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	Planned Maintenance Schedule Checklist



	Building name:
	Reference No.
	REV-000

	
	
	

	No.
	Inspection Item
	Task
	Frequency
	CHECKED SATISFACTORY

	
	
	
	
	N/A
	YES
	NO

	1.0
	Roof
			
	1.1
	Roof Coverings
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection* 
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	1.2
	Roof Boarding
	Visual inspection
	Annually
			
	1.3
	Any Other Substrates
	Visual inspection
	Annually
			
	1.4
	Glazing
	Visual inspection*
	Annually*
			
	1.5
	Roof frame (beams, columns and masonry walls providing support)
	Visual inspection
	Annually
			
	1.6
	Corrosion Protection
	Test
	12 months
			
	1.7
	Pipework
	Visual (confirm structural integrity and function)
	12 months
			
	1.8
	Insulation
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection*
	5-yearly*
			
	1.9
	Louvres
	Visual (confirm structural integrity and function)
	12 months
			
	1.10
	Vents
	Visual (confirm structural integrity and function)
	12 months
			
	1.11
	Cladding
	Visual inspection*
	Not less than annually*
			
	1.12
	Eaves
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	1.13
	Soffit
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	2.0
	Façade
			
	2.1
	Façade 
	Visual inspection*
	Not less than annually*
			
	2.1
	Canopies (fixed, glazed, dependent)
	Visual inspection*
	Not less than annually*
			
	2.2
	Doors – Fire (including door furniture) 
	Visual inspection***
	Monthly***
			
	2.3
	Curtain Walling (glazing pressure plate, glazing pressure plate caps, movement joints, panels, connector, steel boom trusses, secondary structural support)
	Visual inspection*
	Not less than annually*
			
	2.4
	Doors – Sensor Operated
	Inspection**
	Subject to local risk assessment**
			
	2.5
	Doors – Manual (including door furniture)
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 

	5-yearly*
			
	2.6
	Louvres
	Visual (confirm structural integrity and function)
	Annually
			
	2.7
	Photovoltaic Coverings
	Visual inspection & Test
	Annually
			
	2.8
	Screens
	Visual inspection*
	Not less than annually*
			
	2.9
	Soft Finish
	Visual inspection*
	Not less than annually*
			
	2.10
	Vents (manual/powered) 
	Visual (confirm structural integrity and function)
	Annually
			
	2.11
	Windows (glass, standard, security)
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	2.12
	Cladding (hard – tiles, panels)
	Visual inspection*
	Not less than annually*
			
	2.13
	Non-Supporting Structural Walls (non-load bearing walls of masonry, steel, glass, timber or concrete)
	Visual inspection
	Annually
			
	3.0
	Internal Walls
			
	3.1
	Walls 
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	3.2
	Doors – Manual (including door furniture)
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	3.3
	Hard Finish (including hard tiles)
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	3.4
	Soft Finish
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	3.5
	Windows (Glass, Standard, Security)
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	3.6
	Cladding Panels
	Inspection
	Routinely/continuously by Building Users*
			
	3.7
	Non-Supporting Structural Walls (non-load bearing walls of masonry, steel, glass, timber or concrete)
	Visual inspection
	Annually
			
	3.8
	Supporting Structural Walls (load bearing walls of masonry, steel, glass, timber or concrete)
	Visual inspection
	Annually
			
	4.0
	Floors Finishes
			
	4.1
	Floors Finishes
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 

	5-yearly*
			
	4.2
	Carpets
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	4.3
	Hard Finish (including hard tiles)
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	4.4
	Soft Finish
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	4.4
	Coatings 
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	5.0
	Ceilings
			
	5.1
	Ceilings
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	5.2
	Hard Finish (cornices/coves, acoustical ceiling treatment)
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 

	5-yearly*
			
	5.3
	Suspended ceilings (hard – tiles, access hatch, cornices/coves, grid – main)
	Visual inspection****
	-
			
	6.0
	Building Structures – Permanent Elements
			
	6.1
	Structural Elements
	Visual inspection
	Annually
			
	
	
	Detailed inspection
	5-yearly
			
	6.2
	Slab (steel, concrete, masonry, timber)
	Visual inspection
	Annually
			
	
	
