
For

Date: 3/7/2019

Pointe Homeowners Association
St. Paul, MN

SAMPLE 



This Preventative Maintenance Plan was

● Submitted by Building Reserves on:

The Reports contain intellectual property that was developed by Building Reserves Inc. and is 

provided on a confidential basis to only Customer for only Customer’s benefit.  The Reports 

are limited to only the express purpose stated herein and may be relied upon only by 

Customer.  The Reports, whether in whole or in part, may not be used for any other purpose, 

including, without limitation, as a design specification, design engineering study or an 

appraisal.  Without Building Reserves Inc. prior written consent, Customer may not reference 

Building Reserves Inc. name or the Reports (or any information contained therein, whether in 

whole or in part) in any document that is reproduced or distributed to third parties without 

Building Reserves Inc. prior written consent.

©2018 Building Reserves. All Rights Reserved. 

March 7, 2019

SAMPLE 



Page

1) Report Introduction

Satellite Image 1-1

Client Profile & Community Description 1-2

Classification of Preventative Maintenance Plan Components 1-2

Responsibility of Components 1-3

2) Preventative Maintenance Plan

2-1

3) Service Contract

Service Contract 3-1

TABLE OF CONTENTS

Preventative Maintenance Tasks & Frequency, per ComponentSAMPLE 



1-1

SATELLITE IMAGE 

SAMPLE 



1910057

Midrise

145

1

2006

Reserve Components are classified as items that  are:

1.) The Association's responsibility

2.) Have a limited useful life

3.) Have a remaining expected useful life

4.) Have a replacement cost above a minimum threshold

5.) Components which are funded from the Association's capital reserve funds

Operating Budget Components are classified as:

1.) Relatively minor expenses which have little effect on Suggested Reserve contributions

2.) Components which are funded through the operating budget

3.) Components which have a current cost of replacement under a certain threshold

1.) Components with estimated remaining useful life beyond 30-Years

2.) Components without predictable remaining useful life

1.) Components maintained and replaced by the individual unit owners

1.) Components maintained and replaced by the local government, the utility service provider or others

1-2

CLIENT PROFILE & COMMUNITY DESCRIPTION

CLASSIFICATION OF PREVENTATIVE MAINTENANCE PLAN COMPONENTS

Client Reference Number:

Type of Development:

Number of Units:

Year(s) Built:

Number of Buildings:

This preventative maintenance plan includes actionable recommendations for all components 

maintained by the Association, including Reserve Components, Operating Components, and Long-

Lived Components.  Components which are the responsibility of Owner or Other should be maintained 

by the responsible entity of such components.

Long-Lived Components are classified as:

Unit Owner Responsibilities are classified as:

Components Maintained by Others are classified as:
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RESPONSIBILITY OF COMPONENTS
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RESPONSIBILITY OF COMPONENTS
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RESPONSIBILITY OF COMPONENTS
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RESPONSIBILITY OF COMPONENTS
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Clean the condenser coil with a vacuum, brush or pressurized / sprayed 

water. Alternatively, clean the condenser coil with a commercial foaming 

coil cleanser. Refer to specific foam coil cleanser manufacturer 

recommendations on applications and methods.

Check refrigerant levels and adjust as needed.

Annually

2)

Replace the air filter element within the air handling unit. Refer to 

specific manufacturer recommendations on filter type, size, orientation 

and recommended replacement methods.
Semi-Annually

3)

Visually assess the air filter element within the air handling unit, looking 

for accumulated dirt, dust or foreign matter. Replace if necessary. 

Inspect burner and burner coils for corrosion or possible leaks. Use a 

solution of water and liquid detergent to detect gas leaks in supply piping 

or burner elements.

Clean and inspect the condensate drain. Drain and clean the condensate 

pan.

Inspect motors and belts to ensure proper operation.

Inspect wiring for loose connections and/or signs of damage.

Clean and adjust blower components.

Quarterly

4)

Lubricate and grease bearings.

If applicable, check gas connections and gas pressure levels.
Monthly

5)

Visually assess the environment around the air handling unit to ensure 

that the area is free from trip hazards and to ensure that a safe path to 

the equipment is maintained.

Observe the air handling unit in operation to assess any unusual noises 

or vibrations coming from unit.

Check control settings and ensure that the unit is maintaining ideal 

temperature ranges.

Weekly

6) -- Daily
7) -- As-Needed

Notes:

--

2-1

PREVENTATIVE MAINTENANCE PLAN

Air Handling Units, Packaged, Heating and Cooling
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually

2)

Visually inspect all surfaces for signs of rot, cracks, splits, or warping. If 

the issue is minimal, the board may be left in place. Replace all boards or 

wood members that create an unsafe condition. 

Visually and physically inspect all structural framing, railings and decking 

components. Look for any signs of deterioration including loose boards, 

deteriorated or loose fasteners, loose railings, warped posts, etc. These 

components should be sound and secure. Repair all areas that are loose 

or deteriorated. Replace any portion of the structure that cannot be 

repaired. 

Alternatively, perform the visual inspection as noted above and create a 

punch list of items that need to be addressed. Contact a qualified 

contractor to conduct repairs as needed.

Semi-Annually

3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Visually and physically inspect all structural framing, railings and decking 

components. Look for any signs of deterioration including loose boards, 

deteriorated or loose fasteners, loose railings, warped posts, etc. These 

components should be sound and secure. Repair all areas that are loose 

or deteriorated. Replace any portion of the structure that cannot be 

repaired.

Protect wood surfaces by ensuring that non-treated surfaces are treated 

with a sealant, paint application, or stain application.

For painted surfaces, finishes should be reapplied every 3 to 5 years, or 

more frequently in areas of high use or in areas of extreme weather 

exposure. Lightly sand surfaces to remove flaked / chipped paint to 

ensure a smooth wood surface. Apply spot primer in areas of bare wood, 

then apply one to two coats of an exterior grade paint suitable for wood 

surfaces.

For stained surfaces, finishes should be reapplied every 3 to 5 years, or 

more frequently in areas of high use or in areas of extreme weather 

exposure. Lightly sand surfaces to ensure a smooth wood surface, then 

apply two coats of an exterior grade stain suitable for wood surfaces.

For non-treated wood surfaces that are not painted or stained, consider 

applying a wood preserve sealant or water-repellent sealant to protect 

wood surfaces from exterior water and moisture exposure. Refer to 

specific manufacturer's recommendations for product application 

As-Needed

frequencies and methods.

