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1. BACK   GROUND  
 
The establishment of the General Services Agency (GSA) on April 1, 1966 was 
an Act to amend the Executive laws for an agency to handle the establishing, 
transferring and consolidating the administration of the Government of Liberia 
(GOL) housing, procurement of supplies, mobile and equipment, vehicles and 
data processing. In 1972, the GSA was established under Chapter 51 of the 
Executive Law to respond to the need for an organized approach to purchases, 
registration, management, and maintenance of all GOL assets. Two of the four 
bureaus established for the GSA—the REPP and the PBM—are the focus point 
of this manual.  
 
The Bureau of REPP is responsible for the management of all GOL owned and 
leased properties; for approval by the Director General of the GSA on behalf of  
the President. The Bureau of PBM is responsible for the overall administration 
and regulation of all maintenance staff in all public buildings.  
 
However, the Public Procurement and Concessions Act (PPCA) approved in 
2005 and amended in September 2010 established the Public Procurement 
Concession Commission (PPCC); it gave the responsibility to all executive 
agencies including GOL Ministries, Commissions, Bureaus, Departments and 
Agencies to handle their own procurement as per Part 1 – Scope of Application 
of the PPCC Act. This Act limits the responsibilities of the REPP and the PBM in 
that each executive agency hires their own maintenance crew and contract out 
repairs, alterations or renovations to independent contractors and leaves GSA 
out of the loop.      Furthermore, some of the agencies get into lease contracts 
without the advice and consent of the GSA.   

The GSA has identified that the GOL require a National Building Register of all 
government owned and leased buildings. 

It was considered necessary to locate and take GPS coordinates, place a value 
on freehold properties and to assess the lease agreements in terms of 
reasonable lease costs. 

A brief assessment of condition of the owned/freehold properties needed to 
be made and a scope of works prepared with estimated cost to put them back 
to acceptable condition.  A scope of works will be prepared on all properties 
and specifically in terms of leased properties, a recommendation based on the 
terms of the contract as to the Landlords vs. the GOL liability. 

In addition it was required that building management and maintenance 
guidelines are written so that the Government Ministries, Agencies and 
Commissions can be trained in good building maintenance practice regulated 
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by the General Services Agency. It is hoped that in due course this manual will 
become GOL building maintenance policy and adopted by all government 
entities as standard operating procedures. 
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2. DEFINITION OF KEY TERMS AND ABBREVIATIONS 
ACRONYMS AND ABBREVIATIONS 

  AC  Air Condition 

AM Asset Management 

BM Building Maintenance 

CWT Centum Weight 

EEP Emergency Evacuation Plan 

EPA Environmental Protection Agency 

FC Financial Comptroller 

GFI Ground Fault Interrupter 

GOL Government of Liberia 

GPS Global 

GSA General Services Agency 

HBV Hepatitis B Virus 

HIV Human Immunodeficiency Virus 

ICT Information and Communication Technologies 

LIPA Liberia Institute of Public Administration 

MACs Ministries, Agencies & Commissions 

MG Motor Generator 

MM Maintenance Manager 

PBM Public Building Maintenance 

PM Preventive Maintenance 

PPCA Public Procurement and Concessions Act 

PPCC Public Procurement Concession Commission  

USAID United State Agency For International Development 

USAID-GEMS USAID-Governance and Economic Management Support 
Project   
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3. INTRODUCTION 
This manual is intended to assist building maintenance and operations staff in 
performing their duties.  Building maintenance staff is advised that this 
document does not constitute legal advice nor does it relieve building 
operators and maintainers of meeting their obligations and responsibilities in 
performing their duties. Individual equipment handbooks and maintenance 
manuals override any advice given in these guidelines. This document reflects 
information available at the time of its publication; however, it is the 
responsibility of GSA Public Building Maintenance (PBM) to ensure that all 
MACs meet the current and relevant technical, legal and regulatory 
requirements associated with operating and maintaining buildings. 

As part of the Government of Liberia (GOL) effort to ensure that all 
government buildings and/or properties are maintained properly, the GSA has 
produced this Maintenance Manual which is intended for guidance purposes 
only. This manual also intends to provide and maintain a safe, orderly and 
respectful environment which will contribute to a safe and healthy work place.  
Most importantly, it is to recommend minimum standards for Building 
Maintenance in all GOL properties.  

Building Maintenance is comprised of the following areas: 

1. Electrical 
2. Electronic 
3. Mechanical 
4. Plumbing 
5. Painting  
6. Minor Repairs/Constructions 
7. Small works design/Drafting. 
8. Tracking of tools and materials 
9. Estimates/Scopes of work/records 
10. Custodial/Janitorial services 
11. Carpentry 
12. Masonry 
13. Roofing 
14. Safety 
15. Security 
16. Steel Fabrication 
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17. Upholstery  
18. Landscaping/Ground management 

 

A major reason why the General Services Agency (GSA) was established is to 
take responsibility for the custody and management of all Government owned 
and leased lands and buildings; was to establish policies, rules, and regulations 
relating to the use and occupancy thereof and for performing the maintenance 
and prescribing maintenance standards for such properties. It should be noted 
that there are some maintenance areas in which contracted services will 
supplement GOL technicians. In cases where contracted services will be 
utilized, such services should be cost effective. 