	Detailed inspection
	5-yearly
			
	6.3
	Beams (steel, concrete, masonry, timber)
	Visual inspection
	Annually
			
	
	
	Detailed inspection
	5-yearly
			
	6.4
	Columns (steel, concrete, masonry, timber)
	Visual inspection
	Annually
			
	
	
	Detailed inspection
	5-yearly
			
	6.5
	Roof (slabs, beams, trusses)
	Visual inspection
	Annually
			
	
	
	Detailed inspection
	5-yearly
			
	6.6
	Foundation (ground beams/slabs, special foundations/piles)
	+
	+
			
	6.7
	Frames (formed of reinforced concrete, structural steel or timber)
	Visual inspection
	Annually
			
	
	
	Detailed inspection
	5-yearly
			
	6.8
	Lining (decorative or fire protection linings)
	Visual inspection
	Annually
			
	
	
	Detailed inspection
	5-yearly
			
	6.9
	Barriers – Fixed (pedestrian and vehicular barriers for public or vehicle protection)
	Visual inspection
	Annually
			
	
	
	Detailed inspection
	5-yearly
			
	7.0
	Stairs and Ramps
			
	7.1
	Stairs, Handrails and Ramps
	Routinely/continuously by Building Users*
	Ongoing*
			
	
	
	General inspection*
	Annually*
			
	
	
	Detailed inspection* 
	5-yearly*
			
	8.0
	Cathodic Protection (CP) – Structural
			
	8.1
	All CP elements such as battery, monitoring devices, supply, software, rods (electrodes)
	Test
	Annually
			
	9.0
	Built In Furniture/Fittings
			
	9.1
	Mirrors
	* Visual inspection
	*
			
	9.2
	Cupboards
	* Visual inspection
	*
			
	9.3
	Shelving
	* Visual inspection
	*
			
	9.4
	Counter Tops
	* Visual inspection
	*
			
	9.5
	Cubicles
	* Visual inspection
	*
			
	9.6
	Floor Mats
	* Visual inspection
	*
			
	9.7
	Blinds
	* Visual inspection
	*
			
	9.8
	Lockers
	* Visual inspection
	*
			
	9.9
	Benches
	* Visual inspection
	*
			
	9.10
	Post Boxes
	* Visual inspection
	*
			
	9.11
	Screens
	* Visual inspection
	*
			
	9.12
	Toilet Fittings
	* Visual inspection
	*
			
	9.13
	Whiteboards
	* Visual inspection
	*
			
	9.14
	Fencing
	* Visual inspection
	*
			
	9.15
	Barriers
	* Visual inspection
	*
			
	9.16
	Safety Access
	* Visual inspection
	*
			
	10.0
	Specific Room Types
			
	10.1
	Kitchens
	Routinely/continuously by Building Users*

General inspection* (Yearly)

Detailed inspection* (5 yearly)
	*
			
	10.2
	Toilets
	
	
			
	10.3
	Common area including waiting areas
	
	
			
	10.4
	Meeting Rooms
	
	
			
	10.5
	Equipment Rooms
	
	
			
	10.6
	Any Other Rooms
	
	
			
	11.0
	Hard Landscaping
	* Inspection
	*
			
	12.0
	Drainage
	* Inspection
	*
			
	13.0
	Specific Planned Maintenance (PM) Notes
			
	
	

	* Task nature and frequency to be determined by site-specific risk assessment - depends inter alia upon materials, exposure and location. 
** Statutory Requirement - Visual inspection ensuring that there is no damage to the door, intumescent strips, cold smoke seals and furniture. A working check to ensure that the self-closing device operates correctly.
***Statutory (Health, Safety & Welfare) Regulations usually includes doors and gates. Dependent on location and use may be considered work equipment and subject to Provision and Use of Work Equipment Regulations if applicable. 
**** Visual inspection to ensure that the compartmentation has not been breached. On completion of modification works by specialist contractors by permit to work system.
+ Part of foundation systems (underground). The accesses to foundations are not available in most buildings, however, any associated problems in visible components may trigger condition assessment and destructive/nondestructive inspections (Refer section 11.0).

	

	No.
	Reviewer's Comments
	
	
	Resolution

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

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