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	Communication Planned Maintenance Schedule Checklist - Offices




The below schedule is a sample of planned maintenance activities, however, The Entity shall proactively source from the manufacturer, the required maintenance for each assets.

	Building Name:
	Reference No.
	Rev-00A

	Functional Critical Planned Maintenance Communication System

	Sr. No.
	Item
	Frequency (FQ)
	Action
	Notes
	CHECKED SATISFACTORY

	
	
	
	
	
	N/A
	Yes
	No

	1.1
	Diagnostic Routine on Computer (where appropriate)
	Biannual
	Perform diagnostic tasks and check computer operation
	This routine will check all aspects of computer hardware and software
	|_|
	|_|
	|_|

	1.2
	Wireless Systems
	6 Monthly
	Clean and examine bells, buzzers, pull cords, pushes, indicators, relays, contact boxes fuses. Ensure terminal connections are sound
	Visually inspect printed circuit boards. Clean, examine, and test all components of the system and reset as required. Examine antennae
	|_|
	|_|
	|_|

	1.3
	System Checks
	6 Monthly
	Clean, examine and test all components of the system and reset as required. Examine antennae
	
	|_|
	|_|
	|_|

	1.4
	Batteries
	6 Monthly
	Test dry batteries, renew as necessary, and ensure their security
	
	|_|
	|_|
	|_|

	1.5
	Filters
	Biannual
	Check condition, clean and lubricate, if necessary
	
	|_|
	|_|
	|_|

	1.6
	Software Archives
	Biannual
	Take back-up copy of site-specific data files. 
Confirm operating programs and functionality 
	Ensure that security is retained and that any updating of files is incorporated. It is recommended that a copy of the back-up data is stored in a fireproof safe or off-site
	|_|
	|_|
	|_|

	1.7
	Cables
	Annual
	Check security, integrity, and for physical damage
	
	|_|
	|_|
	|_|

	1.8
	Discs and Drives
	Annual
	Clean according to the manufacturer's instructions
	
	|_|
	|_|
	|_|

	1.9
	Clock Battery
	Annual
	Check and replace, if necessary
	Battery disposal should be in accordance with regulation and environmental requirements
	|_|
	|_|
	|_|

	1.10

	Connectors
	Annual
	Check connectors for security and integrity
	
	|_|
	|_|
	|_|

	1.11
	Mouse
	Annual
	Check for smooth operation and clean ball as necessary
	More frequent cleaning can be implemented, if needed
	|_|
	|_|
	|_|

	1.12
	Visual Display Unit (VDU)/Monitors
	Annual
	Check:
Focus
Contrast
Brightness
For correct operation
	
	|_|
	|_|
	|_|

	1.13
	Keyboard
	Annual
	Check for correct operation and clean
	
	|_|
	|_|
	|_|

	1.14
	Cables and Connectors
	Annual
	Check security, integrity, and for physical damage
	
	|_|
	|_|
	|_|

	1.15
	Cleaning
	Annual
	Use recommended cleaning agent
	Remove paper or tape debris
	|_|
	|_|
	|_|

	1.16
	Data Communications
	Annual
	Check integrity of data flow in both directions
	If more than one path exists, all must be verified
	|_|
	|_|
	|_|

	1.17
	Closed Circuit Television (CCTV) System check
	Twice Annually
	Check systems for functionality and operability 
	
	|_|
	|_|
	|_|

	1.18
	Connectors
	Annual
	Check security, integrity, and for damage
	
	|_|
	|_|
	|_|

	1.19
	Remote Video Response Centre
	Twice Annually
	Checks to confirm remote operation
	
	|_|
	|_|
	|_|

	1.20
	Lift Auto Dialer
	Every three days checks
	Input signal of alarm checks
	
	|_|
	|_|
	|_|

	1.21
	Alarms Receiving
	Annual
	Confirm that all critical alarms are received by the central supervisor. Check spurious alarms and report faults (as incurred)
	
	|_|
	|_|
	|_|

	1.22
	Alarms Generating
	Annual
	Check generation of alarms from all input and output devices
	
	|_|
	|_|
	|_|

	1.23
	Network
	Annual
	Check communications between central supervisory computer and outstations, and other networked devices
	
	|_|
	|_|
	|_|

	1.24
	Outstation Hardware
	Annual
	Check mechanical and environmental condition
	Environmental conditions, such as temperature and humidity should be within the manufacturer's recommended limits
	|_|
	|_|
	|_|

