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Preventive Maintenance Checklist
A reusable, asset-by-asset preventive maintenance checklist for [Company Name], facility/site [Location]. Assign an owner, set the frequency, and check off each task as it is completed.
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[bookmark: section-0]1. How to Use This Checklist
Work through each asset group below on the frequency listed. Assign a single named owner to every task, log the completion date, and note any issue found so it can be turned into a work order.
Tip: The fastest way to make this stick is to record each PM 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. HVAC and Air Handling
	Task
	Frequency
	Owner
	Done

	Inspect and replace air filters
	Monthly
	[ Owner ]
	[   ]

	Check thermostat calibration and setpoints
	Monthly
	[ Owner ]
	[   ]

	Clean condenser and evaporator coils
	Quarterly
	[ Owner ]
	[   ]

	Inspect belts and pulleys for wear and tension
	Quarterly
	[ Owner ]
	[   ]

	Lubricate motor and fan bearings
	Quarterly
	[ Owner ]
	[   ]

	Check refrigerant charge and inspect for leaks
	Semi-annual
	[ Owner ]
	[   ]

	Clear and flush condensate drain lines
	Semi-annual
	[ Owner ]
	[   ]

	Test economizer operation and dampers
	Annual
	[ Owner ]
	[   ]

	Full system performance and airflow test
	Annual
	[ Owner ]
	[   ]


[bookmark: section-2]3. Electrical Systems
	Task
	Frequency
	Owner
	Done

	Visual inspection of panels for heat, corrosion, or arcing
	Monthly
	[ Owner ]
	[   ]

	Test emergency and exit lighting
	Monthly
	[ Owner ]
	[   ]

	Check and tighten panel and breaker connections
	Quarterly
	[ Owner ]
	[   ]

	Thermographic (infrared) scan of panels and connections
	Annual
	[ Owner ]
	[   ]

	Test ground fault and breaker trip functions
	Annual
	[ Owner ]
	[   ]

	Inspect and exercise backup generator and transfer switch
	Monthly
	[ Owner ]
	[   ]

	Load-bank test the backup generator
	Annual
	[ Owner ]
	[   ]


[bookmark: section-3]4. Mechanical and Production Equipment
Note: Always follow lockout/tagout (LOTO) procedures before any inspection or service on powered equipment.
	Task
	Frequency
	Owner
	Done

	Walkaround inspection for leaks, noise, and vibration
	Daily
	[ Owner ]
	[   ]

	Check fluid and lubricant levels
	Daily
	[ Owner ]
	[   ]

	Clean equipment and clear debris
	Weekly
	[ Owner ]
	[   ]

	Inspect guards, sensors, and safety interlocks
	Weekly
	[ Owner ]
	[   ]

	Lubricate per the manufacturer schedule
	Monthly
	[ Owner ]
	[   ]

	Inspect belts, chains, couplings, and alignment
	Monthly
	[ Owner ]
	[   ]

	Calibrate gauges, sensors, and controls
	Quarterly
	[ Owner ]
	[   ]

	Replace wear parts per manufacturer interval
	Semi-annual
	[ Owner ]
	[   ]

	Vibration analysis on critical rotating equipment
	Quarterly
	[ Owner ]
	[   ]

	Full teardown inspection and overhaul assessment
	Annual
	[ Owner ]
	[   ]


[bookmark: section-4]5. Fleet and Powered Vehicles
	Task
	Frequency
	Owner
	Done

	Pre-use inspection: tires, fluids, lights, brakes
	Daily
	[ Owner ]
	[   ]

	Check battery, charge level, and connections
	Weekly
	[ Owner ]
	[   ]

	Engine oil and filter change
	Per hours/miles
	[ Owner ]
	[   ]

	Inspect brakes, hydraulics, and steering
	Monthly
	[ Owner ]
	[   ]

	Rotate tires and check tread and pressure
	Quarterly
	[ Owner ]
	[   ]

	Inspect forks, masts, and lift mechanisms
	Quarterly
	[ Owner ]
	[   ]

	Annual safety and emissions inspection
	Annual
	[ Owner ]
	[   ]


[bookmark: section-5]6. Building and Facility
	Task
	Frequency
	Owner
	Done

	Inspect roof, gutters, and drains for debris and damage
	Quarterly
	[ Owner ]
	[   ]

	Check doors, dock levelers, and overhead doors
	Monthly
	[ Owner ]
	[   ]

	Inspect plumbing for leaks and water heater function
	Quarterly
	[ Owner ]
	[   ]

	Test sump pumps and check for water intrusion
	Quarterly
	[ Owner ]
	[   ]

	Inspect exterior lighting, signage, and parking surfaces
	Quarterly
	[ Owner ]
	[   ]

	Seal, caulk, and weatherproofing inspection
	Semi-annual
	[ Owner ]
	[   ]

	Pest control inspection
	Quarterly
	[ Owner ]
	[   ]


[bookmark: section-6]7. Safety and Life Systems
Warning: Life-safety inspections often carry legal and code requirements. Confirm the frequency and documentation rules for your jurisdiction.
	Task
	Frequency
	Owner
	Done

	Inspect fire extinguishers (pressure, seal, access)
	Monthly
	[ Owner ]
	[   ]

	Test smoke and CO detectors
	Monthly
	[ Owner ]
	[   ]

	Test fire alarm and pull stations
	Quarterly
	[ Owner ]
	[   ]

	Inspect sprinkler system and control valves
	Quarterly
	[ Owner ]
	[   ]

	Inspect eyewash stations and safety showers
	Monthly
	[ Owner ]
	[   ]

	Check first aid kits and emergency equipment
	Monthly
	[ Owner ]
	[   ]

	Full fire suppression system certification
	Annual
	[ Owner ]
	[   ]


[bookmark: section-7]8. IT and Infrastructure
	Task
	Frequency
	Owner
	Done

	Verify backups completed and test a restore
	Weekly
	[ Owner ]
	[   ]

	Check server room temperature and humidity
	Weekly
	[ Owner ]
	[   ]

	Test UPS battery and runtime
	Monthly
	[ Owner ]
	[   ]

	Apply firmware and security patches
	Monthly
	[ Owner ]
	[   ]

	Clean and inspect cooling and airflow in racks
	Quarterly
	[ Owner ]
	[   ]

	Review capacity, storage, and network health
	Quarterly
	[ Owner ]
	[   ]

	Full disaster recovery failover test
	Annual
	[ Owner ]
	[   ]


[bookmark: section-8]9. After Every PM Round
1. Log the completion date and the technician who performed each task.
1. Open a corrective work order for any issue found, do not just note it.
1. Record parts and consumables used so inventory stays accurate.
1. Update the schedule and asset history so the next round is on time.
Company: [Company Name]
Facility / Site: [Location]
Asset / Equipment ID: [Asset ID]
Schedule Period: [MM/DD/YYYY] to [MM/DD/YYYY]
Prepared by: [Name and Title]
Reviewed by: [Name and Title]
Date Completed: [MM/DD/YYYY]
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