Notes:

--

Balcony, Club Room
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Annual inspection should be performed by a qualified technician. Provide 

the maintenance/service log to the technician. 

Visually inspect the flue ventilation pipes. Look for signs of corrosion, 

loose connections, gaps, leakage or blockage. Make any necessary 

repairs to the flue pipes to ensure proper function. The flue is responsible 

for the removal of harmful exhaust gasses and should be well maintained 

for safety. 

Test the carbon monoxide detector for proper function. If the detector 

does not operate properly, replace the entire unit. If the detector 

functions properly, replace battery at this time and label it with a date. 

Remove the covers to access the internal components of the boilers. 

Vacuum/remove any accumulated dust and debris. Visually inspect all 

components including burners, wiring, mechanical components, controls, 

etc. Look for cracks, damaged wires, leaks, loose parts or corrosion. 

Replace gaskets, damaged components or parts that are highly 

susceptible to near term failure. Tighten any loose connections.

Test all electric components to ensure proper function. 

Lubricate all applicable boiler parts and mechanical components. 

Flush the boiler system annually or as needed. 

Test the thermostat to ensure proper function. Replace the thermostat if 

it does not function properly. If the thermostat is a mechanical-type, the 

Association may consider upgrading to a newer digital-type model. If 
applicable, replace the batteries at this time.

Annually

2) -- Semi-Annually
3) -- Quarterly

Boilers
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4)

Visually inspect the flue ventilation pipes. Look for signs of corrosion, 

loose connections, gaps, leakage or blockage. Make any necessary 

repairs to the flue pipes to ensure proper function. The flue is responsible 

for the removal of harmful exhaust gasses and should be well maintained 

for safety. 

Test the carbon monoxide detector for proper function. If the detector 

does not operate properly, replace the entire unit. If the detector 

functions properly, replace battery at this time and label it with a date. 

Remove the covers to access the internal components of the boilers. 

Vacuum/remove any accumulated dust and debris. Visually inspect all 

components including burners, wiring, mechanical components, controls, 

etc. Look for cracks, damaged wires, leaks, loose parts or corrosion. 

Replace damaged components, tighten connections and replace failed 

parts or parts that are highly susceptible to near term failure. 

Lubricate all applicable boiler parts and mechanical components. 

Test the thermostat to ensure proper function. Replace the thermostat if 

it does not function properly. If the thermostat is a mechanical-type, the 

Association may consider upgrading to a newer digital-type model. If 

applicable, replace the batteries at this time.

Test the relief valve to ensure proper function.

Monthly

5) -- Weekly

6)

Visually inspect the boiler unit. Note any damaged or worn parts and 

replace as needed.

Vacuum/remove any accumulated dust and debris.

Listen for irregular noises and record in the log. Contact a service 

technician if necessary. 

Visually inspect associated piping in the boiler room for leaks, cracks or 

corrosion. Conduct repairs as necessary, or note condition in log if 

replacement is not required.

Test the carbon monoxide detector for proper function. If the detector 

does not operate properly, replace the entire unit. 

Daily

7)
Keep a log of all maintenance activities. 

As-Needed

Notes:

Ongoing maintenance of the boilers will extend the useful life of the units 

as well as minimize downtime for maintenance.
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Conduct a visual inspection of the bollard fixtures and bases and note 

surface finish deterioration, such as scratches or peeling paint finishes. 

Metal surfaces with finish deterioration should be cleaned, flaked / 

chipped paint should be removed, surfaces should be spot primed, and 

two coats of exterior grade paint specified for exterior metal surfaces 

should be applied where needed.

Annually

2)

Visually inspect bollard light fixtures to ensure that they are properly 

affixed at bases. Note any bollard leaning, heaved foundations, or 

cracked bases. Tighten fasteners, base plates, or trim pieces as required. 

Compile noted defects in a maintenance log and conduct capital repair 

projects as needed, or consult with a qualified contractor to address 

issues.

Semi-Annually

3) -- Quarterly

4)

Visually inspect bollard light fixtures to identify bulbs that are in need of 

replacement. Refer to manufacturer recommendations to determine the 

proper replacement bulb voltage, wattage, shape and base. Monthly

5) -- Weekly
6) -- Daily

7)

Remove dirt and debris from bollard housing exteriors and bases using a 

hose. Refrain from using chemical cleaning products near landscape 

plantings.

To remove dirt or debris from bollard fixture components, compressed air 

may be used as needed. All cleaning should be done when electrical 

circuits are off.

As-Needed

Notes:

--

Bollard Lights
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Have a qualified contractor test carbon monoxide detectors annually. 

Notify building personnel and residents that the CO detectors are 

undergoing maintenance to avoid nuisance alarms and the dispatching of 

emergency services. Test for proper unit functionality by utilizing the 

units' "TEST function button" if present, or by introducing carbon 

monoxide into the sensing chamber of the detector. Ensure that the gas 

entry ports are not clogged. Perform a functional test of the units' 

sensing cells. Follow manufacturer's specific recommended practices for 

the maintenance and testing of CO detectors (you may refer to NFPA 720-

2015, sectional 1.1.2 and 1.1.3). Once testing is complete, restore the 

system. Notify building personnel and residents that testing is complete.

Annually

2) -- Semi-Annually
3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Have a qualified contractor replace detector sensing cells as needed, as 

dust, dirt, and other foreign matter can alter a detector's sensitivity, 

causing unwanted alarms in cases of higher sensitivity, or reduced 

warning times in cases of lower sensitivity.

As-Needed

Notes:

--

Carbon Monoxide Detectors
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually

2)

Clean the garage floor by sweeping to remove debris, typically during 

and after the winter season. Wash the floor to remove salts, dirt and 

other undesired materials. Use chemicals as necessary to remove heavily 

soiled areas. Flush the floor drain system to help ensure that the debris 

and chemicals do not remain in the subsurface piping. 

Clean all drain covers to ensure that water can freely flow into the drain. 

Inspect the covers to identify damage. Replace the cover if necessary. 

After the floor is clean and free of debris, visually inspect the concrete 

garage floor surfaces to identify areas of deterioration, large cracks, 

settlement, standing water or damage. Create a punch list of all areas 

that require replacement. 

Concrete with hairline cracks or displacement of less than 1/4" do not 

require replacement but should be monitored on an annual basis. Rout 

and fill all cracks that are 1/4" or less (excluding hairline cracks). Cracks 

in excess of 1/4" should be noted for slab replacement. 

