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Equipment Maintenance Log
A reusable equipment maintenance log for [Company Name], facility/site [Location]. Record every maintenance, inspection, and repair event so the full service history of each asset lives in one place instead of in one person’s head.
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[bookmark: section-0]1. How to Use This Log
Keep one log per asset (or one shared log per area, filtered by Asset ID). Fill in the equipment details once, then add a new row every time a maintenance, inspection, or repair task is performed — not just when something breaks.
Log the event the day it happens. A log filled in from memory a week later is the main reason maintenance history is unreliable.
Tip: Record each recurring maintenance task once as a step-by-step guide so any technician can perform and log it the same way, on schedule, even when the person who normally does it is out.
[bookmark: section-1]2. Equipment Details
Complete this once per asset.
	Field
	Value

	Asset / Equipment name
	[ Equipment name ]

	Asset ID / Tag number
	[ Asset ID ]

	Manufacturer and model
	[ Make / Model ]

	Serial number
	[ Serial number ]

	Location / Department
	[ Location ]

	Date placed in service
	[ MM/DD/YYYY ]

	Warranty expiration
	[ MM/DD/YYYY ]

	Maintenance owner
	[ Name ]


[bookmark: section-2]3. Maintenance Log
Add one row per event. Use the Type column to mark each entry as PM (preventive), INS (inspection), REP (repair/corrective), or CAL (calibration).
	Date
	Type
	Work performed
	Parts / materials used
	Labor (hrs)
	Downtime
	Technician
	Next due

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


[bookmark: section-3]4. What to Record in Each Entry
1. Date — the day the work was actually performed.
1. Type — PM, inspection, repair, or calibration, so you can separate planned from reactive work later.
1. Work performed — what was done, in plain language a second technician could repeat.
1. Parts / materials used — part numbers and quantities, so reorders and cost tracking are possible.
1. Labor (hrs) — time on the task, for cost and workload analysis.
1. Downtime — how long the asset was unavailable (0 if none).
1. Technician — who did the work, so questions have an owner.
1. Next due — the date or meter reading the next scheduled task is due.
[bookmark: section-4]5. Condition and Follow-Up Notes
Use this space to record observations that are not a completed task yet — abnormal wear, noises, leaks, or readings that should be watched or turned into a future work order.
	Date
	Observation
	Action / work order raised
	Owner

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Log started: [ MM/DD/YYYY ]
Reviewed by: [ Name ]
Review date: [ MM/DD/YYYY ]
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