IMPORTANT:  Please note that the following is only a suggested list of yearly maintenance items.  It is hoped that review of this list will provide reminders of maintenance tasks that can become neglected until they malfunction.  Some items from this document will not apply to some buildings, and your building might have special needs not covered here.  Your fire safety plan and related preventative maintenance and inspections are specific to each building and this document does not attempt to detail them.

Maintenance Check List
	PRIVATE 
Building: 
	Building Operator: CFDI

	Legend: PM = Prop Manager  S = Site Staff  
	C = Contractor

	X = Suggested Month
	


	PRIVATE 
Maintenance

Type
	Work to be Completed
	By
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	
	Daily
	
	
	
	
	
	
	
	

	Inspect.
	Daily Inspection
	S
	
	
	
	
	
	
	

	Life/Safety
	Check Fire Alarm Control Panel 
	S
	
	
	
	
	
	
	

	Life/Safety 
	Perform Checks on Fire Safety Systems
	S
	
	
	
	
	
	
	

	Mech.
	Check the Elevator Systems
	S
	
	
	
	
	
	
	

	Mech.
	Check the Overhead Garage Doors
	S
	
	
	
	
	
	
	

	Mech.
	Check all Electrical Motors
	S
	
	
	
	
	
	
	

	Mech.
	Monitor Heating Water Temperature
	S
	
	
	
	
	
	
	

	Mech.
	Check level of Cushion Tank 
	S
	
	
	
	
	
	
	

	Mech.
	Clean Lint Screen from Laundry Exhaust
	S
	
	
	
	
	
	
	

	
	Multiple Times per Week
	
	
	
	
	
	
	
	

	Janitor.
	Perform Routine Maintenance on Pool
	S/C
	
	
	
	
	
	
	


Maintenance Check List
	PRIVATE 
Building: 
	Building Operator: CFDI

	Legend: PM = Prop Manager  S = Site Staff  
	C = Contractor

	X = Suggested Month
	


	PRIVATE 
Maintenance
Type
	Work to be Completed
	By
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	
	Weekly
	
	
	
	
	
	
	
	

	Grounds
	Drain Drip Drums on Sprinkler System
	C
	
	
	
	
	
	
	

	Life/Safety
	Perform Weekly Check on fire safety system
	S
	X
	
	
	
	
	
	

	PRIVATE 

	By-Monthly
	By
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Monthly
	
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	Elevator
	Elevator Maintenance
	C
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	HVAC
	Test Glycol Solutions
	C
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	HVAC
	Chiller Maintenance
	C
	
	
	
	
	X
	X
	X
	X
	X
	X
	
	

	Pest Co.
	Pest Control Service
	C
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Inspect Property
	PM
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Elevator Log Sheet Checked
	PM
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Review Daily Log Books
	PM
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	HVAC
	Replace F/A Filters
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Check Underground Parking Signs
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Inspect Built Up Roof
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Life/Safety
	Check all Fire Extinguishers
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Life/Safety
	Inspect Fire Hose Stations
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Life/Safety
	Monthly Check on Fire Safety System
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Inspect Stairs and Rails
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X


Maintenance Check List
	PRIVATE 
Building: 
	Building Operator: CFDI

	Legend: PM = Prop Manager  S = Site Staff  
	C = Contractor

	X = Suggested Month
	


	PRIVATE 
Maintenance
Type
	Work to be Completed
	By
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	
	Multiple frequencies / year
	
	
	
	
	
	
	
	
	
	
	
	
	

	Janitor.
	Power Sweep/Wash Underground
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Mech.
	Garage Door Service
	C
	
	X
	
	
	X
	
	
	X
	
	
	X
	

	Grounds
	Clean catch basins of debris & ice
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	HVAC
	Lubricate Motors, Pumps & Fans
	C
	
	
	
	
	
	X
	
	
	X
	
	
	X

	Janitor.
	Shampoo Carpets
	C
	
	
	
	X
	
	
	
	X
	
	
	
	X

	Life/Safety
	Checks on Fire Safety Systems
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Inspect.
	Stock Order
	PM
	X
	
	
	X
	
	
	X
	
	
	X
	
	

	Life/Safety
	Fire Drills
	S
	
	
	
	
	
	
	
	X
	
	
	
	

	Inspect.
	Inspect Lawn Mower
	C
	
	
	X
	
	
	X
	
	X
	
	
	
	

	Mech.
	Perform Maint. on Air Compress.
	S
	X
	
	
	X
	
	
	X
	
	
	X
	
	

	Inspect.
	Inspect Benches, Planters, Tree guards
	S
	
	X
	
	X
	
	X
	
	X
	
	X
	
	X

	HVAC
	Water Treatment
	C
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	Janitor.
	Wash Light Fixtures
	S
	
