECORD] On Voice keypads, used in 
conjunction with the FUNCTION and 
VOICE keys to record up to a 2.5-
minute message. 

3. 2  AWAY  Arms the entire burglary 

system, perimeter and interior. 
[VOLUME] On Voice keypads, used in 
conjunction with the FUNCTION and 
desired volume control keys ↑ [3] or ↓ 
[6] to adjust the volume of a recorded 
message or voice system status.   

4. 3   STAY  Arms perimeter portion of 

burglary system only. Interior 
protection is not armed, allowing 
movement within premises without 
causing an alarm. If pressed twice in 
succession, arms system in Night-Stay 
mode. 

[PLAY] On Voice keypads, used in 
conjunction with the FUNCTION and 
VOICE keys to play the recorded 
message.    

[ ↑↑↑↑ ] On Voice keypads, used in 
conjunction with the FUNCTION and 
VOLUME keys to raise the message 
and voice system status volume.   

5. 4   MAX  Arms the entire burglary 

system, perimeter and interior, but 
without entry delay feature. Entering 
via an entry/exit door will cause an 
alarm. 

6. 5  TEST Tests the system and alarm 

sounder if disarmed. Refer to Testing 
The System section for test procedures. 

7. 6  BYPASS  Removes individual 

protection zones from being monitored 
by the system.  
[ ↓↓↓↓ ] On Voice keypads, used in 
conjunction with the FUNCTION and 
VOLUME keys to lower the message 
and voice system status volume. 

8. 7 INSTANT  Arms in manner similar to 

the STAY mode, but without the entry 
delay feature.  

 Entering via an entry/exit door will 
cause an alarm. 

9. 8  CODE  Used to assign additional user 

codes and attributes for other users of 
the system. 

10. 9 CHIME  Turns CHIME mode on and 

off. When on, the opening of windows or 
doors while the system is disarmed will 
sound 3 beeps at the keypad(s). 
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Functions of the Keypads (cont’d) 
 
 

11. #         This key can be used for "Quick 

Arming" of the system without use of a 
security code (if programmed). 

[FUNCTION] On Voice keypads, enables 
the desired voice or volume function. 

12. 0         

[VOICE] On Voice keypads, enables the 
RECORD, VOLUME and PLAY 
functions.  

13. ∗ READY  Used to display all open 

protection zones.  
[STATUS] On Voice keypads, a 
momentary press of the STATUS key 
annunciates the current system status. 
Pressing the STATUS key a second 
time annunciates and displays system 
and/or zone faults (if they exist).   

14. KEYS 0–9: Used to enter your security 
code(s) and to perform their associated 
system functions after the security code 
has been entered. 

 

15. MIC 
 On voice keypads, microphone for 

Message Center recordings.   

16. MESSAGE LED INDICATOR:  (RED) 
On Voice keypads, flashes red when 
message waiting or lights red (steady) 
when in record mode. 

17. READY LED INDICATOR: (GREEN) 
Lit when the system is ready to be 
armed (no faults present). While the 
system is disarmed, this indicator will 
go on and off as protection zones are 
closed and opened. 

18. ARMED LED INDICATOR: (RED) 
Lit when the system has been armed. 

19. FUNCTION KEYS: Keys A, B, C, D 
may have been programmed for a 
variety of functions, including panic 
(emergency) functions. For details, see 
the Function Keys section. 

20. INTERNAL SPEAKER: The built-in 
speaker mimics the alarm sounder 
during alarms, and will also "beep" 
during certain system functions. The 
speaker also provides voice playback for 
any recorded messages. 
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Entry/Exit Delays 
Entry Delay 

Entry Delays give you time to disarm the system when you re-enter through the 
designated entrance door. There are two entry delays (if programmed). The first is for 
your primary entrance and the second can be used for a secondary entrance, where a 
longer delay is required to walk to the keypad to disarm the system. 
 

You must disarm the system before the entry delay period ends, or an alarm will 
occur. The keypad beeps during the entry delay period, reminding you to disarm the 
system. The beeps stop when a code is entered, but will restart after about 15 seconds 
if an invalid code is entered. 
 

You can also arm the system with no entry delay at all by using the INSTANT or 
MAXIMUM arming modes. These modes provide greater security while on the 
premises or while away for extended periods of time.  

 

See your installer for your delay times. 
 

Partition 1____________________________________________________________________________  

Exit Delay:        seconds Entry Delay 1:       seconds 

  Entry Delay 2:       seconds 

NOTE: Entry/Exit times set for partition 1 also apply to the Common Zone of the VISTA-20P Series. 
 

Partition 2 (on VISTA-20P Series only)_______________________________________________  
Exit Delay:        seconds Entry Delay 1:       seconds 

       Entry Delay 2:       seconds 

Exit Delay 
Exit delay gives you time to leave through the designated exit door(s) without 
setting off an alarm. Exit delay begins immediately after arming your system in 
any arming mode and Alpha Display keypads display the message “You May Exit 
Now.” When “You may exit now” disappears, the system is fully armed. If 
programmed, a slow beeping will sound during the exit delay period until the last 
10 seconds, which then changes to fast beeping (alerting you to the end of exit 
delay). If you cannot leave within this delay time period, you should stop, disarm 
the system, and start over to avoid a false alarm.  
Exit Delay Restart (if programmed): If you wish to open the entry/exit door to let 
someone in after arming STAY, you can restart the exit time delay at any time – 
simply press the [✱] key, then let that person in. The system automatically rearms 
when the exit delay expires, thereby avoiding having to disarm the system and then 
rearm it again.  
Additionally, when the system is armed AWAY, reopening and closing the 
entry/exit door before exit delay time expires (e.g., re-entering to get a forgotten 
item), will reset the exit delay time once. 
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Entry/Exit Delays (cont’d) 
 

Exit Alarms 
 

Exit Error Conditions 
Whenever you arm the system, the exit delay begins. If an entry/exit door or interior 
zone is faulted before exit delay expires and remains faulted (e.g., exit door left open), 
the system sounds an alarm and starts the entry delay timer. If you disarm the 
system before the entry delay ends, the alarm sound stops and the message "ALARM 
CANCELED " or "CA" is displayed on the keypad, along with a zone number 
indicating the faulted zone. No message is sent to the Central Monitoring Station.   
 

To clear the exit error condition, the open zone must be made intact; to clear the 
display, enter your code plus OFF. 
 

If you do not disarm the system before the entry delay ends and the faulted zone 
remains open, the alarm sound continues and an "exit alarm" message is sent to the 
Central Monitoring Station (after the installer-programmed dial delay expires). The 
message "EXIT ALARM" or "EA" is displayed on the keypad, along with a zone 
number indicating the faulted zone. To stop the alarm, the system must be disarmed 
(your code plus OFF); to clear the display, enter your code plus OFF a second time. 
 

An “exit alarm” also results if an entry/exit door or interior zone is faulted within two 
minutes after the end of the exit delay. 
 

Your system may have been programmed for this feature to minimize false alarms sent to the Central Monitoring 

Station. Ask your installer if "Exit Alarm" is active in your system. If so, check this box.         

 

VISTA-20PSIA/VISTA-15PSIA: The Exit Error condition works the same as described above, 
except that in addition to the “EXIT ALARM” message, a “zone alarm” message is also sent to 
the Central Monitoring Station. In addition, if an entry/exit door or interior zone is faulted 
within two minutes after the end of the exit delay, a “Recent Closing” condition occurs instead of 
the “exit alarm.” Refer to the next paragraph for details. 
 

“Recent Closing” Condition (VISTA-20PSIA/VISTA-15PSIA only) 
A Recent Closing condition is similar to the Exit Error condition described above, but occurs if 
an entry/exit door or interior zone is faulted within two minutes after the initial exit delay 
expires. If you disarm the system within the two minutes, the alarm sound stops and the 
message "ALARM CANCELED " or "CA" is displayed on the keypad, along with a zone number 
indicating the faulted zone. No message is sent to the Central Monitoring Station. 
 

If you do not disarm the system within two minutes and the faulted zone remains open, the 
alarm sound continues and a “recent closing” and a “zone alarm” message is sent to the Central 
Monitoring Station (after the installer-programmed dial delay expires). The alarm message 
along with a faulted zone number  is displayed on the keypad. To stop the alarm, the system 
must be disarmed (your code plus OFF); to clear the display, enter your code plus OFF a second 
time. 
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Checking For Open Zones 
 

Using the [∗∗∗∗] Key to Display and Announce System Status 
Before arming your system, all protected doors, windows and other protection zones 
must be closed or bypassed; otherwise the keypad will display a "Not Ready" 
message.  
 
Use the READY key to display all faulted zones, making it easier for you to identify 
and secure any open zone. 
 

1. Press [✱] (do not enter code first) to display faulted 
zones. 

2. Secure or bypass the zones displayed. 
 The keypad’s READY indicator lights when all 

protection zones have been either closed or bypassed. 
3. Arm the system as desired. 

Alpha Display: 

DISARMED  
HIT ∗ FOR FAULTS 

 

Fixed-Word Display: 
Zone no. and “NOT READY” 

 

Voice Status: Voice keypads (if installed), can announce system status and faulted 
zones (up to 3 zone descriptors) if the Voice Status feature is turned on. 

 
To turn the Voice Status feature on/off:  #  +  0   +  2  +  4    

(also turns on Voice Chime mode; see Chime mode section) 
 

To announce Status: Press [#] FUNCTION + [0] VOICE + [∗] STATUS key. 
 (Announces current system status; e.g., “Disarmed Ready to 

Arm.”) 
 
To announce faults:  Press [#] FUNCTION + [0] VOICE + [∗] STATUS + [∗] again 

within 5 seconds of the first press. (Announces up to three 
faulted zones with their zone descriptors, if programmed.) 
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Arming the System 
 

STAY Mode: Arms Perimeter Only, Entry Delay On 
• Used when you want to arm the system with persons staying inside (or if you have 

pets that are moving throughout the premises). 
• The perimeter sensors are armed, but interior sensors are left disarmed. 
• Exit delay begins (you can leave through the entry/exit door, if desired). 
• An alarm sounds if any protected window or non-entry/exit door is opened. 
• You may otherwise move freely within the premises. 
• Persons entering later can enter through an entry/exit door, but they must disarm 

the system within the entry delay period to avoid sounding an alarm. 
NIGHT-STAY Mode: Arms Perimeter Only, Plus Selected Zones 

• Use NIGHT-STAY mode to provide increased security while staying inside. 
• Arms same as STAY mode, but also arms preselected interior sensors (programmed 

by your installer), while other interior sensors are left disarmed. 
• Persons entering later can enter through an entry/exit door but they must disarm 

the system and must not violate any of the programmed interior zones to avoid 
sounding an alarm. 

• IMPORTANT: When NIGHT-STAY mode is on, the selected interior zones are 
armed and cause an alarm if anyone enters those areas (e.g., waking in the middle 
of the night). To avoid sounding an alarm, you must disarm the system before any 
activity takes place in those interior zones. 

INSTANT Mode: Arms Perimeter Only, Entry Delay Off 
• Used when staying inside and do not expect anyone to use an entry/exit door. 
• Arms same as STAY mode. 
• An alarm sounds immediately if any protected perimeter window or any door is 

opened, including entry/exit doors. 
• IMPORTANT: Arming the system in this mode greatly increases the chance of 

false alarms. Use extreme care in selecting this mode of arming. 
AWAY Mode: Arms Entire System, Entry Delay On 

• Used when nobody will be staying inside (including pets). 
• The entire system (interior and perimeter) is armed. 
• Exit delay begins letting you leave through the entry/exit door. 
• An alarm sounds if a protected window or any door is opened, or if any movement 

is detected inside your premises. 
• You can re-enter through an entry/exit door, but you must disarm the system 

within the entry delay period to avoid sounding an alarm. 

MAXIMUM Mode: Arms Entire System, Entry Delay Off 
• Used when leaving the premises for extended periods (e.g., vacation). 
• Arms same as Away mode, but entry delay is off. 
• An alarm sounds same as Away mode, and sounds upon opening entry/exit doors. 
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Arming the System (cont’d) 
 

Arming Commands 
Before arming, close all perimeter doors and windows and make sure the Ready to Arm 
message is displayed. 

Mode Press these keys… Keypad Confirms By… 

STAY security code + 3  STAY   

 

• three beeps† 
• armed STAY message displayed 
• red ARMED indicator lights 

NIGHT-
STAY 

security code + 3  STAY  + 3  STAY  

 

• three beeps† 
• NIGHT-STAY message displayed 
• red ARMED indicator lights 

INSTANT security code + 7 INSTANT   

 

• three beeps† 
• armed STAY message displayed 
• red ARMED indicator lights  
Note that entry delay is turned off. 

AWAY security code + 2  AWAY  

 

 two beeps†, or, if programmed, beeping for 
duration of exit delay  
• armed AWAY message displayed 
• red ARMED indicator lights  
Leave the premises through an entry/exit 
door during the exit delay period to avoid 
causing an alarm. The keypad beeps 
rapidly during the last 10 seconds of the 
exit delay to warn you that it is ending. 

MAXIMUM security code + 4   MAX   • same as AWAY (described above) 
Note that entry delay is turned off. 

† Arming Ding: In addition to the keypad beeps, the external sounder emits a short “ding” sound after arming, if 
programmed to do so. The ding confirms that the system is armed, and may occur immediately after the command or be 
delayed (until arm/disarm report is sent or exit delay expires). Ask your installer about how this feature is set for your system. 
 

Quick Arming 
If "Quick Arming" was programmed by the installer, the [#] key can be pressed in place 
of the security code when arming the system in any of the arming modes (except Night-
Stay). However, the security code must always be used when manually 
disarming the system. 
 

Function Key Arming 
For any arming command, a function key may have also been programmed for your 
system. If so, you can press and hold the appropriate function key for 2 seconds to arm 
the system. See your installer for the designated functions (see Single Button 
Arming section). 
 

Refer to the Accessing Other Partitions section for information on multi-partition 
arming (VISTA-20P Series only). 