The overall objective of this manual is to maintain the interior and exterior of 
the GOL buildings and grounds through preventive maintenance and repairs 
with the objective of ultimately saving the GOL money. Further, this objective 
is specifically intended to provide: 

1. Buildings and their components that function safely and efficiently.   
2. Facilities and equipment that minimize the possibility of fires, accidents, 

and safety hazards. 
3. Continuous use of facilities without disruptions to the occupants.  
4. Protection of public property through proper planning, scheduled 

preventive maintenance. 
5. Quality management of maintenance projects and tasks. 
6. A quality maintenance program through effective management and 

efficient utilization of resources. 
In Summary, all of the aforementioned factors have a direct impact on 
establishing a cost-effective building maintenance program that meets the 
requirements of today’s working environment.  

The following pages, list and describe a very basic outline of some of the issues 
that will arise during building maintenance.  Where the topic is a specific 
system or equipment, we note recommended frequency of work.  In 
performing your duties, this manual should help you become aware of those 
areas within your building that need regular maintenance which, if followed 
will not only save the GOL money, but also create a better working 
environment for GOL employees and increase GOL efficiency.  
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4. SCOPE OF WORK 
 

4.1. A GOL National Buildings Register will be collated. 
4.2. Mapping of building plots and identification of infringement. 
4.3. GPS coordinates. 
4.4. Photographs will be taken of every building.  
4.5. A Buildings Valuation will be made. 
4.6. Lease assessments made where appropriate. 
4.7. Brief surveys and condition assessments.. 
4.8. Scope of works for remedial repair. 
4.9. Recommendations on viability and suitability of all buildings. 
4.10. GOL building management Guidelines 
4.11. Building Maintenance Guidelines. 
4.12. All gathered data should be stored in an electronic data base and 

will be able to be integrated with national document management 
and cadaster systems. 

 
5. WHAT IS BUILDING MAINTENANCE? 

Building maintenance (BM) is the continuous upkeep of a building to ensure 
that it is always in a good state of repairs and can be effectively used for the 
purpose intended.  Such upkeep includes, but not limited to, cleaning, 
repainting and repairs to damaged or decayed areas of the building.  It also 
ensures that all plumbing and electrical fitting are in proper working order.   

6. DAILY MAINTENANCE TOURS 
Daily maintenance tours are essential for the continuous upkeep of a building; 
it keeps the maintenance team informed of any defects or damage to the 
building or any of its components.  This tour should be conducted by the MAC 
technician or the maintenance manager upon arrival to work at his/her 
assigned building or buildings.  The tour will consist of checks of components 
observing for unusual noises, leaks, overheating, or other signs, which may 
indicate electrical or mechanical problems.   

The tour will also include observing the components and their condition, i.e., 
exit lights, exterior door operation, broken windows, burned out lights, 
damage to walls and ceilings.  All restrooms will be checked to insure toilet 
bowls, urinals, and lavatories are functioning properly. 

Based on this tour the technician or the manager will create work orders for 
maintenance and repairs where necessary and will accomplish those repairs 
within his/her capability. He/she will have, in the case of larger repairs which 
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require, for example spare parts, and will conform to the Procurement process 
within his/her individual MAC. Other repairs that require technical assistance 
or those above the agreed MAC threshold will be reported to the GSA monitor 
for notification of the PBM at the GSA. 

7. MAINTENANCE REQUEST  
A ‘maintenance request’ (Annex 1) is the call to fix any maintenance or repair 
problems identified by any individual employee. A Work order will be initiated 
thereafter by the Maintenance Manager (MM) at GOL institutions.  Occupants 
of a building should also initiate Maintenance requests for work not caught or 
seen by the technician or the manager. All maintenance requests must be 
requested via Maintenance Request Forms; (see Annex 1)) not by phone calls 
or verbally unless it is an emergency.  If an employee discovers a maintenance 
problem, the employee should fill out a maintenance request form, and 
present the same to the MM. All maintenance requests must be logged 
according to the date and time they are reported and should be dealt with on a 
first come first service basic except for emergency situations.  Emergencies 
should be attended to immediately.  

Maintenance request forms should be kept in the MM office at the GOL 
institutions.  The MM in return will forward all work requests to the Asset 
Manager or another person with direct line responsibility.  