	1.25
	Connectors
	Annual
	Check security, integrity, and for damage
	Includes security of incoming cables, prevention of ingress of moisture, door seals 
	|_|
	|_|
	|_|

	1.26
	Digital Inputs (DIs)
	Annual
	Check by activating sensing/control devices in field
	Care shall be taken to isolate local operation
	|_|
	|_|
	|_|

	1.27
	Digital Outputs (Dos)
	Annual
	Check operation of output stopping by operating routine (where appropriate). Check switching by software interlocks
	
	|_|
	|_|
	|_|

	1.28
	Vented Batteries
	Quarterly


	Vented batteries should be
examined to ensure that the specific gravity of each cell is correct
	Electrolyte levels should be checked and topped up as necessary, and the specific gravity of the electrolyte in each cell should be checked to ensure that it is correct
	|_|
	|_|
	|_|

	1.29
	User Checks –Outstation
	Weekly
	An outstation should be operated

	It should be confirmed that the call is correctly received at the master station
	|_|
	|_|
	|_|

	1.30
	User Checks –Master Station
	Weekly
	In premises in which the location of the master station is such that the audible fault warning signal could go unnoticed for longer than 24 hours 
	A special check should be carried out each day to confirm that either the equipment indicates normal operations or that any fault indication is receiving necessary attention
	|_|
	|_|
	|_|

	1.31
	Analogue Inputs
	Annual
	Read and check calibration of analogue inputs
	
	|_|
	|_|
	|_|

	1.32
	Analogue Outputs
	Annual
	Check for accuracy of output signal
	
	|_|
	|_|
	|_|

	1.33
	Installed Program
	Annual
	Check integrity, alarms, interlocks, and optimization
	
	|_|
	|_|
	|_|

	1.34
	Time Clock
	Annual
	Check real time clock and date for accuracy throughout system
	
	|_|
	|_|
	|_|

	1.35
	Time Switching
	Annual
	Review current operating parameters according to site needs
	For example, Time settings and schedules
	|_|
	|_|
	|_|

	1.36
	Data Logging
	Annual
	Review the need for existing data logs. Delete/archive logs as required
	Report to Management on the need to review existing arrangements
	|_|
	|_|
	|_|

	1.37
	Alarm Management and Report
	Annual
	Review frequencies of generated alarms. Review alarm log records for indication of untoward conditions
	Report and record if any non-conformance, as appropriate
	|_|
	|_|
	|_|

	1.38

	Software Interlocks
	Annual
	Check and confirm operation
	Report and record if any non-conformance, as appropriate
	|_|
	|_|
	|_|

	1.39
	Electrical Test on Communication Systems
	3 Yearly
	Carry out a periodic inspection with associated circuit tests in accordance with BS7671
	
	|_|
	|_|
	|_|

	1.40
	Communication Rooms and Server Rooms CO2 and Inert Gas Systems
	6 Monthly
	Panel Test, Inspect, and Test and Enclosure integrity
	
	|_|
	|_|
	|_|

	1.41
	CCTV
	Annually
	Inspection and testing of all associated equipment
	Full inspection and testing. Written records including date of test, next test date, defects found, and record of repairs
	|_|
	|_|
	|_|

	1.42
	Testing of Sounders and Call Points
	
	Activation of manual call point to confirm system operations of the indicative equipment
	
	|_|
	|_|
	|_|

	1.43
	Security/Access Systems
	Annually
	Carry out a full test, inspection, service, and maintenance of system
	
	|_|
	|_|
	|_|

	2.0
	Specific Planned Maintenance (PM) Notes
	|_|
	|_|
	|_|

	
	
	
	
	

	
	

	· No.
	· Reviewer’s Comments
	· Resolution

	
	
	

	
	Originator’s Name/Signature and Date:
	Checker’s Name/Signature and Date:
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