Appendix B

Cyclical Maintenance Plan for Frank Lloyd Wright's Pope-Leighey House 157



 
– 19 – 

Arming the System (cont’d) 
Single Button Arming 

The “A”, “B”, “C”, and/or “D” keys on your keypad may have been programmed for 
single-button arming. Note that while it is not necessary to use a security code for 
arming (by using the Quick Arm method described previously), a security code must 
always be used when manually disarming the system. 
 

If Single-Button Arming is programmed: 
• A function key has been assigned to a specific type of arming: STAY mode, 

NIGHT-STAY mode, AWAY mode, or STEP-ARMING (see Step-Arming 
paragraph). 

• You DO NOT need to enter your user code before pressing the function key but 
 you always need your user security code to DISARM the system. 

 

Before arming, close all perimeter doors and windows. 
1. Press and hold the assigned function key for 2 

seconds (no code is required). Function keys are 
shown below. 

321

654

987

#0* READY

INSTANT

OFF

CODE

AWAY

TEST

CHECK

STAY

BYPASS

A

B

C

D
ADT3000-007-V0

 

Alpha Display: 

DISARMED 
READY TO ARM 
 

Fixed-Word Display: Green LED lit 

  

2.  The keypad begins beeping and displays the 
armed message. The red ARMED indicator also 
lights.  

Alpha Display: 

ARMED***AWAY*** 
YOU MAY EXIT NOW 

 

Fixed-Word Display: AWAY 
 

Single Button “Step” Arming 
Single-Button “Step” arming may be programmed into one of the lettered keys (A, B, 
C, or D). Check with your installer to see if this has been done in your system. 
 

If Step-Arming is programmed: 
• The assigned key provides a choice of three levels of security. 
• The selected key can be pressed once, twice, or three times, increasing the level of 

security with each press, as follows 
 

Key 
 

First Press 
 

Second Press 
 

Third Press 
 

A, B, C, D Armed-STAY Armed NIGHT-STAY
(if programmed) 

Armed-AWAY 
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Keyswitch 
 

Using the Keyswitch 
Your system may be equipped with a keyswitch for use when arming and disarming. 
Red and green lights on the keyswitch plate indicate the status of your system as 
follows: 
Green Light: Lights when the system is disarmed and ready to be armed (no 

open zones). If the system is disarmed and the green light is off, it 
indicates the system is not ready (one or more zones are open). 

Red Light: Lights or flashes when system is armed in AWAY or STAY mode. 
See your installer for the meanings of the lit red light: 

 Lit Steady  = system armed AWAY or 

   system armed STAY and exit delay has expired 

 Flashing = system armed STAY and exit delay timer active  

 Rapid flashing = an alarm has occurred (memory of alarm). 

Before arming, close all perimeter doors and windows. 
 

To arm in the AWAY mode: 
 Turn the key to the right for 1/2 second and release. 

Keypads beep twice and the red indicator lights or 
flashes. 

To arm in the STAY mode: 
 Turn the key to the right and hold for longer than 1 

second, then release. Keypads beep three times and 
the red indicator lights or flashes. 

To disarm the system: 
 Turn the key to the right and release. The red light 

turns off 

GREEN RED
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Disarming and Silencing Alarms 
 

Using the [OFF] key 
The OFF key is used to disarm the system, silence alarm and trouble sounds, and 
clear alarm memories. 
 
IMPORTANT: If you return and the main burglary sounder is on, DO NOT 
ENTER, but CONTACT THE POLICE from a nearby safe location. 
If you return after an alarm has occurred and the main sounder has shut itself off, 
the keypad will beep rapidly upon your entering, indicating that an alarm 
has occurred during your absence.  
LEAVE AT ONCE, and CONTACT THE POLICE from a nearby safe location. 

 

1.              +  1    OFF  

 (Security Code) 
 The “READY” indicator light will be lit if all zones 

are secure, and the keypad will emit a single tone to 
confirm that the system is disarmed. 

 NOTE: If entry delay has started (you’ve opened the 
entry door), you do not need to press the OFF key – 
simply enter your security code. The system will 
disarm in about 15 seconds after the last digit of the 
code is entered. 

Alpha Display: 

∗∗∗∗DISARMED�∗∗∗∗ 

READY TO ARM 
 

Fixed-Word Display: READY  

  

2. To Silence a Burglary Alarm and Clear a Memory of Alarm 
 Enter your security code and press the OFF key to silence the alarm (or 

warning tones of a Memory of Alarm). 
 Note the zone in alarm on the keypad display, and correct the problem (close 

door, window, etc.). After correcting the problem, enter the security code plus 
OFF sequence again to clear the keypad’s Memory of Alarm display.  

 
3. To Silence a Fire Alarm and Clear a Memory of Alarm 

 Simply press the OFF key to silence the alarm. Then enter the security code 
plus OFF sequence twice to clear the keypad's Memory of Alarm display. See the 
Fire Alarm System section. 
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Bypassing Protection Zones 
 
Using the BYPASS Key 

Use this key when you want to arm your system with one or more zones 
intentionally unprotected. The system must be disarmed first. 
 

Vent Zones: Your system may have certain windows set as “vent” zones, which are 
automatically bypassed if left open when arming the system (you do not need to 
manually bypass them). However, if a vent zone window is closed after arming, it 
becomes protected and will cause an alarm if opened again while the system is 
armed. 
 
When bypassing zones: 
• The system must be disarmed before you can bypass zones. 
• Bypassed zones are unprotected and will not cause an alarm if violated. 
• The system will not allow fire zones to be bypassed. 
• Zones are automatically unbypassed when the system is disarmed. 
 

1.             + 6 BYPASS  + zone numbers (see below)

 (Security Code) 
 Enter the 2-digit zone number(s) for the zone(s) to be 

bypassed (e.g., 06, 10, 13, etc.). Single digit zone 
numbers must be preceded by a zero (e.g. 05, 06). 

Alpha Display: 

DISARMED  
HIT ∗ FOR FAULTS 
 

Fixed-Word Display:  
NOT READY 

  

2. When finished, the keypad will momentarily display a 
"Bypass" message for each bypassed zone number. 
Wait for all bypassed zones to be displayed. 

 Arm the system as usual. When armed, the arming 
message is displayed with “ZONE BYPASSED.” 

 To display bypassed zones prior to arming, enter 
your security code and press the [6] BYPASS key. 

Alpha Display: 

DISARMED BYPASS 
READY TO ARM 

 
Fixed-Word Display: BYPASS 
 

Alpha Display: 

ARMED: STAY 
ZONE BYPASSED 

 
Typical armed display after 
bypassing zones. 
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Bypassing Protection Zones (cont’d) 
 

Quick Bypass 
If programmed, "Quick Bypass" allows you to easily bypass all open (faulted) zones 
without having to enter zone numbers individually. This feature is useful if, for 
example, you routinely leave certain windows open when arming at night. 
 

1.               +   6 BYPASS   +  [#] 

 (Security Code) 
 In a few moments, all open zones will be displayed 

and automatically bypassed. Make sure that only 
those zones that you wish to leave unprotected are 
bypassed, and that there are no other zones 
unintentionally left open. 

Alpha Display: 

DISARMED - PRESS 
HIT ∗ FOR FAULTS 
 

Fixed-Word Display: NOT 
READY 

  

2. Wait for all bypassed zones to be displayed, then arm 
the system as desired. 

 
Ask your installer if "Quick Bypass" is active for your 

system, and if so, check here:       

Alpha Display: 

DISARMED BYPASS 
READY TO ARM 

 

Fixed-Word Display: BYPASS 
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Chime Mode 
 

Using the Chime Mode 
CHIME mode alerts you to the opening of a perimeter door or window while the 
system is disarmed.  
When Chime mode is activated: 
 • Three tones sound at the keypad whenever a perimeter door or window is opened.  
 • Interior zones do not produce a tone when they are faulted. 
 • Pressing the READY key will display the open protection points. 
 • Chime mode can be used only while the system is disarmed. 
 

To turn Chime Mode on: 

              +  9 CHIME  

 (Security Code) 
  The CHIME message will appear. Perimeter zones 

will cause a tone when faulted. 

Alpha Display: 

DISARMED CHIME 
READY TO ARM 

 

Fixed-Word Display: CHIME 

  

To turn Chime Mode off: 

              +  9 CHIME   

 (Security Code) 
The CHIME message will disappear. 

Alpha Display: 

∗∗∗∗DISARMED∗∗∗∗ 
READY TO ARM 

 

Fixed-Word Display: READY 

 

 

Using the Voice Chime 
 

Voice keypads have a feature that works in concert with the Chime Mode called Voice 
Chime. Voice chime provides a voice status annunciation, chime, and display when 
any faulted entry/exit or perimeter zone exists.  Ask your installer if this option has 
been enabled for your system.   
 
To turn Voice Chime Mode on or off:  #  +  0   +  2  +  4    

(normal Chime mode must be on first) 
 
When Voice Chime is on, faulted zones cause a voice status announcement, chime and display. 
When off, the sounder still provides chime if normal Chime mode is on. 
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Date and Time 
 

Viewing the Current Date and Time 
The system lets you view its time and date setting on an alpha keypad. 
 

             + [#] + [6] [3] 

(Security Code) 
OR,  
Press the function key (A, B, C, or D) for viewing 

current date and time, if programmed. 

Alpha Display: 

∗∗∗∗DISARMED∗∗∗∗ 
READY TO ARM 

 
 

  

A typical time/date display is shown.  
The display will remain on for about 30 seconds or until 

a key is pressed. 

TIME/DATE        SAT 
12:05AM_05/09/00 

 
 

 “A”  “B” “C” “D” 

                                    

If one of the above keys has been programmed for the date/time display feature, 
place a check mark in the box beneath that key. 

Setting the Date and Time 
You can set the time and date by doing the following: 

1.             +[#] +  [6] [3] 

 (Security Code) 

Alpha Display: 

∗∗∗∗DISARMED∗∗∗∗ 

READY TO ARM 
 

  

2. Press [∗] when the time/date is displayed.  
 A cursor appears under the first digit of the hour. 
 To move cursor ahead, press [∗]. To go back, press [#].
 • Enter the 2-digit hour setting. 
 • Enter the 2-digit minute setting. 
 • Press [1] for PM or [0] for AM. 
 • Enter the last two digits of the current year. 
 • Enter the 2-digit month setting. 
 • Enter the 2-digit day setting. 
3. To exit, press [∗] when cursor is at the last digit, or 

wait 30 seconds. 

TIME/DATE        SAT 
04:04PM 10/17/00 

Current time display 
 

TIME/DATE        SAT 
04:04P2000/10/17 

Time/date editing display 
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Panic Keys 
 
Using Panic Keys 

Your system may have been programmed to use special keys to manually activate 
emergency (panic) functions as follows: 

This Function Sends This Signal* With This Sounding… 
Silent Alarm silent alarm  no audible alarm; displays, “Press [∗] 

to show faults,” indicating that a 
silent alarm has been initiated. 

Audible Alarm audible alarm a loud, steady alarm at keypad(s) and 
at any external sounders that may be 
connected.  

Personal Alarm auxiliary alarm steady alarm sound at keypad(s), but 
not at external bells or sirens. 

Fire Alarm fire alarm  temporal (pulsing) sound at external 
bells and sirens. 

*All panic functions send signals to the Central Monitoring Station, if connected. 
 

 
To activate a Panic Function: 
Press and hold down for at least 2 seconds whichever 
lettered key on the keypad has been programmed for 
the desired emergency function. 
OR 
Press both keys of the assigned key pair at the same 
time. 

Normal Alpha Display: 

∗∗∗∗DISARMED∗∗∗∗ 
READY TO ARM 

 

Fixed-Word Display: READY 
 

Typical Panic Alpha Display: 

ALARM 96   ZONE 96 
 
 

Fixed-Word Display: 96 and ALARM 

 

1 OFF

4 MAX

7 INSTANT

READY

2 AWAY

5 TEST

8 CODE

0

3 STAY

6 BYPASS

9 CHIME

#

ARMED

READY

61
60

-0
0-

00
3-

V0

A

B

C

D

ZONE 95

ZONE 96

ZONE 99

 

PRESS BOTH KEYS
OF DESIRED PAIR
AT THE SAME TIME

4 MAX

7 INSTANT

2 AWAY

5 TEST

8 CODE

0

3 STAY

6 BYPASS

9 CHIME

#

ARMED

READY

61
60

-0
0-

00
4-

V
0

ZONE 95

ZONE 99

ZONE 96

1 OFF

READY

 
 

 Lettered Panic Keys Panic Key Pairs 
 

See your installer and use the chart provided in the Features Programmed in Your 
System section to note the functions that have been programmed for your system.  
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Macro Key Programming & Usage 
 

About Macro Keys 
The “A”, “B”, “C” or “D” keys can be used to automatically activate a series of 
commands of up to 16 keystrokes, if programmed for this function. These keystrokes, 
as a group, are called “macros” and are stored in the system's memory.  
 • Typical macro functions can include: 
  - Arming sequences: STAY, NIGHT-STAY, INSTANT, or AWAY 
  - Bypassing particular zone(s) 
  - Activating relay(s) for turning on (or off) lights, fans, etc. 
 • Up to four (VISTA-20P Series) or two (VISTA-15P Series) macros can be 

assigned – but no more than one macro to a key. 
 • Macros can be activated only by users with authority levels authorized to 

perform the macro’s function. 

NOTE: The installer must activate the desired function key (using *57 Function  
key Menu Mode) before macros can be assigned. 
 

See the chart at the back of this manual for the key(s) assigned for macros. 
 

1.             +  [#] + [6] + [6] 

 (Security Code)  
 

Alpha Display: 

∗∗∗∗DISARMED∗∗∗∗ 

READY TO ARM 
 

  

2. Enter the macro number (1-4 for VISTA-20P Series; 1-
2 for VISTA-15P Series) to be programmed at the 
“Select Macro?” prompt. Remember, only one macro 
can be assigned to each key. 