	X
	
	
	X
	
	
	X
	
	
	X
	

	Life/Safety
	Vacuum Smoke Detectors
	S
	
	X
	
	
	X
	
	
	X
	
	
	X
	

	Inspect.
	Update Building Inventory
	S
	X
	
	
	X
	
	
	X
	
	
	X
	
	

	Inspect.
	Inspect Exterior Painting
	PM
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	Inspect.
	Inspect Signs/Fences
	PM
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	Grounds
	Inspect All Sidewalks
	S
	
	
	X
	
	
	
	
	
	X
	
	
	

	Grounds
	Inspect Retaining Walls
	S
	
	
	X
	
	
	
	
	
	X
	
	
	

	
	Semi-Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	Grounds
	Power sweep Outside
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	Grounds
	Fertilize Lawn
	C
	
	
	
	X
	
	
	X
	
	
	X
	
	

	Grounds
	Weed Spray (as required)
	C
	
	
	
	
	
	
	
	
	
	
	
	

	Grounds
	Prune Landscaping (spring & fall)
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	HVAC
	Inspect Coils, Ducts and Dampers
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	HVAC
	Fan Coil Maintenance
	C
	
	
	
	X
	
	
	
	
	
	X
	
	

	Janitor.
	Int. Catch Basin Cleaning
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Life/Safety
	Checks on Fire Safety Systems 
	C
	
	
	
	
	
	
	
	
	
	
	
	

	Mech.
	Compactor Maintenance
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Mech.
	Emerg. Generator Service 
	C
	
	
	X
	
	
	
	
	
	
	
	X
	

	Mech.
	Emerg. Gen. Load Test & Oil Analysis
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Inspect.
	Inspect Roof, Eavestrough 
	S
	
	
	
	
	
	X
	
	
	
	
	
	

	Mech.
	Service and Clean Clothes Dryers
	S
	
	
	
	
	
	
	
	
	
	
	
	

	Inspect.
	Inspect Doors and Windows
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	HVAC
	Lubricate D/X Systems
	C
	
	
	
	X
	
	
	
	
	
	X
	
	

	HVAC
	Check Boiler Controls & Sensors
	C
	
	
	
	X
	
	
	
	
	
	X
	
	

	Mech
	Laundry Vents Vacuumed
	C
	
	
	
	X
	
	
	
	
	
	X
	
	


Maintenance Check List
	PRIVATE 
Building: 
	Building Operator: CFDI

	Legend: PM = Prop Manager  S = Site Staff  
	C = Contractor

	X = Suggested Month
	


	PRIVATE 
Maintenance
Type
	Work to be Completed
	By
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	Grounds
	Add Topsoil
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Grounds
	Turn Lawn Sprinkler System On
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Grounds
	Turn Lawn Sprinkler System Off
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Replace Winter Kill
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Grounds
	Spring Cleanup
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Grounds
	Fall Cleanup
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Plant Flowers
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Grounds
	Spring Fertilization
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Grounds
	Fall Fertilization
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Prune Trees and Shrubs
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	Grounds
	Ext. Catch Basin Cleaning
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Janitor.
	Major Carpet Cleaning (steam-clean)
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Inspect.
	Inspect All Water Hoses
	S
	
	
	
	
	
	X
	
	
	
	
	
	

	Inspect.
	Parking Lot Line Painting
	C
	
	
	X
	
	
	
	
	
	
	
	
	

	Inspect.
	Ramp Inspection
	S
	
	
	
	
	
	
	X
	
	
	
	
	

	Janitor.
	Clean Garage Exhaust Pits
	S
	
	
	
	
	
	
	X
	
	
	
	
	

	Janitor.
	Exterior Window Cleaning
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Janitor.
	Garbage Bin/Chute Cleaning
	C
	
	
	
	
	
	
	
	X
	
	
	
	

	Mech.
	Maintenance on Snow Blower
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Admin.
	Revise Annual Operational Check list
	PM
	X
	
	
	
	
	
	
	
	
	
	
	

	Admin.
	Unit Inspections 
	S
	
	
	
	X
	
	
	
	
	
	
	
	

	Admin.
	Revise Items on Monthly Planner
	PM
	X
	
	
	
	
	
	
	
	
	
	
	

	Admin.
	Revise Inspection Form
	PM
	X
	
	
	
	
	
	
	
	
	
	
	

	Admin.
	Order Salt/Calcium
	PM
	X
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Inspect Paving/Concrete
	S
	
	
	
	X
	
	
	
	
	
	X
	
	

	Admin.
	Remove Christmas Decorations
	S
	X
	
	
	
	
	
	
	
