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Maintenance Checklist Template
A reusable maintenance checklist template for [Company Name], facility/site [Location]. Copy this for any asset, area, or shift, set the frequency, assign a named owner, and check off each task as it is completed.
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[bookmark: section-0]1. How to Use This Template
This is a blank, reusable template — not a finished checklist. Fill in the header once, list the tasks for the asset or area you are maintaining, set a frequency, and assign a single named owner to every line.
Run one copy per asset, area, or shift. Keep the checklist where the work happens, log the date a task is completed, and turn anything that fails inspection into a work order.
Tip: The fastest way to make a checklist stick is to record each task once as a step-by-step guide so any technician can follow it the same way, on schedule, even when the person who normally does it is out.
[bookmark: section-1]2. Checklist Details
Complete this once per checklist.
	Field
	Value

	Asset / Area / Line
	[ Asset or area name ]

	Asset ID / Tag number
	[ Asset ID ]

	Location / Department
	[ Location ]

	Checklist owner
	[ Name ]

	Review frequency
	[ Monthly / Quarterly ]

	Last reviewed
	[ MM/DD/YYYY ]


[bookmark: section-2]3. Daily / Shift Checks
Quick condition and safety checks performed before use or at the start of each shift.
Note: Always follow lockout/tagout (LOTO) procedures before any inspection or service on powered equipment.
	Maintenance task
	Frequency
	Owner
	Last done
	Done

	[ Visual walkaround for leaks, noise, or damage ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Check fluid / lubricant levels ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Confirm guards, sensors, and safety interlocks in place ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Test indicators, alarms, and emergency stop ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Clear debris and clean work area ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]


[bookmark: section-3]4. Weekly / Monthly Maintenance
Scheduled preventive tasks that keep the asset within spec.
	Maintenance task
	Frequency
	Owner
	Last done
	Done

	[ Lubricate per manufacturer schedule ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Inspect belts, chains, couplings, and alignment ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Tighten fasteners and electrical connections ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Replace or clean filters ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Check calibration of gauges, sensors, and controls ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Inspect wear parts and record condition ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]


[bookmark: section-4]5. Quarterly / Annual Maintenance
Deeper service and compliance tasks performed less often.
	Maintenance task
	Frequency
	Owner
	Last done
	Done

	[ Full performance / output test against spec ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Replace wear parts per manufacturer interval ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Vibration or thermographic analysis (critical assets) ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Safety, compliance, or regulatory inspection ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]

	[ Update asset records and service history ]
	[ Freq ]
	[ Owner ]
	[ MM/DD ]
	[   ]


[bookmark: section-5]6. Issues Found and Follow-Up
Log anything that failed a check or needs attention but is not a completed task yet. Convert each open item into a work order with a named owner and due date.
	Date
	Issue found
	Work order #
	Owner
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[bookmark: section-6]7. Completion and Sign-Off
The assigned owner signs off when every task on the checklist is complete or accounted for.
	Field
	Value

	Checklist period
	[ From MM/DD/YYYY to MM/DD/YYYY ]

	Completed by
	[ Name ]

	Signature
	[ Signature ]

	Date completed
	[ MM/DD/YYYY ]

	Reviewed by (supervisor)
	[ Name ]


Template version: [ v1.0 ]
Owner: [ Name ]
Next review: [ MM/DD/YYYY ]
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