SELECT MACRO 
1-4 0 

 
  

3. If a macro has been previously defined, the keystrokes 
are shown on the bottom line of the display; otherwise 
the display is blank. 

 To exit this mode (and keep the existing macro 
definition), press any key except the [∗] key. The 
system returns to normal mode. 

 To define a macro for the selected key, press [∗] and 
continue with the next prompt. 

MACRO DISPLAY 
 

 

  

 Enter the first of the series of desired commands, (do 
not include your user code), then press/hold the “D” key 
for at least two seconds to complete the first command. 
This key terminates each command, and appears as an 
“F” in the keypad display. 

MACRO PGM 
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Macro Key Programming & Usage (cont’d) 
 

 The keypad beeps to acknowledge your input and displays the command you 
entered (followed by “F”). 

4. Enter the next command, followed by press/holding the “D” key for at least two 
seconds. The keypad beeps and displays the keystrokes entered so far. 

5. Repeat until the all the desired commands (up to 16 characters including the “F”s) 
have been entered. 

 Be sure to check your keystrokes before continuing. If you made a mistake, you 
must start over. 

6. To exit, press/hold the “D” key for at least two seconds. The display returns to 
system status and indicates system is ready. 

 

Example of Macro Programming 
Suppose you want to (1) bypass the two upstairs window 
zones, then (2) turn on an exterior light, and then (3) arm 
the security system in the AWAY mode. The procedures 
in the table that follows show you how you would 
program this macro: 

Typical Macro Alpha Display: 

MACRO PGM 
60203F#701F2F 

 
 

Function Keystrokes Required Keypad Display 

1.  Bypass zones 02 & 03 Press BYPASS [6] key, then  
2-digit zone numbers 02 & 03. 

6 0 2 0 3  

2.  Insert terminator Press the “D” key for at least 2 seconds. 6 0 2 0 3 F  
3.  Turn light on  
      (device 01) 

Press [#] and 7 key for “device ON”, and 
[01] key for selecting device 1. 

6 0 2 0 3 F # 7 0 1  

4.  Insert terminator Press the “D” key for at least 2 seconds. 6 0 2 0 3 F # 7 0 1 F  
5.  Arm system AWAY  Press AWAY [2] key. 6 0 2 0 3 F # 7 0 1 F 2  
6.  Insert terminator Press the “D” key for at least 2 seconds. 6 0 2 0 3 F # 7 0 1 F 2 F  

 
Using a Programmed Macro Key 

 
  

∗∗∗∗DISARMED∗∗∗∗ 

READY TO ARM 
 

1. Press the Macro key programmed for the desired 
series of commands for at least 2 seconds. The “Enter 
User Code” prompt appears. The prompt remains 
displayed for up to 30 seconds. 

  

ENTER USER CODE 
∗ ∗ ∗ ∗ 

2. Enter your 4-digit user code.  
 The programmed macro sequence begins 

automatically after the user code is entered. 
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Using Device Commands 
 

About Device Commands 
Your system may be set up so that it can control certain lights or other devices. 
 • Some devices may be automatically turned on or off by the system. 
 • You may be able to override automatically controlled devices using the 

commands described below. 
 • Some devices can be manually turned on or off using the commands described 

below. 
 • See your installer for a list of devices that may be set up for your system. A list 

of these devices is provided at the back of this manual for you to fill out.  
 
To Activate Devices: 

            +  [#] + [7] + 2-digit device number 

(Security Code)  
Devices associated with that device number activate. 
 
To Deactivate Devices: 

            +  [#] + [8] + 2-digit device number 

(Security Code)  
Devices associated with that device number deactivate. 

Alpha Display: 

∗∗∗∗DISARMED∗∗∗∗ 

READY TO ARM 
 

Fixed-Word Display: READY 
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Paging Feature 
 

About Automatic Paging 
Your system may be set up to automatically send messages to several pagers (4 pagers 
for VISTA-20P Series, 2 pagers for VISTA-15P Series) as certain conditions occur in 
your system. 
• The following events can be programmed by your installer to be sent to the pagers: 

arming and disarming†, alarms, and trouble conditions. (†  reports when 
arming/disarming from a keypad using a security code; auto-arming/disarming, 
arming with assigned button, and keyswitch arming do not send pager messages.) 

• You can also program the system to send an automatic pager message to alert you 
in the event that someone has not arrived home (disarmed the system) within a 
defined period of time (see the Scheduling section for details on programming a 
“latch key report”). 

• Your installer programs the pager phone numbers and reporting events. 
• The pager message consists of a 7-digit system status code that indicates the type of 

condition that has occurred. 
• An optional, predefined 16-digit character string can precede the 7-digit system 

status code; these characters can consist of a PIN no., subscriber account no., or any 
additional data that you may wish to have sent to the pager. 

• The pager display format is as follows: 
 Optional 16 digits 3-digit Event Code 

   

AAAAAAAAAAAAAAAA – BBB – CCCC  1-digit Partition No. + 3-digit Zone No. or User No. 
 

A = B = C = 
Optional 16-digits for 
Account numbers, 
PIN numbers, or any 
other data; 
programmed by the 
installer, if required. 

A 3-digit code that 
describes the event 
that has occurred 
in your system 
(see for event 
codes table below) 

A 1-digit Partition number plus a 3-digit Zone or User 
number, depending on the type of event that has 
occurred, where: 
• alarms and troubles display zone number 
• arming/disarming (opens/closes) display user number 

 

The 3-digit Event Codes (BBB) that can be displayed are: 
911 = 811 = 101 = 102 = 
Alarms. 

The 4-digit number 
(CCCC) following this 
code is the partition no. 
and zone no. that 
caused the alarm. 

Troubles. 
The 4-digit number 
(CCCC) following this 
code is the partition no. 
and zone no. that 
caused the trouble. 

Open 
(system disarmed). 

The 4-digit number 
(CCCC) that follows 
this code is the 
partition no. and user 
no. that disarmed the 
system. 

Close 
(system armed). 

The 4-digit number 
(CCCC) that follows 
this code is the 
partition no. and user 
no. that armed the 
system. 

 

Examples of typical 7-digit pager displays follow. 

Ex. 1.  9 1 1 – 1 0 0 4   = Reporting of an alarm (911) caused by a fault on zone 4 on Partition 1 (1004). 

Ex. 2.  1 0 2 – 2 0 0 5   = Reporting of a closing–system arming (102)– by user 5 in Partition 2 (2005). 
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Paging Feature (cont’d) 
 

About Manual Paging 
Your system may be set up so you can manually send a message to up to four (VISTA-
20P Series) or two (VISTA-15P Series) pagers. 
 • Your installer programs the paging function key and the pager phone numbers. 
 • Pressing the paging keys sends the message  9 9 9 – 9 9 9 9   to the selected pager.  

 •  This message could mean “call home”, “call your office”, or any other prearranged 
meaning. 

 • See the Paging chart at the back of this manual for details of the paging setup for 
your system. 

 
1. Press and hold the programmed Paging Key for at 

least 2 seconds (wait for beep), then press the pager 
number* (1-4) representing the pager intended to 
receive the message. 

2. The recipient, on seeing the 999–9999 message, will 
understand the prearranged meaning of this signal. 

* If no number is pressed, the message is sent to pager 1. 

Alpha Display: 

∗∗∗∗DISARMED∗∗∗∗ 

READY TO ARM 
 

Fixed-Word Display: READY 
 

999-9999 
Pager Display 

 
Latch Key Paging 

You can program a schedule that causes a pager report to be sent if the system is not 
DISARMED by the scheduled time (see Scheduling section, event “03”). For example, 
a working parent might want a message to be sent to a pager if their child did not 
arrive home from school and disarm the system by a certain time. 
If programmed, the message that is sent is:  7 7 7 – 7 7 7 7  .  
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Security Codes & Authority Levels 
 

About Security Codes 
Your installer assigned a master code that is used to perform all system functions. 
In addition, you can assign different security codes for use by other users (VISTA-20P 
Series provides 47 additional codes; VISTA-15P Series provides 31 additional codes). 
• Only the System Master and Partition Master can assign user codes to users. 
• Users are identified by 2-digit user numbers and are pre-assigned to either 

partition 1 or partition 2 (VISTA-20P Series). 
• Only the Installer or System Master can change user partitions.  
• In addition to a security code, each user is assigned various system attributes. 
• User codes can be used interchangeably within a partition when performing system 

functions (a system armed with one user's code can be disarmed by another user's 
code), with the exception of the Guest code Arm Only code described below. 

• User code programming involves these steps:  
 1. Choose a user number from the set of users assigned to the partition in which 

the user will be operating, and assign a 4-digit security code. 
 2. Assign an authority level to that user. 
 3. Assign other attributes as necessary (see attributes on the next page). 
 

NOTE: The factory settings are designed to meet most normal user situations. 
Therefore, the only step you usually need to do when adding users is assign a user 
number (from the partition’s pre-assigned user numbers) and a security code. 

 

Authority Level Definitions 
Authority levels define the system functions a particular user can/cannot perform.  
Level Title Explanation  
N/A System Master Reserved for user 02; Can perform all system functions and assign  

(default = 1234) codes in both partitions; can change its own code as follows: 
 Master code + [8] + 02 + new master code + new master code again 

0  Standard User: Can only perform security functions in assigned partition.  
Cannot perform system functions reserved for the master user. 

1  Arm Only: Can only arm the system. Cannot disarm or do other functions. 

2  Guest: Can arm the system in assigned partitions, but cannot disarm the system 
unless the system was armed with this code. This code is typically assigned 
to someone (e.g., babysitter or cleaner) who has a need to arm/disarm the 
system only at certain times. The user of this code should not use the “Quick 
Arming” feature. 

3  Duress Code: Intended for use when you are forced to disarm or arm the system under 
threat. When used, the system will act normally, but can silently notify the 
Central Monitoring Station of your situation, if that service has been 
provided.  

4  Partition Master (VISTA-20P Series) Can do everything a standard user can do, and  
can assign user codes to users in their partition. 
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Security Codes & Authority Levels  (cont’d) 
 

How to Assign User Codes and Attributes 
The following lists the various command strings for adding user codes and attributes.  
Refer to the User Setup chart at the back of this manual for factory defaults of 
user attributes and to keep a record of user programming. 
NOTE: Partition Master codes (VISTA-20P Series only) apply only to those user numbers 
previously assigned (by the system master/installer) to the partition master’s partition. 
 

Add User Code:  System/Partition Master code + [8] + user no. + new user’s code 
 (Users 03/33 are preset  User 01 = installer User 03 = partition 1 master 
 to partition programmers,  User 02 = master User 33 = partition 2 master 
 but can be changed.) The Keypad beeps once to confirm that new user was added. 
 

Delete User Code:  System/Partition Master code + [8] + [user no.] + [#] [0] 
 The user code and all attributes* programmed for this user number, 

including any associated RF keys, are erased from the system.  
 (*except assigned partition) 
 

Authority Level:  System/Partition Master code + [8] + [user no.] + [#] [1]+ auth. level 
Factory Defaults: Authority Levels (see definitions on previous page): 
users 04-32/34-49 = 0 0 = standard user  3 = duress 
users 03/33 = 4 1 = arm only  4 = partition master (VISTA-20P Series 
 2 = guest only) 
 

Access Group: System/Partition Master Code + [8] + [user no.] + [#] [2]+ group (1-8) 
Factory Defaults:: none You can assign users to a group, then set an access schedule that 

defines the times this group of users can operate the system. The 
system ignores these users outside the scheduled times. 

 

User’s Partition: System Master Code + [8] + [user no.] + [#] [3] + [0] + partition(s) + [#]  
(VISTA-20P only) This command assigns the partitions the user can access. If more  
Factory Defaults: than one, enter partition numbers sequentially, then press [#] to end.
Part. 1 = users 03-32 E.g., master code + [8] + [user no.] + [#] [3] + [0] + [1] [2] + [#] gives 
Part. 2 = users 33-49 the user access to partitions 1 and 2 and the common partition. 
 Partition Entries: 1 = partition 1 and common 

  2 = partition 2 and common 
  3 = common partition only 
 

RF User Number: Master/Part. Prog. Code +  [8] + [user no.]  + [#] [4]+ zone no. 
Factory Defaults:: none Use this command to assign a wireless button device (keyfob) to this 

user (keyfob must be enrolled in system first; see installer). 
 Zone number:  enter the zone number assigned to a button on the 

keyfob that will be used for arming/disarming by this user. 
 

Pager On/Off: Master/Part. Prog. Code +  [8] + [user no.]  + [#] [5] + 0 or 1 
Factory Defaults: You can program a user so that a message is sent to a pager  
users 01-49 = 1 (on) whenever this code is used to arm or disarm the system. 
 Paging On/Off: 1 = allow paging; 0 = no paging for this user 
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Accessing Other Partitions (VISTA-20P)  
 

About Accessing Partitions 
(GOTO Command and Multi-Partition Arming) 
Each keypad is assigned a default partition for display purposes, and will show only 
that partition's information.  
 • If the user is authorized, a keypad in one partition can be used to perform 

system functions in the other partition by using the GOTO command. Refer to 
the GOTO section. 

 • If the user is authorized, that user can arm other partitions. Refer to the Multi-
Partition Arming section.  

The following table shows the relationship of the keypads in each partition when 
system is armed and disarmed.  

 
 

PARTITION 1 PARTITION 2 COMMON ZONE 
(LOBBY, etc.) 

 

Arming 
State 

Keypad 
Status 

Arming
 State 

Keypad  
Status 

Arming 
State 

Keypad  
Status 

Condition 1  Disarmed Partition 1  
Only 

Disarmed Partition 2  
Only 

Disarmed Common Zone 
Only 

Condition 2  Disarmed Partition 1 and 
Common Zone 

Armed Partition 2  
Only 

Disarmed Common Zone 
Only 

Condition 3  Armed Partition 1  
Only 

Disarmed Partition 2 and 
Common Zone 

Disarmed Common Zone 
Only 

Condition 4  Armed Partition 1  
Only 

Armed Partition 2  
Only 

Armed Common Zone 
Only 

 

When both partitions are disarmed, the keypad in each partition displays zone 
status for its partition only. The common zone keypad shows the status in that 
zone only. See Condition 1 above. 

