	Preventive Maintenance Checklist 

Form RS 123

February 2019    Rule 63E-7
	July - Week 1
	July - Week 2
	July - Week 3
	July - Week 4
	July - Week 5
	Aug - Week 1
	Aug - Week 2
	Aug - Week 3
	Aug - Week 4
	Aug - Week 5
	Sept - Week 1
	Sept - Week 2
	Sept - Week 3

	Weekly Tasks
	
	
	
	
	
	
	
	
	
	
	
	
	

	Plumbing Inspection
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check faucets for leaks (run water).
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check for fixture security and leaks in drain pipes.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Test all flush valves. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check for function, leaks, drainage, temperature and flow from shower heads.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check water fountains for leaks and pressure.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check water heater flow per manufacturers guidelines as outlined in the owner's manual.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Visually inspect wiring and test pressure relief and diverter valves where installed (water heater).  Make sure heater breaker is in 'off' position before inspecting.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check for leaks, noise, vibration, and the drive shaft coupling from the circulating pumps.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Take meter reading during inspection to ensure no excess. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	
	
	

	COMMENTS:


	Sept - Week 4
	Sept - Week 5
	Oct - Week 1
	Oct - Week 2
	Oct - Week 3
	Oct - Week 4
	Oct - Week 5
	Nov - Week 1
	Nov- Week 2
	Nov - Week 3
	Nov- week 4
	Nov- Week 5
	Dec - Week 1
	Dec - Week 2
	Dec- week 3
	Dec- Week 4
	Dec- Week 5

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	
	Jan - Week 1
	Jan- Week 2
	Jan - Week 3
	Jan - Week 4
	Jan - Week 5
	Feb - Week 1
	Feb - Week 2
	Feb - Week 3
	Feb - Week 4
	Feb - Week 5
	Mar - Week 1
	Mar - Week 2
	Mar - Week 3

	Weekly Tasks
	
	
	
	
	
	
	
	
	
	
	
	
	

	Plumbing Inspection
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check faucets for leaks (run water).
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check for fixture security and leaks in drain pipes.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Test all flush valves. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check for function, leaks, drainage, temperature and flow from shower heads.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check water fountains for leaks and pressure.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check water heater flow per manufacturers guidelines as outlined in the owner's manual.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Visually inspect wiring and test pressure relief and diverter valves where installed (water heater).  Make sure heater breaker is in 'off' position before inspecting.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check for leaks, noise, vibration, and the drive shaft coupling from the circulating pumps.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Take meter reading during inspection to ensure no excess. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	
	
	

	COMMENTS:


	Mar - Week 4
	Mar - Week 5
	Apr - Week 1
	Apr - Week 2
	Apr - Week 3
	Apr - Week 4
	Apr - Week 5
	May - Week 1
	May- Week 2
	May - Week 3
	May - week 4
	May - Week 5
	June - Week 1
	June - Week 2
	June - week 3
	June - Week 4
	June - Week 5

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	
	July
	July
	August
	August
	September
	September
	October
	October
	November
	November
	December
	December
	January
	January

	Bi-Weekly Tasks (Every two weeks)
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Central A/C Inspection 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure temperature setting (76 degrees A/C and  68 degrees heat).
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check compressors and fans for noise and vibration.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Inspect air filter (clean or replace).
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check blower belt for wear (replace if necessary).
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Test motor with amprobe and compare to spec plate.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Test heat cycle.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Check for noise and vibration in evaporator and condenser.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Inspect coil and drain pan for algae (clean as needed).
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Lubricate moving parts in accordance with manual.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	COMMENTS:


	February
	February
	March
	March
	April
	April
	May
	May
	June
	June

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	


	
	July
	August
	September
	October
	November
	December

	Monthly Tasks
	
	
	
	
	
	

	Complete walk around building inspection.
	
	
	
	
	
	

	Check for standing water on roof.
	
	
	
	
	
	

	Check for appropriate roof drainage.
	
	
	
	
	
	

	Check for roof and window leaks.
	
	
	
	
	
	

	Check fences, razor wire and anti-climb mesh.
	
	
	
	
	
	

	Check lift station (effluent levels in well), baskets and filters (check basket for large or inappropriate debris in well.  If blankets, styrofoam, clothing or other inappropriate items are in basket or well remove them), control panel (warning lights, sirens or indicators).  If effluent levels in well exceeds designated levels contact a pumping and service contractor immediately.  
	
