Preventative Maintenance Worksheet Schedule

Year: __________

Maintenance Frequency

	
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Type A tune-up*
	
	
	
	
	
	
	
	
	
	
	
	

	Type B tune-up*
	
	
	
	
	
	
	
	
	
	
	
	

	Type C tune-up*
	
	
	
	
	
	
	
	
	
	
	
	

	Clean and/or check:
	
	
	
	
	
	
	
	
	
	
	
	

	Belt(s)
	
	
	
	
	
	
	
	
	
	
	
	

	Oil Moter(s)
	
	
	
	
	
	
	
	
	
	
	
	

	Register(s)
	
	
	
	
	
	
	
	
	
	
	
	

	Vent Pipe(s)
	
	
	
	
	
	
	
	
	
	
	
	

	Condenser coil
	
	
	
	
	
	
	
	
	
	
	
	

	Evaporator coil
	
	
	
	
	
	
	
	
	
	
	
	

	Humidifier
	
	
	
	
	
	
	
	
	
	
	
	

	Filter
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	
	

	*See check list for mechanical contractor's furnace/boiler form for additional information
	
	
	


Comments:

Preventative Maintenance Boiler/Furnace Checklist

Year: __________

Contractor to record results and mark appropriate answer:         …Satisfactory*…










   Yes       No      NA

1. Check for any leaks (i.e., fuel, water, steam, exhaust)
   ___     ___     ___

2. Conduct leak test of heat exchanger, 


   ___     ___     ___

or disassemble and inspect.

3. Carbon monoxide test of ambient air;

   
              ___     ___     ___

note results.

4. Carbon monoxide test of flue gasses;


   ___     ___     ___

note results.

5. Net stack temperature (Pre___F)  (Post___F).

   ___     ___     ___

6. O2 or CO2 reading  (Pre___%)  (Post___%)

   ___     ___     ___

7. Efficiency should be within 5 % of Manufacturer’s AFUE,     ___     ___     ___

Or Steady State (SSE Pre___%)  SSE Post___%)

8. Actual input  (Pre___kBtu)  (Post___kBtu).


   ___     ___     ___

9. Draft test over flame  (Pre___)  (Post___);


   ___     ___     ___

Draft test at breach  (Pre___)  (Post___).

   ___     ___     ___

10. Backdrafting?






   ___     ___     ___

11. Check vent system.





   ___     ___     ___

12. Check power supply.





   ___     ___     ___

13. Adequate fuel supply to control valve?


   ___     ___     ___

14. Adjust burner and gas input.




   ___     ___     ___

15. Adjust the pilot light and/or

adjust combustible blower (for power blower).

   ___     ___     ___

16. Lubricate fans, motors and pumps.



   ___     ___     ___

17. Check, adjust and/or replace belts, if worn.


   ___     ___     ___

18. Check and adjust thermostat/heat anticipator.

   ___     ___     ___

19. Check blower and high limit controls.



   ___     ___     ___

20. Check pressure regulator.




   ___     ___     ___

21. Adjust burner air shutters.




   ___     ___     ___

22. Check temperature rise (within range on rating).
 
   ___     ___     ___

23. The following areas should be clean:

Squirrel cage -





   ___     ___     ___

Combustion chamber -




   ___     ___     ___

Cabinet -






   ___     ___     ___

Heat exchanger -





   ___     ___     ___

Burner ports and fire tubes -



   ___     ___     ___

Blower housing and motor -



   ___     ___     ___

Oil filters - 






   ___     ___     ___

Return air filter -





   ___     ___     ___

24. Floor/wall fire protection.




   ___     ___     ___

25. Condition of tiles/glass.





   ___     ___     ___

26. Duct work (heat runs/return mix).



   ___     ___     ___

27. Proper Btu input.





   ___     ___     ___

28. Wiring condition.






   ___     ___     ___

29. Oil pump pressure set at 100 psi,

or per manufacturer’s recommendations.