When partition 1 is disarmed and partition 2 is armed, the keypad in partition 1 
shows the status of partition 1 and the common zone. Partition 2 will display the 
status of partition 2 only. See Condition 2 above. 

When partition 1 is armed and partition 2 is disarmed, the keypad in partition 1 
shows the status of partition 1 only. Partition 2 will display the status of partition 
2 and the common zone. See Condition 3 above. 

As long as any one of the two partitions is disarmed, the common zone will 
always be disarmed. The common zone will be armed only when both 
partition 1 and 2 are armed. See Condition 4 above. 
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Accessing Other Partitions (cont’d) 
 

Using the GoTo Command (VISTA-20P) 
If the user is authorized, a keypad in one partition can be used to perform system 
functions in the other partition by using the GOTO command. 
 • You must use an Alpha keypad to access another partition. 
 • Keypads automatically return to their original partition after 2 minutes with 

no keypad activity. 
 

1.             +  [∗] + partition number (0,1,2,3) 

 (Security Code)  
 0 = return to keypad’s original partition. 
 1 = partition 1; 2 = partition 2; 3 = common zone 
 The keypad beeps to confirm the partition change. 

Alpha Display: 

1 DISARMED 
READY TO ARM 
 

Fixed-Word Display: Green LED lit 
  

2. The keypad remains in the new partition until 
directed to go to another partition, or until it 
automatically returns to the original partition.  

 The active partition number is displayed in the 
upper left portion of screen, if the option is selected. 

Alpha Display: 

2 DISARMED 
READY TO ARM 

 

Fixed-Word Display: Green LED lit 
 

Multi-Partition Arming (VISTA-20P) 
Some users can be given Multi-Partition arming ability by being assigned to both 
partitions when programming user attributes.  
When attempting to arm multi-partitions: 
 • You must use an Alpha keypad. 
 • The system arms only if all partitions are “ready to arm.” 
 • If any partition is “not ready,” the system does not arm at all. 
 • You can use the GOTO command to bypass open zones before arming. 
 • If any partition is already armed when global arming is attempted, that 

partition remains in its existing armed state. 
 

            +  [0] + arm command (see list below) 

 (Security Code)  
 
Multi-Partition Arming Commands 
 2 = arms all partitions AWAY 
 3 = arms all partitions STAY 
 33 = arms all partitions NIGHT-STAY 
 4 = arms all partitions MAXIMUM 
 7 = arms all partitions INSTANT 
 1 = disarms all partitions 

Alpha Display: 

1 DISARMED 
READY TO ARM 
 

Fixed-Word Display: Green LED lit 
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Accessing Other Partitions (cont’d) 
 
Common Zone Operation (VISTA-20P) 

 
 

Ask your installer if a 
"common zone" was 
assigned. If so, check 

this box       

Your system may have been set up to use a common zone, which is 
an area shared by users of both partitions, such as a foyer or lobby. 
If so, please note the following: 

• The common zone will sound and report alarms only when both 
partitions are armed. If only one partition is armed, the system 
ignores faults on the common zone. 

• Either partition may arm its system if the common zone is 
faulted, but once armed, the other partition will not be able to 
arm unless the common zone is first bypassed or the fault is 
corrected. 

• Faults on the common zone are displayed on common partition 
keypads, and will also appear on another partition’s keypad when 
the alternate partition is armed. 

• Either partition can clear and restore the common zone after an 
alarm. 

• Entry/exit time for the common zone is the same as for partition 1.
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Scheduling 
 

About Scheduling 
The system provides end-user schedules (programmable by master/installer only), 
which can control various types of events.  
• Each schedule causes a defined event to start and stop (when appropriate) at a 

specified time.  
•  Schedules can be set to automatically repeat at various intervals. 
•  Schedules can be set for random starting, if desired.  
•  VISTA-20P Series provides up to 16 user schedules. 
•  VISTA-15P Series provides up to 4 user schedules. 

 

Creating Schedules Alpha Displays: 

1.             +  [#] + [6] [4] 

 (Master Code)  
1 DISARMED 
READY TO ARM 

  

2. Enter a 2-digit schedule number from:  
01-16 (VISTA-20P Series) or 01-04 (VISTA-15P Series)

 Press [∗] to continue. 

ENTER SCHED NO. 
00=QUIT  00 

  

3. Enter the desired 2-digit event number from the list: 
 00 = clear the scheduled event 
 01 = turn a programmed output on or off 

ENTER EVENT 
CLEAR EVENT 00 

 

  (see Using Device Commands section for a list of output device numbers 
used in your system) 

 02 = set a user access schedule for one or more users 
(see Security Codes section for an explanation of access groups) 

 03 = send a “latch-key” report to a pager if the system is not disarmed by a 
specified time; message sent is “777-7777.” 

 04 = automatically arm the system in STAY mode at a specified time 
 05 = automatically arm the system in AWAY mode at a specified time  
 06 = automatically disarm the system at a specified time  
 07 = Display the word “REMINDER” at a specified time (if selected, the keypad 

beeps every 30 seconds beginning when the word “REMINDER” is first 
displayed, and the display alternates with the normal keypad display about 
every 4-5 seconds. To stop the beeps and cancel the display once it starts, 
press any key). 

 Press [∗] to continue. 
  

4. For event number “01,” enter the output number 
associated with this schedule. 

 Otherwise, this prompt is skipped. 
 Press [∗] to continue to the “Start” prompt shown on 

the next page. 

RELAY NUMBER  
 00 
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Scheduling (cont’d) 
 

5. For event number “02,” enter the access group 
number. Otherwise, this prompt is skipped. 

 Press [∗] to continue to the “Start” prompt below. 

GROUP NUMBER 
 X 

  

6. For event numbers “03-07,” enter the partition 
number to be armed or disarmed. 

 0 = arm all; 1 = partition 1; 2 = partition 2;  
 3 = arm common 
 Otherwise, this prompt is skipped. 
 Press [∗] to continue to the “Start” prompt. 

PARTITION 
 X 

  

7. Enter the event’s start time and days of week. 
 Hour = 00-12; minute = 00-59 
 AM = 0; PM = 1 
 Days = Position the cursor under the desired days 

using the [∗] key to move forward, then press “1” to 
select the day. 

 Press [∗] to continue. 

START SMTWTFS 

HH:MMAM    1000000 

  

8. If applicable, enter the event’s stop time and days of 
week (applies only to event numbers 01, 02, and 03).

 Refer to step 7 for available entries. 
 Press [∗] to continue. 

STOP SMTWTFS 

HH:MMAM   1000000 

 
  

9. Enter the desired repeat option. 
 0 = no repeat 
 1 = repeat schedule weekly 
 2 = repeat schedule biweekly (every other week) 
 3 = repeat schedule every third week  
 4 = repeat schedule every fourth week 
 e.g., To make a schedule that happens everyday you 

would select all days with a repeat count of 1. To 
make a schedule that runs for one week then stops, 
select everyday with a repeat count of 0. 

REPEAT OPTION 
0-4 X 

  

10. For event number 01 (output on/off), select the 
randomize option, if desired. 

 0 = no; 1 = yes 
 If selected, the schedule times will vary within 60 

minutes of the “hour” time. For example, if a 
schedule is set to start at 6:15pm, it will do so the 
first time 6:15pm arrives, but on subsequent days it 
will start anytime between 6:00 and 6:59 p.m.  

 Press [∗] to continue. 

RANDOMIZE 
0=NO  1=YES X 
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Event Logging Procedures 
 

About Event Logging 
The system records various events in a history log, which can be viewed by the master 
user on an Alpha Display keypad.  
• The Event Log holds up to 100 (VISTA-20P Series) or 50 (VISTA-15P Series) events. 
• Events are displayed in chronological order, from most recent to oldest. 
• When the log is full, the oldest event is replaced by the logging of any new event. 
 

Viewing the Event Log 
 

1.              + [#] +  [6] + [0] 

 (Master Code)  

Alpha Displays: 

∗∗∗∗DISARMED∗∗∗∗ 

READY TO ARM 
 

  
2. The system displays the most recent event as follows:
 • event number 
 • type of event, identified by its corresponding code  
 (refer to the code table that follows) 
 • zone or user number (depending on type of event) 
 • partition in which event occurred 
 • time and date of the event’s occurrence. 
3. Pressing [∗] displays previous events (back in time). 
 Pressing [#] displays events forward in time. 
4. Exit the event log by pressing any key other than [∗] 

or [#]. 

001  E441 U001  P1 
12:34AM  01/02/00 

 
 

 

Understanding the Type of Event Displayed 
If the event code is preceded by an E (as in the above display), it means that the 
event is new and ongoing; if preceded by an R, it means the event has been restored. 
 

  

Code Definition 

110 Fire Alarm 

121 Duress 

122 Alarm, 24-hour Silent 

123 Alarm, 24-hour Audible  
 

 

Code Definition 

131 Alarm, Perimeter 

132 Alarm, Interior 

134 Alarm, Entry/Exit 

135 Alarm, Day/Night 
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Event Logging Procedures (cont’d) 
 

Code Definition 

143 Alarm, Expansion Module 

145 ECP Module cover tamper 

146 Silent Burglary 

150 Alarm, 24-Hour Auxiliary/Monitor 
zone 

162 Carbon Monoxide 

301 AC Power 

302 Low System Battery/Battery Test 
Fail 

305 System Reset (Log only) 

309 Battery Test Failure 

321 Bell/Siren Trouble 

333 Trouble, Expansion Mod. 
Supervision 

341 Trouble, ECP Cover Tamper 

344 RF Receiver Jam 

351 Telco Line Fault 

353 Long Range Radio Trouble 

373 Fire Loop Trouble 

374 Exit Error Alarm 

380 Global Trouble, Trouble 
Day/Night 

381 RF Supervision Trouble 

382 Supervision Auxiliary Wire Zone 

383 RF Sensor Tamper 

384 RF Sensor Low-battery 

393 Clean Me 

 
 

 

Code Definition 

401 Disarmed, Armed AWAY,  
Armed STAY 

403 Schedule Arm/Disarm AWAY 

406 Cancel by User 

407 Remote Arm/Disarm 
(Downloading) 

408 Quick Arm AWAY 

409 Keyswitch Arm/Disarm AWAY 

441 Disarmed/Armed 
STAY/INSTANT, 
Quick-Arm STAY/INSTANT 

442 Keyswitch Arm/Disarm STAY 

459 Recent Closing 

570 Bypass 

601 Manually Triggered Dialer Test 

602 Periodic Test  

606 AAV to Follow 

607 Walk Test Entered/Exited 

623 Event Log 80% Full 

625 Real-Time Clock was Changed 
(log only) 

627 Program Mode Entry (log only) 

628 Program Mode Exit (log only) 

642 Latch Key (log only) 

750 -789 Reserved for Configurable Zone 
Type report codes (check with 
central station when using these 
codes) 

 

NOTE: Ask your installer to explain the meaning of any code you do not understand. 
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Testing the System 
About Testing the System 

Using the Test mode allows each protection point to be checked for proper operation. 
Testing should be conducted weekly to ensure proper operation. 
 • The keypad sounds a single beep about every 30 seconds as a reminder that the 

system is in the Test mode. 
 • Alarm messages are not sent to your Central Station while Test mode is on. 

1.  Disarm the system and close all protected windows, 
doors, etc. The READY indicator light should come on 
if all zones are intact (i.e., all protected windows, 
doors, etc. are closed. 

Alpha Displays: 

∗∗∗∗DISARMED∗∗∗∗ 

READY TO ARM 
 

  

2.              +  5  TEST   then  [0] (walk) 

 (Security Code)  
 The Dial test (option “1”) is intended for the installer 

and should not be used unless directed to do so by your 
Security System Representative. 

1 = DIAL,  0 = WALK 
 

  

3. Listen. The external sounder should sound for about 1 
second then turn off. If the sounder does not sound, 
CALL FOR SERVICE.  The “Test in Progress” display 
appears only on the keypad that started the test. 

TEST IN PROGRESS 
 

  

4. Fault zones. Open each protected door and window in turn and listen for three 
beeps from the keypad. Identification (zone number or zone description) of each 
faulted protection point should appear on the display. The display clears when the 
door or window is closed. 

5. Walk in front of any interior motion detectors (if used) and listen for three beeps. 
The identification of the detector should appear on the display when it is activated. 
The display clears when no motion is detected. Note that if wireless motion detectors 
are used, there is a 3-minute delay between activations. This conserves battery life. 

6. Test all smoke detectors, following the manufacturer's instructions. The 
identification of each detector should appear on the display when each is activated. 

 If a problem is experienced with any protection point (no confirming sounds, no 
display), call for service immediately. 

 When all protection points have been checked and are intact (closed), there should 
be no zone identification numbers displayed on the keypad. 

7. Exit test mode:                  +   1   OFF   
  (Security Code) 

If the test mode is inadvertently left active, it automatically turns off after 4 hours. 
During the final five minutes, the keypad will emit a double beep every 30 seconds. 
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Trouble Conditions 
 

"Check" and 
"Battery" Displays 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The word CHECK on the keypad's display, accompanied by a 
"beeping" at the keypad, indicates a trouble condition in the system. 

To silence the beeping for these conditions, press any key. 

1. A display of "CHECK" and one or more zone numbers 
indicates that a problem exists with the displayed zone(s) and 
requires your attention. Determine if the zone(s) displayed are 
intact and make them so if they are not. If the problem has been 
corrected, the display can be cleared if you enter the OFF 
sequence (security code plus OFF key) twice. If the display 
persists, CALL FOR SERVICE. 

 Note: A display of CHECK 70 on Alpha Display keypads 
indicates that the wiring connection to the external sounder is 
at fault (opened or shorted), and you should CALL FOR 
SERVICE. See “BELL FAILURE” on next page. A display of 
CHECK 90 indicates that RF interference may be impeding the 
operation of wireless sensors* in the system. See “Rcvr Jam” 
on next page. 