Replace areas of concrete flatwork that exhibits deterioration or damage. 

Use discretion when deciding what areas of concrete to replace. Replace 

concrete that creates poor driving conditions, hazardous walking surfaces 

or is unsightly. 

Trip hazards (vertical change of more than 1/4") at concrete flatwork 

may be ground down or hydraulically leveled (mud-jack) to create a level 

transition between slabs. If grinding is not desirable, replace the shifted 

slab(s).

Semi-Annually

3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Remove debris as necessary. Upkeep of a clean garage floor will create a 

safe surface for vehicles and pedestrians. Additionally, ongoing removal 

of debris will help prevent unwanted material from entering the drain 

system.

Visually inspect floor striping, stall numbering and other garage signage 

at floor surfaces and touch-up as needed.

As-Needed

Notes:

Routine maintenance of the concrete floor will help ensure a long useful 

life of the concrete and floor drain system. Proper maintenance will also 

help prevent large future costs associated with concrete and drainage 

replacements, as well as minimize disruptions to owners. 

Concrete Garage Floors, On-Grade
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually
2) -- Semi-Annually
3) -- Quarterly

4)

Physically inspect and operate the doors and hardware for proper 

function. Tighten all fasteners as needed. 

Visually inspect all door components for finish deterioration, such as 

scratches or peeling paint finishes. Aluminum surfaces with finish 

deterioration should be cleaned, flaked / chipped paint should be 

removed, surfaces should be spot primed, and two coats of exterior 

grade paint specified for aluminum surfaces should be applied where 

needed.

Visually inspect the door perimeters from the interior, looking for signs of 

daylight. Install / repair / replace weatherstripping and/or door sweeps 

as needed to ensure a proper seal.

Visually inspect all glass surfaces for signs of cracks, chips or failed seals 

(insulated glass only). Replace the glass section as needed.

Inspect gaskets to ensure they are present, well positioned, and that 

there are no visual signs of deterioration. Replace deteriorated or 

shrunken gaskets as needed.

Monthly

5) -- Weekly
6) -- Daily

7)

Replace hardware if it is not operational. 

Tighten all fasteners as needed. 

Lubricate all hinges, hardware and keyholes. 

Clean all surfaces with a cloth or sponge dipped in soapy water. Rinse 

with water.

As-Needed

Notes:

--

Doors, Entry, Aluminum/Glass
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually
2) -- Semi-Annually
3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Due to the possibility of electric shock, physical inspection and 

repairs/replacements of electrical components are recommended to be 

performed by a qualified electrician. 

Survey and create an inventory of all Association maintained electrical 

equipment, noting the location, area of service, condition and age. The 

frequency of maintenance will be dependent on the age, type, condition, 

history of maintenance and location of the electrical equipment. This 

analysis of the electrical system should be performed by a qualified 

electrician. 

Create an electrical maintenance plan (EMP) based on the above 

analysis. 

Keep a log of all electrical related issues and maintenance activities. 

Inspect all electrical equipment, fixtures, outlets as necessary, (or as 

required by local statutes or insurance). Look for loose connections, 

corrosion, damage, moisture issues or debris/dirt accumulation. Conduct 

repairs or replacements as needed. 

Conduct a thermoscan of equipment to ensure proper function. Replace 

components that do not function properly. This activity should be 

performed by qualified technician/contractor as necessary.

Test light fixtures, outlets and GFCI receptacles to ensure proper 

function. If the any of the equipment does not function properly, repair 

or replace immediately. 

As-Needed

Notes:

Ongoing maintenance of the electrical systems will extend the useful life 

of the systems, save money over time, minimize the risk of fire, as well 

as minimize downtime for maintenance and unexpected power outages.

Electrical Systems, Common
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)
Contract with licensed technician to inspect and maintain all fire 

suppression system components. Make repairs as needed. Annually

2) -- Semi-Annually

3)

Confirm that hydraulic nameplate is secure to sprinkler riser. 

Check alarm devices for physical damage. 
Quarterly

4)

Check gauges for signs of physical damage.

Conduct external inspection of alarm valves.
Monthly

5)

Inspect air and water pressure gauges for normal readings.

Check control valves for leaks, locked in the open position and are 

tagged.

Inspect visible piping that they are not obstructed or used as hangers for 

non-fire suppression system property/elements.

Weekly

6) -- Daily
7) -- As-Needed

Notes:

All maintenance and testing should follow NFPA 25 and local standards.

Due to the complexity of the system and in order to meet industry 

standards, all maintenance and testing should be conducted by qualified 

personnel.

Fire Suppression Systems
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Depending on usage, age and condition, carpet should be professionally 

steam cleaned every 12-18 months. Steam cleaning should only be 

undertaken by a professional carpet cleaner or a member of a 

professional association.

Annually

2) -- Semi-Annually

3)

Wet shampoo carpet flooring when weekly care fails to properly remove 

excessive embedded soil or restore the carpet texture or coloring. Using 

a mild detergent with water (consider using a product approved by The 

Carpet and Rug Institute of America), use a commercial-grade 

shampooer over the entire area. Ensure that excess suds are removed. 

Allow area to dry extensively before allowing foot traffic in the area.

Quarterly

4) -- Monthly

5)

Vacuum carpet flooring regularly to maintain pile height and texture and 

to prevent embedded soil, weekly at a minimum, but more frequently in 

high-traffic areas and according to the amount of foot traffic and weather 

conditions outside. 

Inspect carpet for snags, sprouts, burns, or other damage that may 

require immediate repair.

Weekly

6) -- Daily

7)

Remove spills, spots and stains as needed by first immediately absorbing 

as much liquid as possible with an absorbent material. Stain-treat the 

area by blotting the stain with a small amount of concentrated cleaning 

solution until the stain is removed (consider using a product approved by 

The Carpet and Rug Institute of America). For wet soils, use a self-

contained extractor with a brush and vacuum system, making several 

passes at a slow speed. For dry soils, use a vacuum with the brush 

adjusted at the lowest setting. For set-in stains, apply hot water with a 

neutral soap solution and proceed as recommended for a wet soil stain.

As-Needed

Notes:

Invest in high-quality floor mats for an extra layer of protection. Place 

the floor mats at building entrances and exits to collect and trap 

corrosive substances that can be tracked in, such as dirt, sand, oil, grit, 

etc.