	
	
	
	
	

	Visually inspect hot water heater for leaks or wining noises or odors.  Maintain unit in accordance with manufacturer's guidelines as outlined in the owners manual.  Perform pressure test, flush and other procedures as outlined in the manual or contact a licensed plumber if problems with the unit develop beyond the guidelines.  Always make sure unit breaker is 'off' before servicing.  If unit is gas fired make sure pilot control valve is placed in pilot setting first.  Remember water heaters can explode causing serious injury or death if improperly vented so contact a plumber if problem goes beyond simple maintenance as outlined in the manual.  
	
	
	
	
	
	

	COMMENTS:

	Grounds Maintenance
	
	
	
	
	
	

	Check grounds, coordinate with lawn service for mowing and trimming, if applicable.
	
	
	
	
	
	

	Check for erosion under and around fence line.
	
	
	
	
	
	

	Remove any growth from fence and trim trees that approach fence line.
	
	
	
	
	
	

	Check surface water drainage.
	
	
	
	
	
	

	COMMENTS:

	Generator  ***These tasks should be completed by a Generator Service Vendor

	Run generator with load.
	
	
	
	
	
	

	Check fuel level switch.
	
	
	
	
	
	

	Operation readings taken and recorded.
	
	
	
	
	
	

	Check fuel level and record.
	
	
	
	
	
	

	Check for oil leaks and check oil level.
	
	
	
	
	
	

	Check coolant in cooling system.
	
	
	
	
	
	

	Check Pumps, Hoses and adjust belts as needed.
	
	
	
	
	
	

	Check for exhaust leaks.
	
	
	
	
	
	

	Check all gauges and warning lights.
	
	
	
	
	
	

	Check battery water, add as needed.
	
	
	
	
	
	

	Check engine block heater.
	
	
	
	
	
	

	Check condensate drain and remove water in fuel system.
	
	
	
	
	
	

	Check flex lines.
	
	
	
	
	
	

	Check controller lamp test.
	
	
	
	
	
	

	Check fuel filter.
	
	
	
	
	
	

	Check air filter.
	
	
	
	
	
	

	COMMENTS:

	Electrical
	
	
	
	
	
	

	Exterior inspection, visually inspect building and security lights, utility service weatherhead and panel only if breakers have tripped and need to be reset.  Work at the service panel should be performed only by a licensed electrician as panel mishaps can be fatal.
	
	
	
	
	
	

	Check lights and light switches replace bulbs as needed.
	
	
	
	
	
	

	Clean blades and motors of ventilation fans.  Check operation for abnormal noise/vibration.
	
	
	
	
	
	

	Check security lights.  Emergency and exit lighting should be serviced only by certified fire alarm company.  Have vendor replace batteries and bulbs as needed.  Keep account of any burnt-out lights and notify alarm company.
	
	
	
	
	
	

	Check electrical receptacle covers and switch covers.  Make sure all cover plates are securely fastened and cannot be tampered or accessed by youth.
	
	
	
	
	
	

	Visually inspect fire alarm panel to see if any warning lights or indicators are lit.  Have certified fire alarm company perform regular testing and maintenance on smoke detectors, strobes, sirens and other system components per contract and per Florida Statute.  If warning indicators are lit contact alarm company immediately.  If alarm is out longer than four hours contact the State Fire Marshall (SFM) and institute a 24-hour fire watch per directions on SFM website. 
	
	
	
	
	
	

	COMMENTS:

	Security
	
	
	
	
	
	

	Inspect and verify the operation of all manual and electric locks, interior and exterior to the building, and keys for damage. Lubricate as needed. 
	
	
	
	
	
	

	Check fences for loose wire.
	
	
	
	
	
	

	Check security cameras, to include monitoring stations, clarity and aiming. Check cameras for wiring and fittings.
	
	
	
	
	
	

	Check Security System (test all door and devices).
	
	
	
	
	
	

	COMMENTS:

	Access Gates Inspection
	
	
	
	
	
	

	Check for damage and wear to gates and hardware.
	
	
	
	
	
	

	Check closing tension and adjust gate as needed.
	
	
	
	
	
	

	Check for loss of fluid within the door closer.
	