2. If there are wireless sensors* in your system, the CHECK 
condition may also be caused by some change in the 
environment that prevents the wireless receiver from receiving 
messages from a particular sensor.  CALL FOR SERVICE if this 
occurs.  

 

* Not all systems use wireless sensors. 
 

IF YOU CANNOT CORRECT A "CHECK" DISPLAY, 
CALL FOR SERVICE. 
 
 

TYPICAL "CHECK" DISPLAYS 
 

06 
CHECK  

        AC  

 
 

 

FIXED-WORD DISPLAY KEYPAD

 

C H E C K  0 6   
B E D R O O M  W I N D O W  

ALPHA DISPLAY KEYPAD
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Trouble Conditions (cont’d) 
 

Words or letters in parentheses (   ) are those that are displayed on Fixed-Word Display 
keypads. 

 

Other Trouble 
Displays 

 
 
 

* Any “beeping” that 
accompanies a 
trouble display can 
be stopped by 
depressing any key 
on the keypad or by 
entering an OFF 
sequence (code + 
OFF) 

 
 
 
 

**    Not all systems use 
 wireless sensors. 

 

COMM. FAILURE Indicates that a failure has occurred in 
(or FC) the telephone communication portion of 

your system. CALL FOR SERVICE.  
 

SYSTEM LO BAT Indicates that a low system battery  
(or BAT with no condition exists.  Display is  
zone No.) accompanied by "beeping"* at the 

keypad. If this condition persists for 
more than one day (with AC present), 
CALL FOR SERVICE. 

 

LO BAT Indicates that there is a low battery 
+ zone descriptor condition in the wireless transmitter** 
(or BAT with number displayed (00 is RF keypad).  
zone No.) Accompanied by a single "beep"* (about 

once every 30 seconds) at the keypad.  
  Either replace the battery yourself, or 

CALL FOR SERVICE.  If the battery is 
not replaced within 30 days, a CHECK 
display may occur.  

 

Rcvr Jam Wireless part of the system is experiencing
(or CHECK 90) RF interference which may impede 

reception from wireless sensors.** 
 

ALARM 1xx 
FAULT 1xx 
CHECK 1xx 
(or 91) 

Indicates a communication problem 
between the control and a connected 
device (e.g., RF receiver, zone expander) 
where the “xx” indicates the device 
address. CALL FOR SERVICE. 

 

MODEM COMM  
(or CC) 

Indicates that the control is on-line with 
the Central Monitoring Station's remote 
computer.  
The control will not report system 
activity while on-line. Wait a few minutes 
— the display should disappear. 

 

BELL FAILURE Indicates that the wiring connection to  
(or CHECK 70) the external sounder is at fault (open or 

shorted). Accompanied by “beeping” at 
the keypad. CALL FOR SERVICE.  
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Trouble Conditions (cont’d) 
 
 

Other Trouble 
Displays

(Continued) 

AC LOSS The system is operating on battery power 
(or NO AC) only due to an AC power failure.  
  If only some lights are out on the 

premises, check circuit breakers and 
fuses and reset or replace as necessary.  

  If AC power cannot be restored and a 
“low system battery” message appears 
(see previous page), CALL FOR 
SERVICE. 

 

Busy-Standby 
(or dI) 

If this message remains displayed for 
more than 1 minute, system is disabled. 
CALL FOR SERVICE. 

 

OPEN CIRCUIT  The keypad is not receiving signals from  
(or OC) the control. CALL FOR SERVICE. 

 
 

Long Rng Trbl If part of your system, back-up Long  
(or bF) Range Radio communication has failed.  

  CALL FOR SERVICE. 
 
 

TELCO FAULT   The telephone line has a problem. 
(or CHECK 94) CALL FOR SERVICE. 

 

 
Total Power Failure If there is no keypad display at all, and the READY indicator is not 

lit, operating power (from AC and back-up battery) for the system 
has been interrupted and the system is inoperative. CALL FOR 
SERVICE.  

 

In The Event Of Telephone Operational Problems 
In the event of telephone operational problems, disconnect the control from the phone line by 
removing the plug from the phone wall jack. We recommend that your installer demonstrate this 
disconnection on installation of the system. Do not attempt to disconnect the phone connection 
inside the control. Doing so will result in the loss of your phone lines. If the regular phones work 
correctly after the control has been disconnected from the phone wall jack, the control has a 
problem and you should immediately call for service. If upon disconnection of the control, there is 
still a problem on the phone line, notify the Telephone Company that they have a problem and 
request prompt phone repair service. The user may not under any circumstances attempt any 
service or repairs to the security system. Repairs must be made only by authorized service (see 
the LIMITED WARRANTY statement for information on how to obtain service).      
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Maintaining Your System 
 

Taking Care of 
Your System 

The components of your security system are designed to be as 
maintenance-free as possible. However, to make sure that your 
system is in reliable working condition, do the following: 
1. Test your system weekly. 
2. Test your system after any alarm occurs. 

 

Silencing Low 
Battery Warning 

Tones at the 
Keypad 

You can silence the keypad’s warning tones by pressing the OFF key, 
but the keypad's low battery message display will remain on as a 
reminder that you have a low battery condition in one or more of your 
wireless sensors. When you replace the weak battery with a fresh one, 
the sensor sends a "good battery" signal to the control as soon as the 
sensor is activated (opening/closing of door, window, etc.), causing the 
low battery display to turn off. If the sensor is not activated, the 
display will automatically clear within approximately 1 hour. 

 

Replacing 
Batteries in 

Wireless Sensors 
 

 

Wireless sensors 
may not have 
been used in your  
security system  
 

IMPORTANT:  
Use only batteries 
recommended by 
your installer as 
replacement. 

Each wireless sensor in your system has a 9-volt or 3-volt battery. 
The system detects a low battery in wireless sensors, including smoke 
detectors, the personal emergency transmitter, and the portable 
wireless keypad and displays a low battery message*. (A low battery 
in a portable wireless keypad is detected as soon as one of its keys is 
pressed, and displayed as 00.). Battery-operated smoke detectors with 
a low battery also emit a single "chirp" sound approximately once 
every 20–30 seconds. 
Alkaline batteries provide a minimum of 1 year of operation, and in 
most units and applications, provide 2–4 years of service. 3-volt 
lithium batteries provide up to 4 or more years of operation. Actual 
battery life will depend on the environment in which the sensor is 
used, the number of signals that the transmitter in the sensor has had 
to send, and the specific type of sensor. Factors such as humidity, high 
or low temperatures or large swings in temperature, may all lead to 
the reduction of actual battery life in an installation. 
 

* The low battery message comes on as a warning that battery replacement 
in indicated sensor(s) is due within 30 days. In the meantime, a sensor 
causing a low battery indication is still fully operational. 

 

Routine Care • Treat the components of your security system as you would any 
other electrical equipment. Do not slam sensor-protected doors or 
windows. 

• Keep dust from accumulating on the keypad and all protective 
sensors, particularly on motion sensors and smoke detectors. 

• The keypad and sensors should be cleaned carefully with a dry soft 
cloth. Do not spray water or any other fluid on the units. 
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Fire Alarm System 
 

THIS SECTION APPLIES ONLY TO RESIDENTIAL SYSTEMS  
 

General Your fire alarm system (if installed) is on 24 hours a day, for 
continuous protection. In the event of an emergency, the 
strategically located smoke and heat detectors will sound their 
alarms and automatically send signals to your system, triggering a 
loud, interrupted pulsed sound* from the Keypad(s) and any 
external sounders. A FIRE message will appear at your Keypad and 
remain on until you silence the alarm (see below for silencing fire 
alarms).  
* Temporal pulse sounding is produced for Fire alarms, as follows: 

 3 pulses–pause–3 pulses–pause–3 pulses–pause. . . , repeated. 
 

 TYPICAL FIRE EMERGENCY  DISPLAYS 

 
F I R E  0 1    M A S T E R  

B E D R O O M  

 01010101     
ALARM 

 FIRE  

 AC 

 
 

 ALPHA DISPLAY KEYPAD FIXED-WORD DISPLAY KEYPAD 
 

Silencing 
Fire Alarms and 

Clearing Memory 
of Alarm 

1. You can silence the alarm at any time by pressing the OFF key 
(the security code is not needed to silence fire alarms). To clear the 
display, enter your code and press the OFF key again (to clear 
Memory of Alarm). 

2. If the Keypad's FIRE display does not clear after the second OFF 
sequence, smoke detectors may still be responding to smoke or 
heat producing objects in their vicinity. Investigate, and should 
this be the case, eliminate the source of heat or smoke. 

3. If this does not remedy the problem, there may still be smoke in 
the detector. Clear it by fanning the detector for about 30 seconds.
When the problem has been corrected, clear the display by 
entering your code and pressing the OFF key.  

 

Smoke Detector 
Reset

Depending on the type of smoke detectors in your system, it may be 
necessary to "reset" the smoke detectors after a fire alarm has been 
turned off. Check with your installer. This "reset" is accomplished at 
a keypad, as follows:   
Enter User Code ( except “arm only” user), then press the [1] key. 
NOTE: During smoke detector reset, “FAULT xx” appears (about six 
seconds) and should disappear if the detector is clear. 
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Fire Alarm System (cont’d) 
THIS SECTION APPLIES ONLY TO RESIDENTIAL SYSTEMS  

 

 

Manually 
Initiating 

a Fire Alarm 

1. Should you become aware of a fire emergency before your smoke or 
heat detectors sense the problem, go to your nearest keypad and 
manually initiate an alarm by pressing the panic key assigned for 
FIRE emergency for 2 seconds (see below). If a key pair has been 
assigned for fire, press both keys at the same time. See the Using 
the Panic Keys section below for further details. 

2. Evacuate all occupants from the premises. 

3. If flames and/or smoke are present, leave the premises and notify 
your local Fire Department immediately. 

4. If no flames or smoke are apparent, investigate the cause of the 
alarm. The zone number(s) of the zone(s) in an alarm condition will 
be displayed at the keypad.  

 

Using the 
Panic Key(s) 
Assigned for 

FIRE 
Emergency 

A key or key pair may have been assigned for manually initiating a 
FIRE alarm. See the Panic Keys section for key assignments. 
For convenience, indicate the key or key pair assigned for fire below. 
Individual Keys  

A  B C 

                 Press the individual key assigned for fire for 2 seconds. 

OR 
Key Pairs  

      1 OFF  and   ∗  READY   (zone 95) 

      ∗  READY  and  #       (zone 99) 

      3 STAY    and #       (zone 96) 
 

 DISPLAYS FOLLOWING MANUAL INITIATION OF A FIRE ALARM 

 
F I R E  9 5  
 

95959595    
ALARM 

FIRE

 AC 

 
 

   ALPHA DISPLAY KEYPAD  FIXED-WORD KEYPAD 

Press both keys of the 
key pair assigned for 
fire at the same time. 
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Fire Alarm System (cont’d) 
THIS SECTION APPLIES ONLY TO RESIDENTIAL SYSTEMS  

 

National Fire Protection Association 
Recommendations on Smoke Detectors 

 
 

With regard to the number and placement of smoke/heat detectors, we 
subscribe to the recommendations contained in the National Fire Protection 
Association's National Fire Alarm Code (NFPA 72) noted below. 

Early warning fire detection is best achieved by the installation of fire 
detection equipment in all rooms and areas of the household as follows: A 
smoke detector installed outside of each separate sleeping area, in the 
immediate vicinity of the bedrooms and on each additional story of the 
family living unit, including basements and excluding crawl spaces and 
unfinished attics.  

In addition, the NFPA recommends that you install heat or smoke detectors 
in the living room, dining room, bedroom(s), kitchen, hallway(s), attic, 
furnace room, utility and storage rooms, basements and attached garages. 
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BEDROOM

BEDROOM

BEDROOM
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Fire Alarm System (cont’d) 
THIS SECTION APPLIES ONLY TO RESIDENTIAL SYSTEMS  

 

Emergency Evacuation 
 

  

•

FRONT

•

BACK

•

BATH

BEDROOM

KITCHEN

BACK DOOR

1   FLOORST

BEDROOM

2    FLOORND

BATH

BEDROOM

PO
R

C
H

CLOSET

BEDROOM

BEDROOM

 

Establish and regularly practice a plan of escape in the 
event of fire. The following steps are recommended by 
the National Fire Protection Association: 
1. Position your detector or your interior and/or 

exterior sounders so that they can be heard by all 
occupants. 

2. Determine two means of escape from each room. 
One path of escape should lead to the door that 
permits normal exit from the building. The other 
may be a window, should your path be impassable. 
Station an escape ladder at such windows if there 
is a long drop to the ground. 

3. Sketch a floor plan of the building. Show windows, 
doors, stairs and rooftops that can be used to 
escape. Indicate escape routes for each room. Keep 
these routes free from obstruction and post copies 
of the escape routes in every room. 

4. Assure that all bedroom doors are shut while you 
are asleep. This will prevent deadly smoke from 
entering while you escape. 

5. Try the door. If the door is hot, check your 
alternate escape route. If the door is cool, open it 
cautiously. Be prepared to slam the door if smoke 
or heat rushes in. 

6. When smoke is present, crawl on the ground. Do 
not walk upright, since smoke rises and may 
overcome you. Clearer air is near the floor. 

7. Escape quickly; don't panic. 
8. Establish a common meeting place outdoors, away 

from your house, where everyone can meet and 
then take steps to contact the authorities and 
account for those missing. Choose someone to 
assure that nobody returns to the house — many 
die going back. 
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Quick Guide to Basic System Functions 
FUNCTION PROCEDURE COMMENTS 

Check Zones Press READY key. View faulted zones when system not 
ready. 

Arm System Enter code. Press arming key desired: 
(AWAY, STAY, NIGHT-STAY, MAXIMUM, 
INSTANT) 

Arms system in mode selected. 

Quick Arm 
(if programmed) 

Press #. Press arming key desired: 
(AWAY, STAY, MAXIMUM, INSTANT) 

Arms system in mode selected, quickly 
and without use of a code. 