Floor Coverings, Carpet
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c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Apply a penetrating / impregnating sealer to stone surfaces and grout 

joints as needed, to prevent staining and discoloration. Grout sealers 

have varying useful lives, so refer to manufacturer technical and product 

information for specific details on installation methods and frequencies.
Annually

2) -- Semi-Annually
3) -- Quarterly
4) -- Monthly

5)

Sweep, dust, or vacuum tile to remove dust and debris. Clean tile and 

grout with a mild detergent approved for stone surfaces and the use of a 

soft mop, cloth, sponge, or non-metallic brush. Rinse thoroughly with 

water to remove cleaning residue. Dry with a soft cloth, or allow to air 

dry.

Weekly

6) -- Daily

7)

Remove spills, spots and stains as needed by first immediately absorbing 

as much liquid as possible with an absorbent material. Stain-treat the 

area by applying a poultice to absorb staining as much as possible. 

Varying stains and etching (organic, inorganic, oil, etc.) may require 

specialty care. Contact a qualified contractor for a professional 

refinishing.

As-Needed

Notes:

Invest in high-quality floor mats for an extra layer of protection. Place 

the floor mats at building entrances and exits to collect and trap 

corrosive substances that can be tracked in, such as dirt, sand, oil, grit, 

etc.

Floor Coverings, Tile, Stone
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c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Visually inspect all observable foundation surfaces for signs of cracks. 

Details of cracks should include a measurement of the width of the crack 

as well as the length. Keep a log of locations and details of cracks. 

Visually inspect the walls for signs of moisture or water infiltration. Keep 

a log of any signs of moisture or water infiltration and note locations. 

Alternatively, contact a qualified contractor to inspect the foundation, 

perform measurements, conduct moisture readings, and repairs as 

needed.

Ensure proper drainage of stormwater along the exterior perimeter of the 

structure. Note any areas of ponding water near the structure and correct 

the issue as necessary. 

Visually inspect the perimeter of the structure for large trees/shrubs 

located within close proximity. Large trees or shrubs within close 

proximity to the foundation may cause damage. Monitoring and potential 

removal of the trees/shrubs should be addressed as needed. 

Alternatively, consult a qualified contractor to conduct an inspection of 

the tree/shrub in an effort to determine if it requires removal. 

Annually

2) -- Semi-Annually

3)

Visually inspect and monitor known cracks for signs of increasing width 

or length. Keep a log of the measurements. 

Visually inspect the walls for signs of moisture or water infiltration. Keep 

a log of any signs of moisture or water infiltration and note locations. 

Visually inspect the exterior perimeter of the structure to ensure proper 

stormwater drainage. Stormwater should flow away from the 

foundation/structure. Note any areas of ponding water near the structure 

and correct the issue as necessary. 

Quarterly

4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Maintain a consistent temperature and humidity level. 

During times of extended drought, use a garden hose to water the 

exterior perimeter of structure (2 to 3 feet out from the structure). 

Severely dry soil conditions may create cracks or movement in the 

foundation, due to contraction of the soil, and eventually may lead to 

water infiltration. 

As-Needed

Notes:

--

Foundations
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Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Lubricate all moving parts, including opener chain, rollers, hinges and 

springs.

Test auto-reverse safety function. If the door uses a photoelectric 

system, place object in path of beam while door is operation. If the door 

uses a mechanical system, place an object on the ground while door is in 

operation. If door does not reverse in either situation, contact a 

specialist.

Annually

2)

Test the balance of the door. Detach opener and manually lift door about 

half way. If the door remains stationary. If the door moves, the springs 

will need adjustment. Inspect springs for wear. The springs are under 

great pressure. Only a professional should attempt any repairs to the 

springs.

Inspect rollers; replace any that are cracked, worn or chipped.

Clear tracks of any debris.

Semi-Annually

3)

Examine and tighten bolts and roller brackets. Tighten operator 

fasteners.

Inspect door for water damage or chipped paint. Repair damaged 

portions and apply touch up paint as needed.

Quarterly

4)
Check bottom bar and bottom seal for tightness and any visual damage.

Monthly

5) -- Weekly

6)
Listen each time the door and operator are used. Identify any noises or 

motion that is atypical. Daily

7)

Replace weather stripping at base of door. 

Clean dirt or debris from door to maintain attractive appearance.
As-Needed

Notes:

--

Garage Doors and Operators, Metal Sectional
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c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually

2)

We recommend a qualified technician perform these maintenance tasks. 

Always shut off power supply to the exhaust fans prior to maintenance. 

Inspect the shells, blades, louvers, connectors, motor housing and other 

visible components. Look for any signs of damage, deterioration or 

excessive wear. 

Inspect the bearings and look for wear or other damage. 

Inspect and test motors for proper operation. 

Grease and lubricate all parts according to manufacturer's specifications. 

Use appropriate materials as specified by the manufacturer. 

Replace parts as necessary to ensure proper function of the exhaust fan 

system. 

Semi-Annually

3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

We recommend a qualified technician perform these maintenance tasks. 

Always shut off power supply to the exhaust fans prior to maintenance. 

Clean fan components, such as housings, blades, louvers, cages and 

motors to ensure that they are free of debris, oil, dirt, etc. 

Grease and lubricate all parts according to manufacturer's specifications. 

Use appropriate materials as specified by the manufacturer. 

Inspect the belts to identify the condition. Worn, frayed, cracked or 

damage belts should be replaced. 

During operation of the fans, listen for irregular noises. Service the fan if 

necessary.

As-Needed

Notes:

Regular maintenance of the exhaust fans is important for the safety and 

health of the residents. Additionally, regular maintenance will lengthen 

the useful life as well as reduce operating costs and unscheduled service 

costs. 

Garage Exhaust Fans
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c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Winterize system at end of season: drain system and reprogram 

controller(s).

Return to normal service: inspect system for damage and reprogram 

controller(s).

Inspect and test backflow prevention devices and file copy of report with 

other irrigation system documents.

Annually

2)

Clean controller or cabinet of debris, dirt, cobwebs, etc. Inspect for worn 

or loose wires.

Replace batteries (if applicable).

Examine pump and restore bearings and drive belt (if applicable).

Semi-Annually

3)

Program controller(s) for watering needs of the season. Adjust watering 

times to consider clay soils (about 5 minutes), loamy sand soils (about 

17 minutes), and decrease these times for sloped landscapes. Adjust 

programming to account for changes in weather due to the season and in 

coordination with rain sensors.

Quarterly

4)
Check and repair seals and oil bearings at pumps (if applicable).

Monthly

5)

Check pump for water or oil leaks (if applicable).

Inspect and clean pump filters (if applicable).