	
	
	
	

	Admin.
	Install Christmas Decorations
	S
	
	
	
	
	
	
	
	
	
	
	
	X

	Grounds
	Install Nets, Insp. Playgrounds
	S
	
	
	
	
	X
	
	
	
	
	
	
	

	HVAC
	Clean Hot Water Tanks
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	HVAC
	Clean Heat Exchangers
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Inspect.
	Inspect Roof Anchors
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Inspect.
	Roof Inspection
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Life/Safety
	Fire Safety Equipment Inspection
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Fire Extinguishers Inspection
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Checks on Fire Safety Systems
	C
	
	
	
	
	
	
	
	
	X
	
	
	


Maintenance Check List
	PRIVATE 
Building: 
	Building Operator: CFDI

	Legend: PM = Prop Manager  S = Site Staff  
	C = Contractor

	X = Suggested Month
	


	PRIVATE 
Maintenance
Type
	Work to be Completed
	By
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mech.
	Turn On Ramp Heating System
	S
	
	
	
	
	
	
	
	
	
	
	X
	

	Mech.
	Turn Off Ramp Heating System
	S
	
	
	
	X
	
	
	
	
	
	
	
	

	Mech.
	Tighten Over 200 Amp Connections
	C
	
	X
	
	
	
	
	
	
	
	
	
	

	Mech.
	Service Video Equipment
	C
	X
	
	
	
	
	
	
	
	
	
	
	

	Mech.
	Flush Horizontal/Vertical Drains
	C
	
	
	
	
	
	X
	
	
	
	
	
	

	Mech.
	Sump Pits/Catch Basin Cleaning
	C
	
	
	
	
	
	X
	
	
	
	
	
	

	Mech.
	Open Pool
	C
	
	
	
	
	
	X
	
	
	
	
	
	

	Mech.
	Winterize Pool
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Mech.
	Power Wash Horizontal Drains
	C
	
	
	X
	
	
	
	
	
	
	
	
	

	Mech.
	Service Backflow Preventors
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Mech.
	Clean Pump Strainers on all Pumps
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Admin.
	Connect Pool Phone
	PM
	
	
	
	
	
	X
	
	
	
	
	
	

	Admin.
	Disconnect Pool Phone
	PM
	
	
	
	
	
	
	
	
	X
	
	
	

	Inspect.
	Inspect grout/caulking-showers
	S
	
	
	
	
	
	
	
	
	
	X
	
	

	Inspect.
	Check Structural Integrity Foundation
	S
	
	
	
	
	
	
	
	X
	
	
	
	

	HVAC
	Furnace Cleaning
	C
	
	
	
	
	
	
	
	
	X
	X
	
	

	Mech.
	Drain All Exterior Hose Bibs
	S
	
	
	
	
	
	
	
	
	
	X
	
	

	HVAC
	Heating Changeover
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Basement Waterproofing
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Mech.
	Sanitary Drain Power Flushing
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	HVAC
	Cooling Changeover
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Janitor.
	Strip, Seal and Wax Vinyl Floors
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Grounds
	Eavestrough and Scoper cleaning
	S
	
	
	
	
	
	
	
	
	
	
	X
	

	HVAC
	Clean All Boilers
	C
	
	
	
	
	
	X
	
	
	
	
	
	

	HVAC
	Have Boilers Tested for Efficiency
	C
	X
	
	
	
	
	
	
	
	
	
	
	

	HVAC
	Winterize Chiller
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	HVAC
	Start / Perform Maint. on Chiller 
	C
	
	X
	
	
	
	
	
	
	
	
	
	

	HVAC
	Perform Cooling Tower Maintenance
	C
	
	
	X
	
	
	
	
	
	
	
	
	

	Inspect.
	Perform Thermal Scan of Roof (5 yrs)
	C
	X
	
	
	
	
	
	
	
	
	
	
	

	Life/Safety
	Inspect Fire Doors and Fire Dampers
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Hydrostatic Test Extinguishers (5 yrs)
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Empty & Test all Fire Ext. (6 yrs)
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Hydrostatic Test Dry Chem Ext 12 yrs
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Test Dry Pipe Sys. Obstructions 15 yr
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Test Dry Pipe Standpipe (5 yrs)
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Checks on Fire Safety Systems (2 yrs)
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Mech.
	Power Wash Kitchen Stacks (2-3  yrs)
	C
	
	
	
	
	
	X
	
	
	
	
	
	

	Mech.
	Replace Faucet Washers (2 yrs)
	S
	X
	
	
	
	
	
	
	
	
	
	
	

	Life/Safety
	Fire Hydrant Flow Test
	C
	
	
	
	
	X
	
	
	
	
	
	
	