Bypass Zone(s) Enter code. Press BYPASS [6] key. 
Enter zone number(s) to be bypassed  
(use 2-digit entries). 

Bypassed zones are unprotected and 
will not cause an alarm if violated. 

Quick Bypass 
(if programmed) 

Enter code. Press BYPASS [6] key + [#]. Bypasses all faulted zones 
automatically. 

Silence Sounders 
 Burglary: 

 Fire: 

 "Check": 

 

Enter code. Press OFF [1] key. 

Press OFF [1] key. 
 

Press any key. 

 

Also disarms system. Memory of alarm 
remains until cleared. 

Memory of Alarm remains until 
cleared. 
Determine cause.  

Disarm System Enter code. Press OFF [1] key. Also silences sounders. Memory of 
alarm remains until cleared. 

Clear Alarm 
Memory 

After disarming, enter code again.  
Press OFF [1] key again. 

Keypad beeps rapidly on entry if alarm 
has occurred while absent. Alarm 
display will remain upon disarming 
until cleared. 

Duress (if active 
and connected to  
Central Station) 

Arm or disarm "normally," but use your 4-
digit Duress code to do so.  

Performs desired action and sends 
silent alarm to Central Station. 

Panic Alarms 
(as programmed) 

Press key [A], [B], or [C] for at least 2 
seconds, or key pairs 1 + ✱; ✱ + #, or 3 + # 
respectively. 

See the Panic Keys section for 
emergency functions programmed for 
your system. Note: Keys “A”, “B”, and 
“C” may have been programmed for 
other functions. 

Chime Mode To turn ON or OFF: Enter code. Press 
CHIME key. 

The keypad will sound if doors or 
windows are violated while system is 
disarmed and chime mode is ON. 

Test Mode To turn ON: Enter code. Press TEST key. 
To turn OFF: Enter code. Press OFF key. 

Tests alarm sounder and allows 
sensors to be tested. 

Phone Access 
if applicable 

Consult Phone Access User's Guide that 
accompanies the Phone Module. 

Permits system access remotely, via 
Touch-tone phone. 
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Summary of Audible/Visual Notifications 
Fixed-Word Display Keypads 

 

SOUND CAUSE DISPLAY 
LOUD, 
INTERRUPTED* 
Keypad & Ext. 

FIRE ALARM  FIRE is displayed; zone number of zone in 
alarm is displayed. If a fire alarm is 
manually activated, zone number 95 will be 
displayed.  

LOUD, 
CONTINUOUS* 
Keypad & Ext. 

BURGLARY/AUDIBLE  
EMERGENCY ALARM  

ALARM  is displayed. Zone number of zone 
in alarm is also displayed. 

ONE SHORT 
BEEP   
(not repeated)   
Keypad only 
 
 

a. SYSTEM DISARM  
b. SYSTEM ARMING ATTEMPT 

WITH AN OPEN ZONE. 
 
c. BYPASS VERIFY  
 

a. READY indicator light comes on.  
b. Number of the open protection zone 

displayed. 
 

c. Zone numbers of the bypassed protection 
 zones are displayed (one beep is heard for 
each zone displayed). Subsequently, 
BYPASS is displayed. 

ONE SHORT 
BEEP 
(once every 40 
secs)  
Keypad only 

a. SYSTEM IS IN TEST MODE 
b. LOW BATTERY AT A 

TRANSMITTER 
c. SYSTEM WILL AUTOARM 

WITHIN 10 MINUTES 

a. Opened zone numbers will appear. 
b. BAT displayed with zone number of  

transmitter. 
c.  No special display. 

TWO SHORT 
BEEPS  
Keypad only  

ARM AWAY or MAXIMUM AWAY is displayed. Red ARMED indicator is 
lit. 

THREE SHORT 
BEEPS 
Keypad only 

a. ARM STAY, NIGHT-STAY, 
INSTANT   

b. ZONE OPENED WITH 
SYSTEM IN CHIME MODE.   

a. STAY or INSTANT is displayed. Red  
ARMED indicator  is lit. 

b. CHIME displayed; zone number of open  
protection zone will be displayed if the [✱] 
key is pressed.  

RAPID 
BEEPING  
Keypad only 

a. TROUBLE  
 
b. MEMORY OF ALARM  
 
c. SYSTEM LOW BATTERY 
d. EXT. SOUNDER WIRING 

FAIL 

a. CHECK displayed.  Zone number of 
troubled protection zone is displayed. 

b. FIRE or ALARM is displayed; zone 
number of zone in alarm is displayed 

c. BAT displayed with no zone ID number. 

d. CHECK 70 is displayed. 

SLOW 
BEEPING  
Keypad only 

a. EXIT DELAY WARNING  
b. ENTRY DELAY WARNING 

 

a. AWAY is displayed. 
b. Exceeding the entry delay time without   

disarming causes alarm. 

* If a bell is used as external sounder, fire alarm is pulsed ring; burglary/audible emergency is steady ring.  
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Summary of A/V Notifications (cont’d) 
Alpha Display Keypads 

SOUND CAUSE DISPLAY 
LOUD, 
INTERRUPTED* 
Keypad & Ext. 

FIRE ALARM. FIRE is displayed; descriptor of zone in alarm is 
displayed. If a fire alarm is manually activated, zone 
number 95 will be displayed.   

LOUD, 
CONTINUOUS* 
Keypad & Ext. 

BURGLARY/AUDIBLE  
EMERGENCY ALARM. 

ALARM is displayed. If programmed, descriptor of 
zone in alarm is also displayed 

ONE SHORT 
BEEP  
(not repeated)   
Keypad only 
 

a. SYSTEM DISARM. 

b. SYSTEM  ARMING   ATTEMPT 
WITH  AN  OPEN ZONE. 

c. BYPASS VERIFY. 

a. DISARMED/READY TO ARM is displayed.  
b. Number and descriptor of open protection zone is 

displayed. 
c. Numbers and descriptors of the bypassed zones are 

displayed (One beep is heard for each zone 
displayed).  Subsequently, the following is 
displayed: DISARMED BYPASS /Ready to Arm.

ONE SHORT 
BEEP 
(once every 40 
seconds)  
Keypad only 

a. SYSTEM IS IN TEST 
MODE. 

b, LOW BATTERY AT A 
TRANSMITTER. 

c. SYSTEM WILL AUTOARM 
WITHIN 10 MINUTES 

a. Opened Zone identifications will appear. 
 
b. LO BAT displayed with description of 

transmitter. 
c. No special display. 

TWO  SHORT 
BEEPS  
Keypad only  

ARM AWAY or MAXIMUM. ARMED AWAY or MAXIMUM displayed. Red 
ARMED indicator lit. 

THREE SHORT 
BEEPS 
Keypad only 

a. ARM STAY, NIGHT-
STAY, OR INSTANT. 

 

b. ZONE OPENED WHILE 
SYSTEM  IS DISARMED.

a. ARMED STAY or ARMED INSTANT displayed. 
Red ARMED indicator lit. 

b. CHIME displayed, descriptor of open protection 
zone will be displayed if the [✱] key is pressed. 

RAPID 
BEEPING  
Keypad only 

a. TROUBLE. 
 
b. MEMORY OF ALARM. 

 
c. SYSTEM LOW BATTERY. 
d. EXT. SOUNDER WIRE 

FAIL. 

a. CHECK displayed.  Descriptor of troubled 
protection zone is displayed. 

b. FIRE or ALARM  is displayed; descriptor of zone 
in alarm is displayed. 

c. SYSTEM LO BAT displayed.  
d. BELL FAILURE is displayed. 

SLOW 
BEEPING  
Keypad only 

a. EXIT DELAY WARNING 
(if programmed). 

b. ENTRY DELAY 
WARNING. 

a. ARMED AWAY or MAXIMUM is displayed 
along with You May Exit Now. 

b. DISARM SYSTEM OR ALARM WILL OCCUR 
is displayed. Exceeding the delay time without 
disarming causes an alarm. 

* If a bell is used as external sounder, fire alarm is pulsed ring; burglary/audible emergency is steady ring.  
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Regulatory Statements and Warnings 
 

WARNING: This is a Class A product. In a domestic environment, this product 
may cause radio interference in which case the user may be required to take 
adequate measures. 

 

RADIO FREQUENCY EMISSIONS 
Federal Communications Commission (FCC) Part 15  
This device complies with part 15 of the FCC rules. Operation is subject to the following two 
conditions: (1) This device may not cause harmful interference, and (2) this device must accept any 
interference received, including interference that may cause undesired operation. 
 

Industry Canada 
This Class B digital apparatus complies with Canadian ICES-003. 
Cet Appareil numérique de la classe B est conforme à la norme NMB-003 du Canada. 

 

TELEPHONE/MODEM INTERFACE 
FCC Part 68 
This equipment complies with Part 68 of the FCC rules.  On the front cover of this equipment is a 
label that contains the FCC registration number and Ringer Equivalence Number (REN).  You must 
provide this information to the telephone company when requested. 
 

This equipment uses the following USOC jack: RJ31X 
 

This equipment may not be used on telephone-company-provided coin service.  Connection to party 
lines is subject to state tariffs.  This equipment is hearing-aid compatible. 
 

Industry Canada 
NOTICE: The Industry Canada Label identifies certified equipment. This certification means that 
the equipment meets telecommunications network protective, operational and safety requirements 
as prescribed in the appropriate Terminal Equipment Technical Requirements document(s). The 
Department does not guarantee the equipment will operate to the user’s satisfaction. 
 

Before installing this equipment, users should ensure that it is permissible to be connected to the 
facilities of the local telecommunications company. The equipment must also be installed using an 
acceptable method of connection. The customer should be aware that compliance with the above 
conditions may not prevent degradation of service in some situations. 
 

Repairs to certified equipment should be coordinated by a representative designated by the supplier. 
Any repairs or alterations made by the user to this equipment, or equipment malfunctions, may give 
the telecommunications company to request the user to disconnect the equipment. 
 

Users should ensure for their own protection that the electrical ground connections of the power 
utility, telephone lines and internal metallic water pipe system, if present, are connected together, 
This precaution may be particularly important in rural areas. 
 

Caution: Users should not attempt to make such connections themselves but should contact 
appropriate electric inspection authority, or electrician, as appropriate. 
 

Ringer Equivalence Number Notice: 
The Ringer Equivalence Number (REN) assigned to each terminal device provides an indication 
of the maximum number of terminals allowed to be connected to a telephone interface.  The 
termination on an interface may consist of any combination of devices subject only to the 
requirement that the sum of the Ringer Equivalence Numbers of all the devices does not exceed 5. 
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Regulatory Statements (cont’d) 
 

Industrie Canada 
AVIS: l’étiquette d’Industrie Canada identifie le matériel homologué. Cette étiquette 
certifie que le matériel est conforme aux normes de protection, d’exploitation et de 
sécurité des réseaux de télécommunications, comme le prescrivent les documents 
concernant les exigences techniques relatives au matériel terminal. Le Ministère 
n’assure toutefois pas que le matériel fonctionnera à la satisfaction de l’utilisateur. 
 
Avant d’installer ce matériel, l’utilisateur doit s’assurer qu’il est permis de le raccorder 
aux installations de l’enterprise locale de télécommunication. Le matériel doit également 
être installé en suivant une méthode acceptée da raccordement. L’abonné ne doit pas 
oublier qu’il est possible que la conformité aux conditions énoncées ci-dessus n’empêche 
pas la dégradation du service dans certaines situations. 
 
Les réparations de matériel nomologué doivent être coordonnées par un représentant 
désigné par le fournisseur. L’entreprise de télécommunications peut demander à 
l’utilisateur da débrancher un appareil à la suite de réparations ou de modifications 
effectuées par l’utilisateur ou à cause de mauvais fonctionnement. 
 
Pour sa propre protection, l’utilisateur doit s’assurer que tous les fils de mise à la terre 
de la source d’energie électrique, de lignes téléphoniques et des canalisations d’eau 
métalliques, s’il y en a, sont raccordés ensemble. Cette précaution est particulièrement 
importante dans les régions rurales. 
 
Avertissement : L’utilisateur ne doit pas tenter de faire ces raccordements lui-même; il 
doit avoir racours à un service d’inspection des installations électriques, ou à un 
électricien, selon le cas. 
 
AVIS : L’indice d’équivalence de la sonnerie (IES) assigné à chaque dispositif 
terminal indique le nombre maximal de terminaux qui peuvent être raccordés à une 
interface. La terminaison d’une interface téléphonique peut consister en une combinaison 
de quelques dispositifs, à la seule condition que la somme d’indices d’équivalence de la 
sonnerie de tous les dispositifs n’excède pas 5. 
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System Features Log 
 
 
Features  Comments 

Exit Delay Part. 1: Part. 2*: 

Entry Delay 1 Part. 1: Part. 2*: 

Entry Delay 2 Part. 1: Part. 2*: 

NIGHT-STAY Zones Zones: 

Quick Arm yes no 

Quick Bypass yes no 

Automatic Paging yes no users: 

Keyswitch Arming 
(circle type of LED lighting) 

Arm AWAY: steady flash 
Arm STAY: steady flash 

 

Function Keys A B C D Comments 

• Single-Button Arming      

• Step Arming       

• Paging (see Paging chart)      

• Time/Date Display      

• Macro Key 1      

• Macro Key 2      

• Macro Key 3*      

• Macro Key 4*      

• Emergency Key**: Personal      

• Emergency Key**: Silent Alarm      

• Emergency Key**: Audible Alarm      

• Emergency Key**: Fire      

• Device Activation     Device: 
 
* Features marked with this single asterisk apply to the VISTA-20P Series only. 
 
** Emergency Keys:  A = [1] / [∗] B = [∗] / [#] C = [3] / [#] 
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System Features Log (cont’d) 
User Setup 
The following chart will help keep track of system users. Copies should be distributed to the 
partition† 1 and partition† 2 (if applicable) masters for their records. 
 

To program a user attribute:  
Enter system/partition* master code + [8] + user no. + “#” command listed in column heading. 
 