Tighten loose bolts, nuts and fasteners at pump (if applicable).

Weekly

6) -- Daily

7)

Replace or repair any heads that are missing, broken, clogged, 

constantly seeping, or misdirected.

Replace damaged or missing valve covers and boxes.

Look for perpetually wet or soggy areas, which may indicate over-

watering or a broken pipe or valve.

As-Needed

Notes:

--

Irrigation System
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c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Inspect trees for dead limbs. Prune or remove any that might endanger 

pedestrians, homes or site improvements like fences.

Consult with an arborist to plan the installation of annual plants and 

replacements of dead perennials.

Annually

2)

Follow arborist's recommendations for fertilizer and soil amendment 

schedule given the make up of trees, shrubs and plants.

Install or augment mulch at planter beds to maintain adequate moisture 

in soil and prevent weed growth.

Clear fallen leaves from grass and planter areas.

Semi-Annually

3)
Prune or install plants to provide adequate clearance from structures 

such as siding or pavement. Quarterly

4)

Inspect plants for signs of pest damage. Apply wildlife control measures 

such as diatomaceous earth or insecticide according to manufacturer's 

recommendations.

Apply herbicide or fungicide to control unwanted growth according to 

manufacturer's recommendations.

Maintain irrigation system to prevent leaks, over or under-watering (if 

applicable).

Monthly

5)

Mow grass to no less than 3 inches in height. 

Weed planter beds.

Edge planter beds.

Weekly

6) -- Daily

7)

Stabilize slopes where erosion is observed using additional grass 

planting, compaction or installation of retaining walls. Correct any 

drainage issues that led to erosion.
As-Needed

Notes:

--

Landscaping

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Conduct an annual inspection of all emergency and exit lighting systems, 

per NFPA 101, for a minimum of 90 minutes.

Remove dust and debris from emergency light fixture components by 

using a lint-free soft cloth. For metal surfaces, use water and a mild 

detergent. For glass surfaces, use a common household or industrial 

glass cleaner. For plastic surfaces, refrain from using chemical cleaning 

products.

To remove dust and debris from emergency fixture components, 

compressed air may be used as needed. All cleaning should be done 

when electrical circuits are off.

Annually

2)

Visually inspect emergency light fixtures to ensure that they are properly 

affixed to building surfaces or structures. Tighten fasteners, base plates, 

or trim pieces as required.
Semi-Annually

3) -- Quarterly

4)

Conduct a monthly inspection of all emergency and exit lighting systems 

for a minimum of 30-seconds each, per Standard Fire Prevention Code 

1999, 807.1.4. Check the status indicator on all self-testing / self-

diagnostic light fixtures.

Check battery-operated units to ensure compliance with NFPA 70, 

National Electrical Code.

Visually inspect emergency light fixtures to identify bulbs that are in 

need of replacement. Refer to manufacturer recommendations to 

determine the proper replacement bulb voltage, wattage, shape and 

base.

Monthly

5) -- Weekly
6) -- Daily
7) -- As-Needed

Notes:

--

Light Fixtures, Emergency & Exit

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

All cleaning should be done when electrical circuits are off.

Remove dust and debris from interior light fixture components by using a 

lint-free soft cloth. For metal surfaces, use water and a mild detergent. 

For glass surfaces, use a common household or industrial glass cleaner. 

For plastic surfaces, refrain from using chemical cleaning products.

To remove dust and debris from interior fixture components, compressed 

air may be used as needed. 

Annually

2)

Visually inspect interior light fixtures to ensure that they are properly 

affixed to building surfaces or structures. Tighten fasteners, base plates, 

or trim pieces as required.
Semi-Annually

3) -- Quarterly

4)

Visually inspect interior light fixtures to identify bulbs that are in need of 

replacement. Refer to manufacturer recommendations to determine the 

proper replacement bulb voltage, wattage, shape and base. Monthly

5) -- Weekly
6) -- Daily

7)

All cleaning should be done when electrical circuits are off.

Remove dust and debris from interior light fixture components by using a 

lint-free soft cloth. For metal surfaces, use water and a mild detergent. 

For glass surfaces, use a common household or industrial glass cleaner. 

For plastic surfaces, refrain from using chemical cleaning products.

To remove dust and debris from interior fixture components, compressed 

air may be used as needed. 

As-Needed

Notes:

--

Light Fixtures, Interior

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Conduct a visual inspection of the metal poles and bases and note 

surface finish deterioration, such as scratches or peeling paint finishes. 

Metal surfaces with finish deterioration should be cleaned, flaked / 

chipped paint should be removed, surfaces should be spot primed, and 

two coats of exterior grade paint specified for exterior metal surfaces 

should be applied where needed.

Annually

2)

Visually inspect light fixtures to ensure that they are properly affixed to 

poles. Note any pole leaning, heaved foundations, or cracked bases. 

Tighten fasteners, base plates, or trim pieces as required. Compile noted 

defects in a maintenance log and conduct capital repair projects as 

needed, or consult with a qualified contractor to address issues.

Semi-Annually

3) -- Quarterly

4)

Visually inspect pole-mounted light fixtures to identify bulbs that are in 

need of replacement. Refer to manufacturer recommendations to 

determine the proper replacement bulb voltage, wattage, shape and 

base.

Monthly

5) -- Weekly
6) -- Daily

7)

Remove dirt and debris from light pole bases using a hose. Refrain from 

using chemical cleaning products near landscape plantings.

To remove dust, dirt or debris from light pole fixture components, 

compressed air may be used as needed. All cleaning should be done 

when electrical circuits are off.

As-Needed

Notes:

--

Light Poles and Fixtures

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually
2) -- Semi-Annually

3)

Visually inspect all observable areas of horizontal and vertical riser 

sections. 

Look for leaks, corrosion or any other form of damage to the piping. 

Inspect the ceiling finishes or ground beneath the piping for evidence of 

past leaks (a leak in a pipe may not be constant). Pay close attention to 

fittings, connections and gaskets. Repair leaks using proper techniques 

immediately. Monitor areas that exhibit corrosion or damage. 

Inspect all hangers and fasteners to ensure they are secure. Conduct 

repairs as necessary. 

Maintain all insulation in a good state of repair. 

