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Appendix H: Equipment Tagging Installation Procedure  
 

 

Tagging of a single equipment:  
 

1.  Locate equipment unit/asset to be tagged. 
 
2.  Determine the best method to access the equipment unit/asset.  If special equipment is 
required to access the equipment unit/asset, the use of special equipment will need to be 
coordinated with the Supervisor/Foreperson on site (i.e. articulating boom, fall arrest for roof 
access, LOTO (lock out tag out), PPE (personal protective equipment), etc.). The contractor is 
responsible for the supply of the special equipment. Measures shall be taken by the contractor 
to minimize disruption to facility operations.  
 
3. Locate the asset name plate. Most equipment will have a name plate or a sticker with details 
of manufacturer, model number and serial number. 
 
4. Install the tag adjacent to the equipment's name plate, disconnect or relevant location (refer 
to Tag Placement section). Once tagged, ensure that the location of the tag and the tag number 
are documented in the data collection document (Appendix G). 
 
 

Tagging of grouped equipment:  
 
1. Locate the first equipment of the group on the system or branch being tagged. 
 
Examples: 
 

- If there are 30 VAVs (variable air volume) per floor, locate the first VAV branching off 
the air handler unit and tag that equipment. 

- For fire hose cabinets, tag the first cabinet off the main water line.  
 
2.  Determine the best method to access the equipment unit/asset.  If special equipment is 
required to access the equipment unit/asset, the use of special equipment will need to be 
coordinated with the Supervisor/Foreperson on site (i.e. articulating boom, fall arrest for roof 
access, LOTO (lock out tag out), PPE (personal protective equipment), etc.). The contractor is 
responsible for the supply of the special equipment. Measures shall be taken by the contractor 
to minimize disruption to facility operations.  
 
3. Locate the asset name plate. Most equipment will have a name plate or a sticker with details 
of manufacturer, model number and serial number. 
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4. Install the tag adjacent to the equipment's name plate, disconnect or relevant location (refer 
to Tag Placement section). Once tagged, ensure that the location of the tag and the tag number 
are documented in the data collection document (Appendix G). 
 

Tag Placement (Recommendation from RFID Academia) 
 

The recommended placement of the RFID tag onto the equipment should follow these 
guidelines:  
 

- When possible, place the tag onto a metal surface of the equipment to maximize the 
tag’s reading distance. The recommended tags are intended for on-metal applications so 
they will perform best when on a metal surface. They will also function on non-metal 
surfaces but the reading distances will be reduced.  

- Place the tag onto a location that will not affect the normal operation of the equipment.  
- Place the tag near a location that will normally be serviced by an employee. This is to 

facilitate the employee’s ability to find the tag to scan. 
- Tag location should be kept consistent for all similar equipment. 
- Place the tag so that the RFID scanner will have an unobstructed line of sight to the tag. 

Avoid placing the tag into a recess or cavity of the asset. This will maximize the tag’s 
reading distance and ease of scanning for the employee.   

 

The following are examples where tags have been applied: 
 

 
 


