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Planned Preventative & Cyclic Maintenance - Buildings
Building Name & No: _______________________________________________________Building Plan NO.______________(attached)



Date:__________________________________

[Type text]


	Use the checklist below as a guide to help ensure you are doing everything you can to maintain an efficient facility.
	Inspected/
Tested

√
	Rating

D-Defective

S-Satisfactory

G-Good
	Notes – For all D Rated items
	Action Taken
	Responsibility

	Lighting & Electrical - Buildings
	 
	 
	
	
	
	
	

	Inspect the Building Switchboards condition, its doors, lock, paint and labels are all in good condition.  Ensure Danger signage is in place and in good condition, ensure doors and locks are secure. 
	
	
	
	
	

	Check circuit breakers – Ensure MCCB type breakers (not fuse type), All circuit breakers labeled, inspect cables for signs of failure (burnt insulation, or blackening, naked wires, signs of melting, loose connection etc.).  Carry out thermal imaging inspection.
	
	
	
	
	

	Examine & Test Interior lighting and switches, power points and wiring looking for signs of failure or damage.  (Replace non LED lighting with LED lighting).   Replace defective, damaged or discolored light battens and covers, power points, switches and wiring.  Ensure light battens and covers are cleaned and wipe down, replace any damaged or discolored lighting covers.  Ensure that each lamp has the same color temperature. Ensure multiple power boards not connected to one outlet.
	 
	
	 
	 
	 

	Examine and test all ceiling, wall and exhaust fans.    Replace defective, damaged or noisy fans.  Clean fans and blades (wipe down with cleaner and paint as required)
	 
	
	 
	 
	 

	Examine loading of power points; ensure no overloading is being done.  Disconnect any excessive connections, power boards to overloaded power points. Check the number of power point connections against  breaker rating and ensure EFL compliance
	
	
	
	
	

	Examine and Test all exterior lighting for proper installation and function.  Inspect all switches and cabling are in good condition and operating properly.  Ensure weather proof type and in good condition.  Ensure weather proof seals are in good condition. Re-aim adjustable lighting if necessary.  
	
	
	
	
	

	Examine and test all exterior lighting timers and photocells are functioning correctly.  Recalibrate or replace as necessary.
	
	
	
	
	

	Note: Inspect at regular intervals, with group relamping when lamps begin to fail.  Consider group relamping (to create your relamping schedule, calculate lamp life and how often lamps are used).

	 
	 
	 
	 
	 


	Building Interior – Doors & Windows, Floors and Ceilings, Internal Signage, Joinery and Furniture.
	 
	 
	Inspected/Tested

√
	Rating

D-Defective

S-Satisfactory

G-Good
	Notes – For all D Rated items
	Action Taken
	Responsibility

	Inspect all doors for proper operation; ensure that exits are not obstructed. (Especially Emergency Exit Doors)  Inspect the condition of door handles, locks, hinges and closers. Inspect the glass inlay (where fitted), door frames and door stopper.    Check the condition of paint and repaint as necessary.    Ensure striker/push plates are in place Inspect the door signage and replace as necessary.  
	 
	 
	
	
	
	
	

	Inspect internal walls for signs of deterioration.  Ensure there are no cracks, uneven surfaces, marks or other blemishes and those surfaces are in good condition.  Inspect condition of the paint, and cleanliness of the wall.  (If the walls require repainting or just cleaning). Ensure Passive Fire opening such as openings for services conduits and cables are sealed properly.
	 
	 
	 
	 
	 

	Inspect windows and frames.  Check condition of window frame, window stoppers and opening and closing mechanism (ALL) should be operating smoothly and any defective or hard to operate mechanisms should be replaced.  Ensure all glass/aluminum blades/panes are in place is clean with no cracks or signs of corrosion and fitted properly (not loosely fitted).  Check window frames if they require painting.  Check for rotted timber frames.  Replace and repair any defective windows and unsure all in good working condition, weather tight, clean and painted as required.  

	 
	 
	 
	 
	 

	Inspect condition of ceiling for holes and cracks marks or other blemishes.  Repair and make good any defects to ceiling.  Ensure ceiling is clean and free of marks.  Replace missing or damaged ceiling panels and frames where required.   
	
	
	
	
	

	Inspect the condition of all floors, ensure there are no slip, trip and fall hazards. Condition of floor surface is even, without marks, cracks or damaged/missing sections and in good condition without signs of deterioration.   Ensure floors are clean without disused and broker furniture or equipment lying around.
	
	
	
	
	

	Inspect Room Signage White Boards/Notice Boards.  Ensure all good condition, properly mounted and secure.  Replace or install any missing or required room and way Signage White Boards/Notice Boards.
	
	
	
	
	

	Inspect all Joinery, Built in Cabinets, work benches, podium, etc.   Condition of joinery, paint, doors, hinges, knobs etc. to be in good condition.  Repair, Repaint, or Replace any defective or substandard joinery.  
	