Quarterly

4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Due to the non-invasive nature of the inspection that Building Reserves 

Inc. conducted, we are unable to determine if the extent of the 

maintenance recommendations in this section are sufficient. We 

recommend the Association conduct an invasive analysis of the plumbing 

system in an effort to gather a detailed understanding of the conditions 

of the common plumbing risers and horizontals. This type of analysis is 

necessary to create an accurate maintenance and repair plan, and the 

information can be updated in this report accordingly. The notes in this 

section should be performed as stated, however, the frequency of the 

projects and extent of repairs may vary greatly depending on actual 

conditions.

Attend to any reported leaks or clogs immediately. Identify the source of 

the leak or clog and conduct necessary repairs/replacements to correct 

the leak. 

Monitor and maintain sufficient water pressure for all water lines. There 

are several reasons for loss of water pressure including a leak, pump 

failure, pipe corrosion, fixture clog, etc. Investigate observed or reported 

pressure losses. Determine the extent of repairs and conduct as 

necessary.

Hydro jet drainage lines as necessary. Perform this task on an as-needed 

basis, ultimately determined by condition and building usage. Depending 

on conditions and usage, the Association may consider performing this 

task on a regular basis. If this task has not been performed recently, we 

recommend the drainage lines be inspected with a camera snake to 

determine if the hydro jetting is a good option. In some cases, hydro 

jetting will cause damage to the drainage system.

As-Needed

Plumbing and Piping, Common

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually
2) -- Semi-Annually
3) -- Quarterly
4) -- Monthly

5)

Clean all fixtures, partitions and accessory surfaces prior to inspecting 

them. 

Operate all plumbing fixtures and visually inspect them for active leaks, 

corrosion, worn parts or debris accumulation. Repair or replace any 

fixture with a leak. Clean parts as necessary. Shut off water supply to the 

fixture prior to removal of parts.

Operate all partitions to ensure that they function and lock properly. 

Repair or replace parts as necessary. Lubricate all hinges and locks as 

necessary. 

Operate all accessories to ensure proper function. Repair or replace parts 

as necessary. 

Safely apply pressure to grab bars to ensure that they are secure (the 

grab bar should be capable of supporting more than 250 pounds of 

force). Tighten grab bars as needed. 

 remove and reinstall; or replace. 

Weekly

6) -- Daily

7)

Visually inspect all partition surfaces for signs of scratches, peeling paint 

or corrosion. Metal surfaces with finish deterioration should be cleaned, 

flaked / chipped paint should be removed, surfaces should be spot 

primed, and two coats of paint specified for metal surfaces should be 

applied where needed. 

Regularly clean the fixtures with preferred cleaning method. Wipe down 

all surfaces and remove any accumulated debris. 

Clean aerators as needed. 

As-Needed

Notes:

Proper maintenance of the plumbing fixtures will reduce operating costs, 

decrease liability of injury and prolong useful lives. 

Plumbing Fixtures, Common

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Review maintenance contract with local professional to conduct 

inspections, maintenance and determine if chemical treatments are 

necessary.

Inspect shorelines for damage created by geese, muskrats or beavers. 

Institute wildlife management procedure if necessary.

Annually

2)

Clear debris or landscape at inlet and outlet structures.

Clear debris from barriers.

Record water quality parameters such as dissolved oxygen ratios and 

water temperature. Correct levels of pond dye, bacteria and enzyme as 

needed.

Semi-Annually

3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Perform bathymetric survey to monitor depth and capacity of pond over 

time to identify locations requiring sediment removal.

Mow vegetation per specifications or maintenance plan, so that flow is 

not impeded. Remove clippings from the area and dispose appropriately. 

Stabilize shorelines where erosion of sides or scouring of bottom exceeds 

6-inches.

Repair debris barriers, particularly after storm events deposit debris.

Chemically treat ponds as needed an in accordance with manufacturer's 

and contractor's recommendations.

As-Needed

Notes:

--

Ponds / Stormwater Drainage Basins

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Inspect wiring and conduits. Check motor terminations, starter, and 

windings. Any issues noted should be repaired by a licensed electrician.

Exercise valves to prevent seizing.

Inspect mounting points for tightness. Inspect couplings, pump flanges, 

packing and mechanical seals. 

Inspect and clean filters.

Lubricate motor and pump bearings per manufacturer recommendations.

Inspect casing for cracks.

Annually

2) -- Semi-Annually
3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Observe and listen to the pumps in operation. Note any changes to the 

sound or level of vibration of the pumps.

Replace damaged or worn hoses, seals and O-rings.

As-Needed

Notes:

Follow all manufacturer recommendations and guidelines.

Beside visual observation, any repairs or invasive inspections should be 

conducted by a licensed plumber.

Pumps, Circulating

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Visually inspect all walls to identify signs of deterioration, settlement, 

cracks, spalling, efflorescence or movement (when compared to the 

condition from the previous year). Identify if the wall can be repaired or 

requires replacement. 

Repair the wall as necessary. Deteriorated, cracked, spalled or damaged 

blocks should be removed and replaced. Areas with improper base should 

be replaced, utilizing the same blocks if possible. 

Areas of efflorescence or bulging should be monitored and inspected by a 

qualified contractor and may be indicative of a drainage issue. In some 

cases, it may be necessary to install additional wall drainage. 

Visually inspect the surfaces at the top, base and sides of the walls to 

identify areas of erosion. Using proper construction techniques, remedy 

all areas of observed erosion. 

Visually inspect the surfaces at the top, base and sides of the walls to 

identify large trees or shrubs. Remove trees, shrubs or any other 

undesired organic growth that develops on or near the walls. Root 

systems have a high potential to damage the structure, and excess 

vegetation can hide potential issues during the inspection process.

Alternatively, perform the visual inspection as noted above and create a 

punch list of items that need to be addressed. Contact a qualified 

contractor to conduct repairs as needed.

Annually

2) -- Semi-Annually
3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Maintain and control all landscape around the walls. Remove trees, 

shrubs or any other undesired organic growth that develops on or near 

the walls. Large roots have a high potential to damage the structure and 

can hide potential issues during the inspection process. 
As-Needed

Notes:

Maintenance and repair of a retaining wall will help the wall reach a full 

useful life and prevent costly premature failure.

Of note, the Association should monitor and limit the use of snow melt 

chemicals along the walls (if possible), as the chemicals may cause 

damage.

Retaining Walls, Masonry, Segmental

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually

2)

Inspect coping for loose, missing, or rusted fasteners. Tighten or replace 

fasteners as needed. Only use fasteners recommended by coping 

manufacturer.

Inspect sealants at leading edge of coping. Wind-driven rain can force 

water up the face of the building veneer and into the parapet. Remove 

and recaulk any areas where sealants are cracked, dry, brittle, or are not 

adhering to coping or building veneer. Install sealants at overlap joints. 