User 
No. 

User 
Name 

User’s Part(s).† 
(system master only)

[#] [3] + part(s) + [#] 

Security 
Code 

enter new code

Auth. 
Level 

[#] [1] + level 

Access 
Group 

[#] [2] + group 

RF Zone 
Number 

[#] [4] + zone no. 

Pager 
on/off 

[#] [5] + 0/1

01 installer (all)  installer   (1)
02 system master (all)  master   (1)
03 partition 1 master (1)  (4)   (1)
04  (1)  (0)   (1)
05  (1)  (0)   (1)
06  (1)  (0)   (1)
07  (1)  (0)   (1)
08  (1)  (0)   (1)
09  (1)  (0)   (1)
10  (1)  (0)   (1)
11  (1)  (0)   (1)
12  (1)  (0)   (1)
13  (1)  (0)   (1) 
14  (1)  (0)   (1)
15  (1)  (0)   (1)
16  (1)  (0)   (1)
17  (1)  (0)   (1)
18  (1)  (0)   (1)
19  (1)  (0)   (1)
20  (1)  (0)   (1)
21  (1)  (0)   (1)
22  (1)  (0)   (1)
23  (1)  (0)   (1)
24  (1)  (0)   (1)
25  (1)  (0)   (1)
26  (1)  (0)   (1)
27  (1)  (0)   (1)
28   (1)  (0)   (1)
29  (1)  (0)   (1)
30  (1)  (0)   (1)
31  (1)  (0)   (1)
32  (1)  (0)   (1)

* Partitions apply to the VISTA-20P Series only. 
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System Features Log (cont’d) 
User Setup (cont’d) 
 

Enter system/partition master code + [8] + user no. + “#” command listed in column heading. 
User 
No.* 

User 
Name 

User’s Part(s). 
(system master only)

[#] [3] + part(s) + [#] 

Security 
Code 

enter new code

Auth. 
Level 

[#] [1] + level 

Access 
Group 

[#] [2] + group 

RF Zone 
Number 

[#] [4] + zone no. 

Pager 
on/off 

[#] [5] + 0/1

33 partition 2 master (2)  (4)   (1)
34  (2)  (0)   (1)
35  (2)  (0)   (1)
36  (2)  (0)   (1)
37  (2)  (0)   (1)
38  (2)  (0)   (1)
39  (2)  (0)   (1)
40  (2)  (0)   (1)
41  (2)  (0)   (1)
42  (2)  (0)   (1)
43  (2)  (0)   (1)
44  (2)  (0)   (1)
45  (2)  (0)   (1)
46  (2)  (0)   (1)
47  (2)  (0)   (1)
48  (2)  (0)   (1)
49  (2)  (0)   (1)

 

Authority Levels: 0 = standard user  Partitions: 0 = clears partition 1 and partition 2 defaults 
 1 = arm only   1 = partition 1 and common 
 2 = guest   2 = partition 2 and common 
 3 = duress   3 = common partition only 
 4 = partition master  Paging: 0 = no paging; 1 = allow paging 
* Users 34-49 apply to VISTA-20P Series only; user 33 is partition 2 master for VISTA-20P Series, and the last user for 
VISTA-15P Series. 
 

Paging Setup 
Automatically Reports Upon… Sched. Func. Key

open/close alarm/trouble zone list   
 
 
Pager 

 
Pager Phone Number\ 
Prefix Characters p1 p2 p1 p2 p1 p2   

1  
 

        

2  
 

        

3**  
 

        

4**  
 

        

** Pagers 3 and 4  and partitions apply to VISTA-20P Series only. 
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System Features Log (cont’d) 
Schedules*: master code + [#] + [6] [4] 

No. Event Device No. Group No. Partition** Start Stop Repeat Random 
 (see list below) for “01” events: for “02” events: for “04-06” events: Time/ Time/ (1-4) (yes/no) 

  (see device list below) enter 1-8 enter 1, 2, or 3 Day Day 

01 

02 

03 

04 

05* 

06* 

07* 

08* 

09* 

10* 

11* 

12* 

13* 

14* 

15* 

16* 

Events: 00 = clear event 03 = latch key report  06 = auto disarm   
 01 = device on/off 04 = forced STAY arm 07 = display “reminder” 
 02 = user access 05 = forced AWAY arm  
Repeat Options: 0 = none; 1 = repeat weekly; 2 = repeat every other week; 3 = repeat every third week; 4 = repeat every fourth week 
* VISTA-20P Series can use schedules 01-16; VISTA-15P Series can only use schedules 01-04.) 

** Partitions apply to the VISTA-20P Series only. 
 

List of Output Devices  
Device** Description Schedule No. Function Key 

01    
02    
03    
04    
05    
06    
07    
08    
09    
10    
11    
12    
13    
14    
15    
16    
17    
18    

 

(** VISTA-20P Series can use devices 01-16; VISTA-15P Series can only use devices 01-08; both can use trigger devices 17/18.) 
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OWNER’S INSURANCE PREMIUM CREDIT REQUEST 
 

This form should be completed and forwarded to your homeowner’s insurance carrier for possible 
premium credit. 
 

A. GENERAL INFORMATION: 
Insured’s Name and Address:   

   
 

Insurance Company: Policy No.:    
 

VISTA-20P / VISTA-15P Other _____________________________________________________  
(circle the appropriate model number) 

Type of Alarm:        Burglary       Fire       Both 
 
 
Installed by: Serviced by:   
 Name Name 

     
 Address Address 
 

B. NOTIFIES (Insert B = Burglary, F = Fire) 
Local Sounding Device    Police Dept.    Fire Dept.   
 

Central Station     Name:  

 Address:   
 

 Phone:    
 
C. POWERED BY:  A.C. With Rechargeable Power Supply 
 

D. TESTING:       Quarterly        Monthly        Weekly       Other  

 
continued on other side 
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OWNER’S INSURANCE PREMIUM CREDIT REQUEST 
(cont.) 

 
E. SMOKE DETECTOR LOCATIONS 

      Furnace Room       Kitchen         Bedrooms         Attic  

      Basement           Living Room        Dining Room         Hall  

 

F. BURGLARY DETECTING DEVICE LOCATIONS: 

      Front Door          Basement Door         Rear Door         All Exterior Doors 

       1st Floor Windows        All windows         Interior  locations 

       All Accessible Openings, Including Skylights, Air Conditioners and Vents 
 
G. ADDITIONAL PERTINENT INFORMATION: 
 

  

  

  

  

  

 

 

 

Signature:     Date:    
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LIMITATIONS OF THIS SYSTEM 
 

WARNING!    THE LIMITATIONS OF THIS ALARM SYSTEM 
 

While this system is an advanced design security system, it does not offer guaranteed protection against burglary or other 
emergency. Any alarm system, whether commercial or residential, is subject to compromise or failure to warn for a variety 
of reasons. For example: 
• Intruders may gain access through unprotected openings or have the technical sophistication to bypass an alarm sensor 

or disconnect an alarm warning device. 
• Intrusion detectors (e.g. passive infrared detectors), smoke detectors, and many other sensing devices will not work 

without power. Battery operated devices will not work without batteries, with dead batteries, or if the batteries are not 
put in properly. Devices powered solely by AC will not work if their AC power supply is cut off for any reason, however 
briefly. 

• Signals sent by wireless transmitters may be blocked or reflected by metal before they reach the alarm receiver. Even if 
the signal path has been recently checked during a weekly test, blockage can occur if a metal object is moved into the 
path. 

• A user may not be able to reach a panic or emergency button quickly enough. 
• While smoke detectors have played a key role in reducing residential fire deaths in the United States, they may not 

activate or provide early warning for a variety of reasons in as many as 35% of all fires, according to data published by 
the Federal Emergency Management Agency. Some of the reasons smoke detectors used in conjunction with this 
System may not work are as follows. Smoke detectors may have been improperly installed and positioned. Smoke 
detectors may not sense fires that start where smoke cannot reach the detectors, such as in chimneys, in walls, or roofs, 
or on the other side of closed doors. Smoke detectors also may not sense a fire on another level of a residence or 
building. A second floor detector, for example, may not sense a first floor or basement fire. Moreover, smoke detectors 
have sensing limitations. No smoke detector can sense every kind of fire every time. In general, detectors may not 
always warn about fires caused by carelessness and safety hazards like smoking in bed, violent explosions, escaping 
gas, improper storage of flammable materials, overloaded electrical circuits, children playing with matches, or arson. 
Depending upon the nature of the fire and/or the locations of the smoke detectors, the detector, even if it operates as 
anticipated, may not provide sufficient warning to allow all occupants to escape in time to prevent injury or death. 

• Passive Infrared Motion Detectors can only detect intrusion within the designed ranges as diagrammed in their 
installation manual. Passive Infrared Detectors do not provide volumetric area protection. They do create multiple 
beams of protection, and intrusion can only be detected in unobstructed areas covered by those beams. They cannot 
detect motion or intrusion that takes place behind walls, ceilings, floors, closed doors, glass partitions, glass doors, or 
windows.  

 Mechanical tampering, masking, painting or spraying of any material on the mirrors, windows or any part of the optical 
system can reduce their detection ability. Passive Infrared Detectors sense changes in temperature; however, as the 
ambient temperature of protected area approaches the temperature range of 90° to 105°F, the detection performance 
can decrease. 

• Alarm warning devices such as sirens, bells or horns may not alert people or wake up sleepers if they are located on the 
other side of closed or partly open doors. If warning devices sound on a different level of the residence from the 
bedrooms, then they are less likely to waken or alert people inside the bedrooms. Even persons who are awake may not 
hear the warning if the alarm is muffled from a stereo, radio, air conditioner or other appliance, or by passing traffic. 
Finally, alarm warning devices, however loud, may not warn hearing-impaired people or waken deep sleepers. 

• Telephone lines needed to transmit alarm signals from a premises to a central monitoring station may be out of service 
or temporarily out of service. Telephone lines are also subject to compromise by sophisticated intruders. 

• Even if the system responds to the emergency as intended, however, occupants may have insufficient time to protect 
themselves from the emergency situation. In the case of a monitored alarm system, authorities may not respond 
appropriately. 

• This equipment, like other electrical devices, is subject to component failure. Even though this equipment is designed to 
last as long as 10 years, the electronic components could fail at any time. 

The most common cause of an alarm system not functioning when an intrusion or fire occurs is inadequate maintenance. 
This alarm system should be tested weekly to make sure all sensors and transmitters are working properly. 
Installing an alarm system may make one eligible for lower insurance rates, but an alarm system is not a substitute for 
insurance. Homeowners, property owners and renters should continue to act prudently in protecting themselves and 
continue to insure their lives and property. 
We continue to develop new and improved protection devices. Users of alarm systems owe it to themselves and their loved 
ones to learn about these developments. 
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ONE YEAR LIMITED WARRANTY 
 

Honeywell International Inc., acting through its Security & Custom Electronics business ("Seller"), 165 Eileen Way, 
Syosset, New York 11791, warrants its security equipment (the "product") to be free from defects in materials and 
workmanship for one year from date of original purchase, under normal use and service. Seller's obligation is limited 
to repairing or replacing, at its option, free of charge for parts, labor, or transportation, any product proven to be 
defective in materials or workmanship under normal use and service. Seller shall have no obligation under this 
warranty or otherwise if the product is altered or improperly repaired or serviced by anyone other than the Seller. In 
case of defect, contact the security professional who installed and maintains your security equipment or the Seller 
for product repair. 
This one year Limited Warranty is in lieu of all other express warranties, obligations or liabilities. THERE ARE NO 
EXPRESS WARRANTIES, WHICH EXTEND BEYOND THE FACE HEREOF. ANY IMPLIED WARRANTIES, 
OBLIGATIONS OR LIABILITIES MADE BY SELLER IN CONNECTION WITH THIS PRODUCT, INCLUDING 
ANY IMPLIED WARRANTY OF MERCHANTABILITY, OR FITNESS FOR A PARTICULAR PURPOSE OR 
OTHERWISE, ARE LIMITED IN DURATION TO A PERIOD OF ONE YEAR FROM THE DATE OF ORIGINAL 
PURCHASE. ANY ACTION FOR BREACH OF ANY WARRANTY, INCLUDING BUT NOT LIMITED TO ANY 
IMPLIED WARRANTY OF MERCHANTABILITY, MUST BE BROUGHT WITHIN 12 MONTHS FROM DATE OF 
ORIGINAL PURCHASE. IN NO CASE SHALL SELLER BE LIABLE TO ANYONE FOR ANY CONSEQUENTIAL 
OR INCIDENTAL DAMAGES FOR BREACH OF THIS OR ANY OTHER WARRANTY, EXPRESS OR IMPLIED, 
OR UPON ANY OTHER BASIS OF LIABILITY WHATSOEVER, EVEN IF THE LOSS OR DAMAGE IS CAUSED 
BY THE SELLER'S OWN NEGLIGENCE OR FAULT. Some states do not allow limitation on how long an implied 
warranty lasts or the exclusion or limitation of incidental or consequential damages, so the above limitation or 
exclusion may not apply to you. 
Seller does not represent that the product may not be compromised or circumvented; that the product will prevent 
any personal injury or property loss by burglary, robbery, fire or otherwise; or that the product will in all cases pro-
vide adequate warning or protection. Buyer understands that a properly installed and maintained alarm may only 
reduce the risk of a burglary, robbery, fire or other events occurring without providing an alarm, but it is not insur-
ance or a guarantee that such will not occur or that there will be no personal injury or property loss as a result. 
CONSEQUENTLY, SELLER SHALL HAVE NO LIABILITY FOR ANY PERSONAL INJURY, PROPERTY 
DAMAGE OR OTHER LOSS BASED ON A CLAIM THE PRODUCT FAILED TO GIVE WARNING. HOWEVER, IF 
SELLER IS HELD LIABLE, WHETHER DIRECTLY OR INDIRECTLY, FOR ANY LOSS OR DAMAGE ARISING 
UNDER THIS LIMITED WARRANTY OR OTHERWISE, REGARDLESS OF CAUSE OR ORIGIN, SELLER'S 
MAXIMUM LIABILITY SHALL NOT IN ANY CASE EXCEED THE PURCHASE PRICE OF THE PRODUCT, 
WHICH SHALL BE THE COMPLETE AND EXCLUSIVE REMEDY AGAINST SELLER. This warranty gives you 
specific legal rights, and you may also have other rights which vary from state to state. No increase or alteration, 
written or verbal, to this warranty is authorized. 