	
	
	
	

	Sink Bench/Overhead Cabinets – Inspect the condition of sink bench top, back splash, internal framing, cabinet’s doors, drawers, including handles, to be in good condition. 
	
	
	
	
	

	Inspect internal corridors, walkways, passages and stairs.  Ensure all stairs treads in good condition, free from any slip trip and fall hazards, hand railings in good condition. Anti-slip nosing for stairs installed where required
	
	
	
	
	

	Note:   
	 
	 
	 
	 
	 


	Building Exterior – Cyclone Shutters, Walls, Roofing, External Railings, Decks and walkways, External Building Signage.
	 
	 
	Inspected/Tested

√
	Rating

D-Defective

S-Satisfactory

G-Good
	Notes – For all D Rated items
	Action Taken
	Responsibility

	Inspect external walls for signs of deterioration.  Ensure there are no cracks, uneven surfaces, marks or other blemishes and those surfaces are in good condition.  Inspection condition of the paint, and cleanliness of the wall.  (If the walls require repainting or just cleaning). All services opening are weather tight.
	 
	 
	
	
	
	
	

	Inspect fly screens, security grills where fitted, Ensure there are no holes and fly screen frames are in good condition.  Ensure fly screens are cleaned. Ensure mountings are intact and in good condition.
	
	
	
	
	

	Inspect location, storage and condition of cyclone shutters (if applicable). Ensure shutters are in good condition, easily retrievable for use when required and the correct number of shutters are available.  
	 
	 
	 
	 
	 

	Inspect roofs for signs of rusted roofing sheets, deterioration. Ensure there are no cracks, debris, drainage (Evidence of standing water), physical damages, open joints, flashings and ridge cap conditions. Inspect condition of the screws. Ensure the screws are not rusted, washers are intact.  Inspect condition of the coat, and the cleanliness of the roof. (If the roof requires repainting or just cleaning) 
	
	
	
	
	

	Inspect External Railings for signs of deterioration, strength, painting conditions, joints. Ensure the railings post are intact, railings are bolted / screws are properly intact with the posts. 

Inspect Walkways for signs of holes, cracks, uneven surfaces, and cleanliness. Ensure that walkways are not slippery.
	 
	 
	 
	 
	 

	Building signage – check condition of building name and way finding signage’s. Replace as required.
	 
	 
	 
	 
	 

	Inspect external corridors, ramps, walkways, verandahs and stairs.  Ensure all stairs treads in good condition, free from any slip trip and fall hazards, hand railings are in good condition and the condition of ramps is good, clean and free from any slip trip and fall hazards. Stair tread anti-slip nosing installed where required.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Note:   
	 
	 
	 
	 
	 


	Building - Plumbing
	 
	 
	Inspected/Tested

√
	Rating

D-Defective

S-Satisfactory

G-Good
	Notes – For all D Rated items
	Action Taken
	Responsibility

	Building Interior
Inspect kitchen for signs of water seepage on floors and walls. Ensure all inlets / outlets pipes are in good condition, faucet are intact and in good condition, water not leaking from it, joints.


	 
	 
	
	
	
	
	

	Inspect toilets for signs of wet floor. Inspect toilet partitioning, mirror.
	 
	 
	 
	 
	 

	Inspect toilet cistern, pans, seats, flexible hose, stop cock, valves, urinals for damage and replace as required.
	 
	 
	 
	 
	 

	Shower – inspect shower rose, grating, vanities, hand basin, pillar tap for damage and functionality. Replace as required.
	 
	 
	 
	 
	 

	Inspect Building Exterior for signs of dampness on walls, inlets / outlets for waste, chambers, gully traps, chamber lids, washtubs,
	
	
	
	
	

	Inspect Gutter, downpipe and drainage around the building for any blockage and damage.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Note:.   
	 
	 
	 
	 
	 


	Building HVAC,  Air Condition –SLA Audit Check List
	 
	 
	Audited
√
	Rating

C- Compliant
N- Non Compliant
	Notes – For all N Rated items
	Action Taken
	Responsibility

	Service Reports – Comply with SLA requirements
	 
	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Note:.   
	 
	 
	 
	 
	 


	Building Fire Detection & Fire Fighting Equipment –SLA Audit Check List
	 
	 
	Audited
√
	Rating

C- Compliant

N- Non Compliant
	Notes – For all N Rated items
	Action Taken
	Responsibility

	
	 
	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Note:.   
	 
	 
	 
	 
	 

	Building Lifts –SLA Audit Check List
	 
	 
	Audited

√
	Rating

C- Compliant

N- Non Compliant
	Notes – For all N Rated items
	Action Taken
	Responsibility

	
	 
	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Note:.   
	 
	 
	 
	 
	 

	Back Up Generators –SLA Audit Check List
	 
	 
	Audited

√
	Rating

C- Compliant

N- Non Compliant
	Notes – For all N Rated items
	Action Taken
	Responsibility

	
	 
	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Note:.   
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