Only use sealants recommended by coping manufacturer.

Inspect slope of coping such that it directs water back onto the roof so as 

to prevent staining of the building facade.

Semi-Annually

3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

After high wind or storm events, visually inspect coping for damage or 

missing pieces. Repair or replace as needed.

Visually inspect all metal surfaces and note surface finish deterioration, 

such as scratches or peeling paint finishes. Metal surfaces with finish 

deterioration should be cleaned, flaked / chipped paint should be 

removed, surfaces should be spot primed, and two coats of exterior 

grade paint specified for metal surfaces should be applied where needed.

As-Needed

Notes:

--

Roofs, Coping & Canopy, Metal

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually

2)

Visually inspect the roofs and look for damage, corrosion, debris and 

organic growth. Note all areas that require attention. Contact a qualified 

contractor to conduct repairs.

Clean all debris from roof surface, valleys and between seams. 

Alternatively, contact a qualified contractor to remove debris.

Visually inspect the metal surfaces and note surface finish deterioration 

at metal surfaces, such as scratches or peeling finishes. Metal surfaces 

with finish deterioration should be cleaned, flaked / chipped finishes 

should be removed, surfaces should be spot primed, and two coats of 

exterior grade coating specified for metal surfaces should be applied 

where needed.

Visually inspect all fastener locations and look for signs of deterioration, 

loose fasteners, missing fasteners or bent fasteners. Replace as 

necessary. Alternatively, contact a qualified contractor to conduct repairs 

as needed.

Clean gutters of all debris to ensure proper drainage. Alternatively, 

contact a qualified contractor to remove debris.

Semi-Annually

3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Report any leaks to the interior spaces to management. Contact a 

qualified contractor to conduct repairs as needed. 

Visually inspect the roofs and look for damage, corrosion, debris and 

organic growth. Note all areas that require attention. Contact a qualified 

contractor to conduct repairs.

Clean the roofs as needed to ensure an acceptable aesthetic appearance. 

The exact chemicals to be used should be determined at the time of 

cleaning to address actual issues (e.g. mildew, fungi, algae, etc.). Follow 

the manufacturer's directions for the proper chemicals to select. Apply 

chemicals (if necessary) via spray, sponge or brush (soft bristle) and 

rinse thoroughly in a downward direction. Working on a roof may be 

dangerous and a liability for the Association. Contact a qualified 

contractor to conduct a detailed cleaning of the metal standing seam 

roofing. 

As-Needed

Notes:

--

Roofs, Metal, Standing Seam

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually
2) -- Semi-Annually

3)

Visually inspect all sealant joints for signs of gaps, shrinkage, cracking, 

missing locations, adhesive failure, etc. Note all locations. Remove all 

failed sealants; clean and prepare surfaces; apply a backer rod (if 

necessary); apply sealant to manufacturers specifications. Alternatively, 

contact a qualified contractor to conduct sealant replacements as 

needed.

Quarterly

4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Visually inspect all sealant joints for signs of gaps, shrinkage, cracking, 

missing locations, adhesive failure, etc. Note all locations. Remove all 

failed sealants; clean and prepare surfaces; apply a backer rod (if 

necessary); apply sealant to manufacturers specifications. Alternatively, 

contact a qualified contractor to conduct sealant replacements as 

needed.

Physically inspect a sampling of the sealants by pressing lightly against 

the sealant with a finger or plastic tool (do not use a sharp edge). The 

sealant should be flexible and fully adhered to the surfaces on both sides 

of the gap. Replace the sealant if brittle or a gap is observed. If the 

sealant is brittle, this is the sign that the sealant is near or at the end of 

its useful life. 

As-Needed

Notes:

Proper maintenance of exterior sealants will help avoid potential costly 

expenses due to water infiltration, interior damage, energy loss, 

infestation and mold. Sealants are a very important piece of an exterior 

facade and should frequently monitored.

Sealants and Caulking

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually
2) -- Semi-Annually
3) -- Quarterly

4)

Visually assess the environment around the controller(s) to ensure that 

the area is free from trip hazards and to ensure that a safe path to the 

system components is maintained.

Clean controller equipment to ensure it is free of dust and foreign 

material.

Monthly

5)

Visually inspect all proximity card readers to ensure they are securely 

mounted to walls, posts, etc. Tighten fasteners and secure as needed.

Check network connections between door controllers and proximity card 

readers.

Ensure all system components (keypads, readers, doors, locks, 

controllers, etc.) are operational.

Check power mains and battery levels (if applicable).

Check all power connections to ensure plugs, cables, wiring and 

connectors are not loose.

Clean proximity card readers and other equipment that frequently comes 

in direct contact with users, to ensure components are free of dust and 

foreign material.

Weekly

6) -- Daily

7)
Reprogram proximity card readers and user information as needed.

As-Needed

Notes:

--

Security System, FOB Access

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually
2) -- Semi-Annually
3) -- Quarterly

4)

Clean camera lenses and housings to ensure they are free of dust and 

foreign material. Ensure that camera interiors are clean and dry. Monthly

5)

Check power mains and battery levels (if applicable).

For positionable cameras, ensure that the pan, tilt, and zoom focus are 

operational.

Clean video monitors and other equipment that frequently comes in 

direct contact with users, to ensure components are free of dust and 

foreign material.

Weekly

6)

Ensure that cameras, video monitors, recording devices and other system 

components are operational. 

Ensure that images on video monitors and recording devices are viewable 

and clear.

Ensure that camera lenses are properly focused and that the cameras' 

field of view is properly adjusted.

Check recording devices to ensure they are properly functioning and 

providing recordings that are free of distortion, with proper contrast and 

brightness.

Check all power connections to ensure plugs, cables, wiring and 

connectors are not loose.

Daily

7)
--

As-Needed

Notes:

--

Security System, Surveillance

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually

2)

Perform the following maintenance tasks during startup and shutdown of 

the system. 

Inspect all components including the boiler, expansion tank, circulating 

pump, piping, and exposed areas of the hydronic tubing. Look for signs 

of corrosion, leaks or damage. If these or any other obvious issues are 

observed, determine if the component requires repair or replacement.

Boiler - Conduct a thorough inspection and test of boiler equipment, 

including burners, shell, flue, controls, pressure relief valve, circulating 

pump, etc. Conduct repairs, lubricate necessary parts and adjust system 

components as necessary. 