8. PREVENTIVE MAINTENANCE REQUIREMENTS and FREQUENCIES 
Preventive maintenance (PM) generally refers to routine inspections, 
adjustments, lubrication and cleaning of fixed and movable components 
utilized in the daily operation of a building. Performing regular routine PM, you 
will keep the building components in good order, reducing the possibility of 
components failure thus insuring and extending expected component life. 
Through regular PM, potential problems can be detected early, thus reducing 
down time and preventing more expensive repairs. 
 
There seems to be very little PM at GOL Institutions which is resulting in break 
downs and catastrophic failures.  Instead, Reactive Maintenance is being 
practiced.  Reactive maintenance is fixing or replacing equipment only when it 
breaks down. It is extremely costly and the least effective strategy to maintain 
a building.  Additionally, the equipment failure can create safety hazards, 
costly downtime while waiting for parts, and increased costs due to the 
associated disruptions.  If parts cannot be obtained immediately, out of service 
times can be greatly increased. 
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PM requires scheduled maintenance at specific time frames and avoids many 
of the problems associated with reactive maintenance.  It is proactive and can 
reduce downtime costs, eliminate recurring problems, extend the useful life of 
a piece of equipment or a building and save energy. 
 
As part of our continuing effort to support PM for all the GOL buildings, the 
GSA developed this basic guidebook/manual of building maintenance to help 
those maintenance employees and managers who may have taken on 
maintenance responsibilities by default and without a formal building 
maintenance background. Our goal is to help the maintenance staff run the 
buildings in the best way possible by maximizing maintenance practices. 
 
The performance of routine PM in each building is the responsibility of the MM 
or assigned person in each entity. This section is designed to give MM the 
guidance necessary to perform basic routine PM checks and tasks. These 
checks and tasks are to be performed throughout the building, both interior 
and exterior, including the grounds. 
 
The following list of typical building PM provides an outline and checklist of the 
items to be inspected and performed by the entity technician/MM and where 
necessary reported to the GSA monitor.  The frequency that the items are to 
be checked, and the procedures required for each item are also detailed 
below.   
 
It is the responsibility of the GSA Director of PBM, through the GSA monitors, 
to see that these PM tasks in each MAC are being performed and properly 
recorded on the appropriate record sheet.  Completed reports following the 
conclusion of the performance period shall be forwarded to the GSA monitors 
for onward transmission to the PBM Director so that he can keep records of 
the individual MAC performance. 
 
Problems found during the PM inspections should be noted in the inspector’s 
comments section on the preventative maintenance ‘check sheets’ (Annex 4). 
Problems that cannot be repaired by the Maintenance Manager and his 
technicians and is above the GSA prescribed threshold ($7,500.00 USD) should 
be reported to the GSA Monitor, either by electronic means or in writing or by 
telephone if considered an emergency.  Below is a list of major PM building 
components: 
 
8.1 Air Conditioning (AC) Machine; Split System Units (Frequency for PM: 
Monthly): 
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Application 

This instruction applies to those types of AC machines that are equipped with 
chilled water coils or direct expansion coils on split systems; the split units are 
the most commonly used in Liberia.  The other portion of the split system, i.e., 
a refrigeration condensing unit, or a packaged type chilled water unit, is to be 
serviced in conjunction with this PM activity. 

Special Instructions 

8.1.1. Review manufacturer’s instructions. 
8.1.2. AC machine maintenance should be scheduled to coincide with 
condensing unit or the package chiller maintenance. 
8.1.3. Comply with the latest provisions of the Environmental Protection 
Agency (EPA) regulations. 
8.1.4. No intentional venting of refrigerants is permitted.  During the 
servicing, maintenance, and repair of refrigeration equipment, the 
refrigerant must be recovered. 
8.1.5. Whenever refrigerant is added or removed from equipment, record 
the quantities. 
8.1.6. If disposal of the equipment item is required, follow regulations 
concerning removal of refrigerants and disposal. 
8.1.7. If materials containing refrigerants are discarded, comply with EPA 
regulations as applicable. 

 

Checkpoints 

Thoroughly inspect and clean interior and exterior of machine with vacuum 
(remove panel). 

8.1.8. Clean drain pan and note excessive corrosion.  Treat rusted areas 
with rust remover.  Ensure that the rust remover chemical does not 
contaminate the drain pan. 
8.1.9. Perform checks according to the type of unit: 
8.1.10. Chilled Water Units: 

a) Check for chilled water links on all lines, valves, strainers, 
coils, etc…  If leaks are not able to be stopped or corrected, 
report leak status to the supervisor 

b) Clean strainer on chilled water unit. 
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8.1.11. Direct expansion units: Check for refrigeration leaks on all lines, 
valves, fittings, coils, etc. using a halogen leak detector or similar testing 
device,   if leaks are not able to be stopped or corrected, report leak status 
to the Director of PBM. 
8.1.12. Check condition of cooling coil.  Use fin comb if need to straighten 
fins. 
8.1.13. Clean coils. Use detergent solution and warm water if coil is heavily 
soiled. 