	
	
	
	
	

	Check gates for cracks and wear.
	
	
	
	
	
	

	Check anchor bolts for tightness.
	
	
	
	
	
	

	Lubricate moving parts in accordance with manual.
	
	
	
	
	
	

	COMMENTS:

	
	
	
	
	
	
	

	Other (explain):
	
	
	
	
	
	

	COMMENTS:

	
	
	
	
	
	
	


	January
	February
	March
	April
	May
	June

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	
	


	
	July - September
	October - December
	January - March
	April - June

	Quarterly Tasks (every 3 months)
	
	
	

	Grease Traps
	
	
	
	

	Contract with licensed pumping contractor to check grease levels and maintain trap in accordance with local Health Department regulations.  Have trap pumped out based on degree of use according to the schedule established with pumping vendor.
	
	
	
	

	NOTE:  pumping on a more frequent basis may be required for proper operation of the grease trap and to prevent grease from creating problems with lift stations and sewer plants 

	Physically inspect the pumping operation to ensure that all grease is removed and the tanks cleaned if needed.
	
	
	
	

	Have pumping contractor maintain a pump log and use a tube sampler to measure and record the inches of grease per manhole and observe the pump out of each section.  This will assist in determining the frequency of pumping required.
	
	
	
	

	Monitor records of the amount of cooking oil (by gallons/ pounds) entering food service vs. the amount pumped to establish if used oil is being poured down the drains or not.
	
	
	
	

	Other (explain):
	
	
	
	

	COMMENTS:


	
	July - December

	Semi-Annual Tasks (every 6 months)  

	Lift Station   ***These tasks will need to be completed by a certified Lift Station Vendor

	Check for leaks on suction and discharge piping, seals, packing glands, etc.  Make minor adjustments as needed.
	

	Check pumps and motor operation for excessive vibration, noise and overheating; Use amprobe to nameplate.  Voltage and amps must be within 5% of nameplate rating.
	

	Check alignment of pumps and motors and adjust as required.
	

	Lubricate pumps and motors.
	

	Gauge pressure suction and discharge.  Must meet lift stations nameplate.  If nameplate not available, use industry standard.
	

	Clean all components as well as exiting pumps and motors.  This is to include station walls, limit switches, wiring and surrounding area.  Clean to new condition, or as close as possible.
	

	Check and clean all electrical components, relays, coils and connections, etc., including all control boxes.  Lace and label wiring as required.
	

	Ensure that the overflow alarm is working.  This is to include the bell and/or alarm red signal, if applicable.  Check overflow level and adjust as required.
	

	Obtain detailed report on work at completion of service and maintain log of service and date completed.
	

	Other (explain):
	

	COMMENTS:


	January - March

	

	

	

	

	

	

	

	

	

	

	

	

	


	
	2010
	2011
	2012

	Yearly tasks
	
	
	

	Clean carpet.
	
	
	

	Strip and reseal all vinyl/VCT flooring.
	
	
	

	Chemically or steam clean all ceramic tile and grout.  Reseal grout and caulk as needed.
	
	
	

	Service all HVAC and refrigeration systems via continuing service contract with licensed HVAC contractor or through maintenance guidelines as outlined in the owners manual.  Work involving de-pressurizing or servicing closed-loop coolant systems should be performed by a licensed mechanical contractor in accordance with Florida Building Code.
	
	
	

	Touch up paint all damaged/ worn interior surfaces, including doors & window frames.  Do not paint any element of the fire alarm or sprinkler system including strobes, sirens, pull stations, sprinkler heads, smoke detectors or any other element included in these systems.  Do not paint door hardware or locks or any window without prior authorization from Facility Services. 
	
	
	

	Inspect and caulk all window & door frames, any location walls are pierced.  Interior and exterior.
	
	
	

	Other (explain):  
	
	
	

	COMMENTS:

	Three Year Tasks 
	
	
	

	Touch up paint all damaged/ worn exterior surfaces, including doors & window frames.  Do not paint any element of the fire alarm or sprinkler system including strobes, sirens, pull stations, sprinkler heads, smoke detectors or any other element included in these systems.  Do not paint door hardware or locks or any window without prior authorization from Facility Services.  
	
	
	

	Other (explain):  
	
	
	

	COMMENTS:


	2013
	2014
	2015

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	
	
	

	
	
	

	
	
	

	