Expansion tank - Check the pressure of the tank to ensure that it is 

within normal operating specifications.

Circulating pump - Lubricate the pump. Test the pump for proper 

operation. 

Ensure a proper glycol mixture within the system. Check that the system 

pressure is normal. 

Exercise all valves associated with the system. Conduct 

repairs/replacements as necessary. 

Flush the system pipes as necessary to allow for the removal of 

accumulated debris.

Semi-Annually

3)
--

Quarterly
4) -- Monthly

5)

During periods of operation, perform the following maintenance tasks. 

Maintain a log of visual inspections and service for your records. 

Visually inspect all snow melt system components, connections and 

piping. Look for active leaks, corrosion or damage. Conduct repairs as 

necessary.

Monitor the pressure and temperature on the glycol feed and return 

lines. This information will help determine proper maintenance and 

replacement timing. 

Check the pressure of the pressure tank to ensure that it is within normal 

operating specifications.

Maintain a proper glycol mixture in the system. 

Weekly

6) -- Daily

Snow Melt System Equipment

SAMPLE 



c

Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1) -- Annually
2) -- Semi-Annually

3)

Visually assess wall coverings for peeling seams, rips, tears or other 

signs of damage.

Address peeled seams by applying a small amount of seam adhesive to 

the wallpaper with a brush, then firmly pressing upon exterior of seam.

Rips and tears in wall coverings will require a patch or area of partial 

replacement. Have a qualified contractor conduct repairs as needed.

Quarterly

4) -- Monthly

5)

Visually inspect wall coverings for dirt, markings, stains, and spots. Use 

water, a mild non-abrasive detergent, and a soft cloth to clean wall 

covering markings, wiping in the direction of seams, paying particular 

attention to high-traffic areas, areas around light switches, or areas 

around wall-mounted fixtures. Wipe surfaces dry with a soft cloth, or 

allow to air dry.

Weekly

6) -- Daily

7)

Remove spots and stains as needed by immediately removing as much 

material as possible with an absorbent material. Use water, a mild non-

abrasive detergent, and a soft cloth to clean wall covering spots and 

stains. Wipe surfaces dry with a soft cloth, or allow to air dry.
As-Needed

Notes:

--

Wall Coverings, Wallpaper

SAMPLE 



Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Visually inspect concrete topping surfaces annually at a minimum, or at 

the frequency required by code, to identify signs of deterioration, 

settlement, cracks, spalling or exposed reinforcing steel. If accessible, 

visually inspect the underside of concrete floor / roof structures to 

identify signs of leaking, water infiltration, cracking, spalling, exposed 

reinforcing steel or other signs that the membrane is not resisting 

standing water and hydrostatic pressure. Alternatively, contract with a 

qualified engineering consultant to prepare a professional 

inspection/condition report. 

Locate and monitor all identified cracks at concrete topping surfaces. 

Contract with a qualified vendor to route and fill all cracks over 1/8" 

wide. 

Contract with a qualified vendor to conduct spot patching at the 

underlying membrane if required. Refer to specific manufacturer's 

recommendations for various installation methods and procedures. 

Recommendations will vary depending upon the construction type of the 

underlying membrane.
membrane sheets, etc.)

Annually

2) -- Semi-Annually

3)

Monitor concrete topping elevations adjacent to points of building access, 

i.e. doors, to ensure the topping does not pose a potential trip hazard. 

Monitor all other areas for settlement, heaving, or potential trip hazards. 

If necessary, conduct spot repairs or partial replacement of the concrete 

topping. Alternatively, contract with a qualified vendor to conduct such 

repairs.

Visually inspect floor drains and ensure that surrounding grades properly 

slope to drain locations. 

Visually inspect joints and caulking at drain perimeters and other 

penetrations to ensure that details are waterproof.

Visually inspect expansion joint details (from both top and bottom 

locations if possible) to identify signs of water infiltration, leaking or 

deterioration. Contract with a qualified vendor to reconstruction 

expansion joints if needed.

Inspect flashing details at membrane perimeters, at membrane-to-wall 

details, and at exterior design features, i.e. planters or built-in benches. 

Ensure that proper flashing clearances are maintained (8"). Identify any 

signs of failed flashing, water infiltration or improper curb heights. 

Quarterly

4) -- Monthly
5) -- Weekly
6) -- Daily

Waterproof Membrane

SAMPLE 



Preventative Maintenance Tasks Frequency

Your 

Recorded 

Cost

1)

Inspect sealants and caulking at the perimeters of window systems to 

ensure they are soft, flexible, and weather-tight. Replace cracked, brittle 

or failed sealants as needed by removing existing caulking, removing 

existing backer rod (if present), cleaning out cavity, installing new backer 

rod (if applicable), and installing new caulking at perimeter joints.

Inspect window gaskets to ensure they are present, well positioned, and 

that there are no visual signs of deterioration. Replace deteriorated 

window gaskets as needed.

If screens are present, inspect screens for holes, tears, or rips. Replace 

isolated screen sections as needed.

Conduct a visual inspection of the windows and note deterioration at 

surfaces, such as scratches or peeling finishes.

Metal surfaces with finish deterioration should be cleaned, flaked / 

chipped paint should be removed, surfaces should be spot primed, and 

two coats of exterior grade paint specified for aluminum surfaces should 

be applied where needed. 

Wood surfaces with scratches or light damage should be touched up to 

ensure a uniform aesthetic appearance. Replace all wood components 

with signs of rot or damage. 

For vinyl window and door systems, refer to specific manufacturer 
recommendations for finish restoration.

Annually

2)

Visually inspect all glass surfaces for signs of cracks or chips at glass 
panes, spandrel panels (if applicable) and mullion systems. 

Visually inspect windows for signs of failed insulating glass and/or failed 

seals, such as condensation within window panes, fogged glass, leaks, or 

excessive moisture. Replace insulated glass panes as needed.

For operable windows, lubricate all hinges, sliders, rollers and/or 

hardware. Physically inspect and operate the windows and hardware to 

ensure proper function. Replace dysfunctional hardware as needed.

Semi-Annually

3) -- Quarterly
4) -- Monthly
5) -- Weekly
6) -- Daily

7)

Clean window glass surfaces with a sponge or squeegee using a mild 

detergent suitable for glass surfaces. Alternatively, contract with a 

qualified window washing service.

Wipe interior window sills accessible at common areas with a soft cloth to 

remove accumulated dust, dirt or debris.

As-Needed

Windows

SAMPLE 
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