 
 
 
 
 

 
 

165 Eileen Way, Syosset, NY  11791 
Copyright © 2004 Honeywell International Inc. 

 
www.honeywell.com/security 
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Printed in U.S.A. 704 Publication No. VSPH-UIM
Part No. 455036 Rev. A   

Residential • Gas fired • Hot Water Boilers

User’s Information Manual
VICTORY VSPH SERIES GAS BOILERS

Sealed Combustion - Direct Vent Models
FOR YOUR SAFETY:

• Before operating this boiler, READ this manual.
• DO NOT attempt to install, service or repair this boiler yourself. There are no user serviceable 

parts. Contact a qualified service agency if your boiler needs repair or maintenance. Ask your gas supplier for a 
list of qualified service agencies.

• A qualified service agency should inspect the venting system of this boiler on an annual basis.

__ DO NOT store or use gasoline or other 
flammable vapors and liquids in the 
vicinity of this or any other appliance.

__ WHAT TO DO IF YOU SMELL GAS
• DO NOT try to light any appliance.
• DO NOT touch any electrical switch
• DO NOT use any phone in your 

building.
• Immediately call your gas supplier 

from a neighbor’s phone. Follow the 
gas supplier’s instructions.

• If you cannot reach your gas supplier, 
call the fire department.

__ Installation and service must be performed by 
a qualified installer, service agency or the gas 
supplier.

WARNING: If the information in this manual is not
followed exactly, a fire or explosion may result
causing property damage, personal injury or loss
of life.

Your gas boiler must be installed and serviced by a qualified service agency or gas
supplier. The lack of proper service can result in a dangerous condition.

This manual must be left with owner, hung on or
adjacent to the boiler. Owner should retain manual
for future reference.
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VICTORY VSPH Models 2

WELCOME TO OUR VALUED CUSTOMER
You are now the owner of a Slant/Fin Victory VSPH gas-fired
boiler, another quality heating product designed and manu-
factured by an industry leader, to provide your family with
many years of reliable comfort and trouble-free performance.

The care and maintenance of your new boiler is important to
prevent a hazardous condition which might result form lack
of proper servicing. Therefore, you should perform regular
“owner” inspections as described in this manual (and report
any concerns to a qualified service technician) as well as
have your boiler serviced by a qualified service technician at
least once a year, preferably before the beginning of each
heating season.

LIGHTING INSTRUCTIONS
Locate, read and then follow the procedures on the lighting
instructions label attached to the boiler. For reference, we
have reproduced those instructions in this manual.

DO NOT use this boiler if any part has been
underwater. Immediately call a qualified service
technician to inspect the boiler and to replace

any part of the control system and any gas
control which has been underwater.

WARNING
Should overheating occur or the gas supply

fail to shut off, DO NOT turn off or disconnect
the electric supply to the circulator pump.

Instead, shut off the gas supply at a location
EXTERNAL to the appliance.

WARNING
SLANT/FIN DOES NOT PERMIT THE USE OF

VENT DAMPERS ON VICTORY SERIES 
BOILERS. OTHER DAMPERS OR DEVICES

WITH SIMILAR PURPOSE ARE NOT
PERMITTED.

Keep the boiler area clean and free of all materials that can burn.
NEVER close or reduce openings that supply air for the boiler fire and for ventilation.

Figure 1. Location and Identification of parts.

Air flow proving switch

Blower assembly

Circulator

Junction Box

Gas valve

120/24V transformer

Aquastat

Integrated boiler control
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VICTORY VSPH Models3

INSPECTION
Your boiler and heating system will last an indefinitely
long time at full efficiency, if it is inspected regularly
and is kept in good repair and adjustment. You, the
user, should make regular inspections, and report any
problems to your service agency. At regular intervals,
you should have that agency inspect the system,
clean the boiler and make repair adjustments as nec-
essary. what you and the service agency should do is
listed below. Contact your gas supplier for a list of
qualified service and repair agencies.

USER INSPECTION
The user should make the following inspections at
least once each month during the heating season
and once just before cold weather starts.
VSPH boilers maybe installed and vented either
as direct-vent boiler, which all air for combustion is
obtained directly from outside through the air intake
piping or as non-direct-vent boiler, which all air for
combustion is taken from inside the boiler room.
Typical direct-vent installations are shown on FIgures
2 and 3. Non-direct-vent installation is shown on Fig-
ures 4, 5 and 6.

1. VENTING AND AIR INTAKE SYSTEM REGULAR 
INSPECTION

Inspect the system regularly for condensation, corrosion
and/or physical damage. A qualified professional should
service the boiler annually and include such an inspec-
tion at that time. The homeowner should look over the
system monthly for damage, water stains, any signs of
rust, other corrosions or separation of the vent and air
intake piping (if direct-vent).

Figure 2.

Figure 3.

Should an inspection turn up signs of condensation, cor-
rosion or damage, the boiler should be shut down immedi-
ately and the condition should be corrected by a qualified
professional.

If the boiler is vented horizontally through the wall, the out-
side termination, louvers and screen should be checked
for any debris blocking the opening and cleaned as
required.
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VICTORY VSPH Models 4

Figure 4.

Figure 5.
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VICTORY VSPH Models5

Figure 6.

2. CONDENSATION DRAIN

All Victory VSPH boilers are equipped with a built-in
condensation drain and trap. The trap loop must be filled
with water. DO NOT operate the boiler without filling the
trap with water to prevent flue gas discharge into space.
Periodic inspection should be made of this assembly for
deterioration of the tubing and to insure that the trap is
not plugged. If it is plugged or appears to have exces-
sive sediment in it, it should be removed from the drain
assembly, straightened out to clear the obstruction,
reformed, filled with water and reinstalled as before.

3. PIPING INSPECTION
Look at all water piping. There should be no leaks or
signs of leaks at any pipe joints or around the boiler.

4. SYSTEM WATER PRESSURE INSPECTION

The temperature and pressure gauge indicates the
pressure in the boiler at each water temperature. For
most installations, it should indicate about 12 to 15 psi
pressure when temperature is about 70 to 100F and
from 15 psi to 25 psi when temperature is up to 240F.
FOR YOUR SYSTEM, there is one correct pressure for
each temperature. ASK YOUR INSTALLER OR SERVI-
CEPERSON TO EXPLAIN AND SHOW YOU. Learn

what normal pressure to look for. If pressure decreases
from normal, the relief valve will open to relieve the
pressure. Call  your service organization if pressures
are higher or lower than normal, and if the relief valve
spills water. Repair or adjustment is needed.

5. UNUSUAL NOISE

Stand near the boiler and look and listen. As the burn-
ers start and shut off, there should be no unusual noise.

6. BOILER ROOM AIR SUPPLY

Ample boiler room fresh air is required for combustion
(non-direct vent installation) and ventilation (direct-vent
installation).
Check air vents for continues positive supply of air as
required. Air needs are greatest in cold weather if boiler
installation is non-direct vent method. Air vents must be
open and free of obstruction.

Warning: The flow of combustion and ventilating air to the
boiler should not be obstructed.

Warning: If you find any problem during your inspection, call
for service immediately.
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VICTORY VSPH Models 6

ANNUAL SERVICE AND GENERAL MAINTENANCE

A trained and qualified service technician should per-
form inspection and general maintenance listed in
Installation and Operating Instructions (Publication No.
VSPH-40) before each heating season and at regular
intervals.

SAFETY AND OPERATING INSTRUCTIONS
Follow the lighting instructions in this manual. These
instructions are also attached to the boiler.

SAFETY INFORMATION
For Your Safety Read Before Operating

A. This appliance is equipped with an ignition device
which automatically lights the pilot. DO NOT try to light
the pilot by  hand.

B. BEFORE OPERATING smell all around the appliance
area for gas. Be sure to smell next to the floor because
some gas is heavier than air and will settle on the floor.

WHAT TO DO IF YOU SMELL GAS:
• DO NOT try to light any appliance.
• DO NOT touch any electric switch: DO NOT use any

phone in your building.
• Immediately call you gas supplier from a neighbor’s

phone. Follow the gas supplier’s instructions.
• If you cannot reach your gas supplier, call the fire

department.

C. Use only your hand to turn the gas control knob. Never 
use tools. If the knob will not turn by hand, don’t try to 
repair it, call a qualified service technician. Force or 
attempted repair may result in a fire or explosion.

D. DO NOT use this appliance if any part has been under 
water. Immediately call a qualified service technician to 
inspect the appliance and to replace any part of the 
control system and any gas control which has been 
under water.

OPERATING INSTRUCTIONS
1. STOP! Read the safety information above.
2. Set the thermostat to lowest setting.
3. Turn off all electric power to the appliance.
4. This appliance is equipped with an ignition device

which automatically lights the pilot. DO NOT try to light
the pilot by hand.

5. Remove jacket front panel
6. Turn gas control knob clockwise            to “OFF”.

DO NOT force.
7. Wait five (5) minutes (longer for propane) to clear out 

any gas, then smell for gas, including near the floor. If 
you then smell gas, STOP! Follow “B” in the safety infor

mation above on this page. If you don’t smell gas, go to 
next step.

8. Turn as control knob counterclockwise            to “ON”.
9. Replace jacket front panel.
10.Turn on all electric power to the appliance.
11.Set thermostat to desired setting.
12. If the appliance will not operate, follow the instructions 

“To Turn Off Gas to Appliance” and call your service 
technician or gas supplier.

To Turn Off Gas to Appliance
1. Set thermostat to lowest setting.
2. Turn off all electric power to the appliance if service 

is to be performed.
3. Remove jacket front panel.
4. Turn gas control knob clockwise             till knob 

stops, then continue to “OFF”. Do not force.
5. Replace jacket front panel.

Removing Jacket Front Panel

1. Turn black screws 1⁄4 turn to open position.
2. Remove front panel.

To replace the panel, reverse procedure.

INTEGRATED BOILER CONTROL

The integrated boiler control monitors the status of the
room thermostat, high limit control (Aquastat), pressure
switch (air flow proving switch) and the flame sensor. It
controls the operation of the circulator, inducer motor
(blower), gas valve and spark for pilot ignition. The boiler
control also determines the sequence of operation and
timing for pre and post purge periods, trial for ignition adn
lockout. The control indicator lights (LED’s) provide infor-
mation of boiler operation when lights are steady on or
diagnostic information when they are flashing in order to
help to determine the cause of boiler failure.

WARNING: If you do not follow these instructions exactly, a
fire or explosion may result causing property damage, per-
sonal injury or loss of life.

0FF0FF

ONON

HONEYWELLHONEYWELL

GAS GAS
INLETINLET

GAS CONTROL KNOBGAS CONTROL KNOB
SHOW N IN "OFF"SHOW N IN "OFF"
POSITIONPOSITION

OUTLETOUTLET

VSP40-19VSP40-19FIGURE 19FIGURE 19

Gas Valve VR8204 or VR8304

Figure 7.
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VICTORY VSPH Models7

Flame LED (Red)

Pressure Switch LED (Red)

Hi Limit LED (Red)

Thermostat/Circ. LED (Red)

Power LED (Green)

Figure 8.

INTEGRATED BOILER CONTROL
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VICTORY VSPH Models 8

O = LED off = LED steady on

A. NORMAL OPERATION - STATUS OF INDICATOR LIGHTS (LED’S)

Standby-Boiler waits for call for
heat

Thermostat calls for heat 
Circulator on

Boiler water temperature below
high limit setting
Inducer on

Pressure switch contacts closed
30 seconds pre-purge period
Trial for ignition

Gas valve open
Pilot flame and main burners on
Boiler heating period

Thermostat call for heat ends
Circulator off
15 seconds post purge period.
Burners off.

DESCRIPTION OF OPERATION
POWER

LED
TSTAT/CIRC

LED
LIMIT 
LED

PRESS
SWITCH

LED
FLAME

LED

O

O

O

O

O

O

O

O

O

O

O

O

B. DIAGNOSTIC FLASH CODES
Flashing LED’s provide diagnostic information

WARNING: Only a trained, experienced service technician should perform troubleshooting. Turn off all electric power to 
the boiler before service

POWER LED * 120 V power supply. Polarity is reversed Reverse Hot and NEUTRAL wires in the junction 
box.

POWER + TSTAT/CIRC LED’S * 48 VAC on thermostat circuit. Check and correct the thermostat or zone valves 
wirings.

POWER + PRES SWITCH LED’S * Pressure switch contacts are closed prior to Check air pressure switch.
energizing the blower motor or does not close Check hose connections to pressure switch.
within 5 minutes of the blower being turned on. Check for obstruction/restriction in venting, air

intake piping and termination.

POWER + FLAME LED’S * Flame sensed without call for heat. Remove air box front panel.
Turn off power for at least 45 seconds.
Check if pilot flame exists during pre-purge 
period (first 30 seconds). If pilot flame exists, 
replace gas valve

FLAME LED * Pilot flame was not established during trial for Check gas valve knob to be in “ON” position.
ignition. Check inlet gas pressure.

Check pilot gas line.
Check ignition cable and the connections.
Check pilot flame to be “to 1/2" long”

PRES SWITCH LED Pressure switch opened during boiler run Check pressure switch and its hoses.
period. Wind gusts over 40 mph. Check for obstruction in venting, air intake

piping and termination.

LED’s FLASHING INDICATION REMEDY

* Control Lockout

SLANT/FIN CORPORATION, Greenvale, N.Y. 11548 • Phone: (516) 484-2600
FAX: (516) 484-5921 • Canada: Slant/Fin LTD/LTEE, Mississauga, Ontario

www.slantfin.com

©Slant/Fin Corp. 1996.
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