   ___     ___     ___

30. Orifice replaced, if necessary.




   ___     ___     ___

31. Venting (chimney) system replaced or repaired.

   ___     ___     ___

32. Ensure proper draft.





   ___     ___     ___

33. Properly operating limit controls/auto fuel safety shut-off.
   ___     ___     ___

34. Turbulators (boilers).





   ___     ___     ___

35. Combustion air opening (clean or dirty).


   ___     ___     ___

36. Stack temperature.





   ___     ___     ___ 

37. Steam pressure (boiler) on/off.



   ___     ___     ___

38. Water temperature (boiler).




   ___     ___     ___

39. Water treatment (boiler).




   ___     ___     ___

40. Low water cut-off test (boiler). 




   ___     ___     ___

41. Safety relief valve test (boiler).




   ___     ___     ___

42. Boiler controls functional.




   ___     ___     ___

43. Outside air temp. reset functional (boiler).


   ___     ___     ___

44. Outside air shut-off functional (boiler)



   ___     ___     ___

45. Three-way valve functional (boiler)



   ___     ___     ___

46. After tune-up, furnace/boiler should be performing

   ___     ___     ___

within 5% of manufacturer’s listing.

Comments:

Preventative Maintenance Inspection List
DAILY

One of the most important things you can do is LOOK, LISTEN, SMELL, and FEEL your building every day.  Your senses can tell you if something is “not right” and give you clues about trouble areas.  The following areas should be checked often.

1. Observe stack vapor when approaching building.

2. Inspect the furnace:

a) Filters

b) Belt adjustments

c) Burner flame

d) Make up air intake

e) Humidifier (if attached)

3. Inspect the boiler by:

a) Checking the water level in the sight glass

b) Checking the steam pressure/water temperature

c) Looking at the burner flame and combustion dampers

d) Checking the operation of the hot water heating pumps

e) Draining the water from the air compressor tank and

filter element drain bowl

f) Scanning valves, piping, tanks and traps for leaks

4. Tour all mechanical rooms and visually check equipment (pumps, fans, air compressors, water heaters).

5. Observe kitchen and food storage rooms, cooler, freezer temperatures, oven pilots, and exhaust fans.

6. Check known problem areas.

7. Check all windows for damage.

WEEKLY

1. Equipment rooms, tunnels, attics:

a) Inspect all pipes, hangers, valves and traps

b) Fill floor drains with water and check for operation

c) Inspect fans, ductwork, dampers, air filters and coils.

2. Meeting rooms, classrooms and corridors:

a) Check temperatures and thermostats

b) Examine doors, windows and lights for condition and operation

3. Roof (weather permitting):

a) Check for debris and remove it.

b) Check and clean all drains.

c) Examine roof surface and report any problem areas and/or leaks.

d) Check roof-top equipment for unusual noise, vibration, or overheating

e) Notice what equipment is running and if it needs to be on.

Note:  Special CAUTION should be taken while on the roof – it is easy to damage the surface.  Remember to:

a) Walk on the walkways when possible.

b) Don’t step on blisters, ridges, expansion joints, weak spots.

c) Don’t drop anything on the roof; you might puncture it.

MONTHLY

Check air-cooled refrigeration units for dirty condensers and clean if needed.

THREE TIMES PER YEAR

Schedule time to clean the condensers in window air conditioners, refrigerators,

ANNUALLY

All finned radiation tubes should be cleaned once a year.

Facility Name______________________Building/Area _____________


Type of Equipment __________________________________________


_________________________________________________________


Serial Number _________________Model Number ________________





Facility Name______________________Building/Area _____________


Type of Equipment __________________________________________


_________________________________________________________


Serial Number _________________Model Number ________________


Type of Review (A, B or C) ___________


A-Review – More than 75% of the items in this list reviewed


B-Review – More than 50% of the items in this list reviewed


C-Review – More than 25% of the items in this list reviewed
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