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Machine Maintenance Checklist
A reusable, per-machine maintenance checklist for [Company Name], site/line [Location]. Fill in one copy per machine, assign an owner to every task, set the frequency, and check off and date each task as it is completed.
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[bookmark: section-0]1. How to Use This Checklist
Use one copy of this checklist per machine. Start by filling in the machine identification block so the checklist is tied to a specific asset, then work the daily, weekly, monthly, quarterly, and annual sections on the frequency listed.
Assign a single named owner to every task, log the completion date, and write down any issue found so it can be turned into a work order instead of forgotten.
Tip: The fastest way to make a per-machine checklist stick is to record each task once as a step-by-step guide so any operator can do it the same way, on schedule, even when the person who normally runs the machine is out.
[bookmark: section-1]2. Machine Identification
	Field
	Value

	Machine name / ID
	[ Machine name and asset tag ]

	Make and model
	[ Manufacturer / model ]

	Serial number
	[ Serial number ]

	Location / line
	[ Building, line, or cell ]

	Criticality
	[ Critical / Important / Standard ]

	Manufacturer manual ref.
	[ Document or link ]


[bookmark: section-2]3. Daily Checklist (Start of Shift)
Note: Follow lockout/tagout (LOTO) before reaching into any guarded or powered area. Daily checks happen at the start of every operating shift.
	Task
	Acceptance Criteria
	Owner
	Done

	Walkaround for leaks, loose parts, and damage
	No visible leaks, damage, or loose hardware
	[ Owner ]
	[   ]

	Check fluid, coolant, and lubricant levels
	All levels within the marked operating range
	[ Owner ]
	[   ]

	Listen and feel for unusual noise or vibration
	Normal sound and vibration at idle and load
	[ Owner ]
	[   ]

	Verify guards, E-stops, and safety interlocks
	All guards in place; E-stop and interlocks function
	[ Owner ]
	[   ]

	Check air pressure / hydraulic pressure gauges
	Pressure within manufacturer spec
	[ Owner ]
	[   ]

	Clear chips, debris, and obstructions from work area
	Work area and travel paths clear
	[ Owner ]
	[   ]

	Confirm warning lights and HMI show no active faults
	No active alarms or fault codes
	[ Owner ]
	[   ]


[bookmark: section-3]4. Weekly Checklist
	Task
	Acceptance Criteria
	Owner
	Done

	Deep clean machine surfaces, guards, and enclosures
	No buildup of chips, dust, or residue
	[ Owner ]
	[   ]

	Inspect belts, chains, and hoses for wear and tension
	No fraying, cracking, or improper tension
	[ Owner ]
	[   ]

	Check and top off lubrication points
	All points lubricated per the lube chart
	[ Owner ]
	[   ]

	Inspect cables, connectors, and wiring for damage
	No exposed, pinched, or chafed wiring
	[ Owner ]
	[   ]

	Test safety devices: light curtains, mats, interlocks
	All safety devices stop motion as designed
	[ Owner ]
	[   ]

	Review and log any operator-reported issues
	Issues logged and converted to work orders
	[ Owner ]
	[   ]


[bookmark: section-4]5. Monthly Checklist
	Task
	Acceptance Criteria
	Owner
	Done

	Lubricate bearings and slides per manufacturer schedule
	Correct lubricant and quantity applied
	[ Owner ]
	[   ]

	Inspect and adjust belt, chain, and coupling alignment
	Alignment within tolerance; no excess play
	[ Owner ]
	[   ]

	Check and tighten electrical and terminal connections
	No loose terminals or signs of heat
	[ Owner ]
	[   ]

	Inspect pneumatic/hydraulic seals, fittings, and filters
	No leaks; filters clean or replaced
	[ Owner ]
	[   ]

	Calibrate critical gauges, sensors, and controls
	Readings within calibration tolerance
	[ Owner ]
	[   ]

	Inspect tooling, fixtures, and wear parts
	No excessive wear; replace per interval
	[ Owner ]
	[   ]

	Review run hours and cycle counts against PM intervals
	Upcoming interval-based tasks scheduled
	[ Owner ]
	[   ]


[bookmark: section-5]6. Quarterly Checklist
	Task
	Acceptance Criteria
	Owner
	Done

	Replace filters, fluids, and lubricants per interval
	New fluids and filters logged with date
	[ Owner ]
	[   ]

	Vibration analysis on motors and rotating assemblies
	Readings within baseline; trend recorded
	[ Owner ]
	[   ]

	Inspect motor, gearbox, and drive condition
	No overheating, noise, or end-play
	[ Owner ]
	[   ]

	Verify control software / PLC backup is current
	Backup taken and stored off-machine
	[ Owner ]
	[   ]

	Inspect structural frame, mounts, and leveling
	No cracks; machine level and anchored
	[ Owner ]
	[   ]

	Full safety system function test and documentation
	All safety functions pass and are signed off
	[ Owner ]
	[   ]


[bookmark: section-6]7. Semi-Annual and Annual Checklist
Warning: Some tasks (pressure vessels, lifting equipment, electrical certification) may carry legal or code requirements. Confirm the required frequency and documentation for your jurisdiction.
	Task
	Acceptance Criteria
	Owner
	Done

	Replace major wear parts per manufacturer interval
	Parts replaced and recorded against asset
	[ Owner ]
	[   ]

	Thermographic (infrared) scan of electrical panels
	No abnormal hot spots; report filed
	[ Owner ]
	[   ]

	Full teardown inspection of critical assemblies
	Internal wear assessed; overhaul scoped
	[ Owner ]
	[   ]

	Recalibrate all measurement and control instruments
	Calibration certificates on file
	[ Owner ]
	[   ]

	Verify and update the machine PM plan and intervals
	PM plan reviewed and revision dated
	[ Owner ]
	[   ]

	Confirm spare parts and critical inventory on hand
	Min/max stock verified for this machine
	[ Owner ]
	[   ]


[bookmark: section-7]8. Issue and Work Order Log
Whenever a check fails or an abnormal condition is found, record it here and open a work order. A checklist that catches problems but never routes them to a fix is just paperwork.
	Date
	Finding
	Action / Work Order #
	Owner
	Closed

	[ Date ]
	[ What was found ]
	[ WO # / action taken ]
	[ Owner ]
	[   ]

	[ Date ]
	[ What was found ]
	[ WO # / action taken ]
	[ Owner ]
	[   ]

	[ Date ]
	[ What was found ]
	[ WO # / action taken ]
	[ Owner ]
	[   ]


[bookmark: section-8]9. Sign-Off
Completing this block makes the checklist a record, not a wish. File one signed copy per machine per cycle.
Machine / Asset ID: [ ___________________ ]
Cycle / Period: [ ____ / ____ / ______ ]
Completed by: [ ___________________ ]
Reviewed by: [ ___________________ ]
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