8.1.14. Drain and clean humidifier pan or pad, which ever applies.  Replace 
pad if required.  Remove corrosion as needed. 

8.1.15. Clean and lubricate motor and squirrel cage fan(s).  Check alignment 
of motor and fan.  Check bearings for excessive wear. 

8.1.16. Check belt tension and condition.  Adjust or replace as required.  

8.1.17. Replace pre-filters if needed. 

8.1.18. Replace final filter if needed. 

 8.1.19. Run machine, check action of controls, relays, switches, etc., to 
see that: 

1. Chilled water units: 
 

a) Chilled water valve(s) are operating properly. 
b) Reheat coils activate properly. 
c) Humidistat activates humidifier. 
d) Valves regulating water pressure are proper on 

cooling. 
e) Discharge air temperature is set properly. 
f) Check and record chilled water inlet and outlet 

temperatures. 
 

2. Direct expansion units: 
 

a) Humidistat activates humidifier. 
b) Reheat coils activate properly. 
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8.1.20. Check and adjust vibration eliminator mountings if equipped. Repair or    
replace if required. 

8.1.21. Recommended Tools, Materials, and Equipment: 
 

1. Basic Tools 
2. Cleaning tools, grease gun, oil and materials 
3. Vacuum 
4. Fin comb 
5. Filters 
6. Spare V-belts 
7. Self-sealing quick disconnect refrigerant hose fittings, if applicable 
8. Refrigerant recovery/recycling unit, if applicable 
9. EPA approved refrigerant storage tanks 
10. Safety goggles 
11. Gloves 
12. Approved refrigerant 
13. Electronic leak detector 
 

8.1.22. If the entity does not have either the expertise or the equipment to      
properly maintain AC units then the entity should take out a maintenance 
contract.  This maintenance contract should be budgeted for with the original 
Procurement and ongoing for the life of the unit. 

8.2. Electrical-General (Frequency for PM: Monthly) 

8.2.1. Check operation of light switches; replace as required; replace switch or 
broken covers. 

8.2.2. Check outlets for operability; check polarity-replace outlet, if required or 
correct deficiency, replace missing or broken outlet covers. 

8.2.3. Check for missing or broken light fixtures, diffusers, or reflectors; replace 
as required. 

8.2.4. Check GFI outlet and circuits to ensure they are functioning properly; 
replace if found defective. 

8.2.5. Check exit lights; repair or replace as needed 
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8.2.6. Check electrical panel boxes for signs of corrosion, burning or heating. 

8.2.7. All electrical boxes should contain circuit breakers that are clearly 
marked. 

8.3. Elevator; Traction Elevator (Frequency for PM: Monthly, Quarterly, and 
Annually) 

Application 

This instruction applies to Traction Elevators those types of elevators that are 
equipped with attached travel cables on the top which controls the up and 
down movement of the car; the most commonly used in Liberia.    

Monthly 

8.3.1. Clean and Inspect Car Top and Devices 

8.3.2. Check stopping accuracy 

8.3.3. Check car door reopening devices 

8.3.4 Check car stop switches and signal buttons 

8.3.5. Check car phone sand alarm 

8.3.6. Check car door and gate equipment 

8.3.7. Check top of car leveling devices 

8.3.8. Check pit lighting and stop switch 

8.3.9. Clean and inspect pit 

8.3.10. Check hoist machine and motor 

8.3.11 Check break operation 

8.3.12 Check motor generator set 

8.3.13. Check selector and related components 

8.3.14. Clean and Inspect machine room 

Quarterly 

8.3.15. Check door closing force 
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8.3.16. Check car and CWT guides 

8.3.17. Check hoist-way doors, tracks and locks 

8.3.18. Check stop switch and light 

8.3.19. Check the governor 

8.3.20. Check deflector / 2:1 sheaves 

8.3.21. Check compensating sheaves/ropes/chains 

8.3.22. Check counterweight run by 

8.3.23. Check emergency lighting 

Annually 

8.3.24. Clean / lubricate brake plunger / pins 

8.3.25. Replace worm gear oil 

8.3.26. Check hitch plates and rope fastenings 

8.3.27. Check CWT frame, safety, and governor 

8.3.28. Tighten controller wiring connections 

8.3.29. Check rail mounted roller switches 

8.3.30. Clean / Inspect hoist-way and rails 

8.3.31. Check buffers 

8.3.32. Replace motor and MG bearing oil 

8.3.33. Check traveling cable 

8.3.34. Check governor trail sheave / clearances 

8.3.35. Check drive, transformer / invertors 

8.3.36. Check stopping, slowdown and limits 

8.3.37. Inspect/equalize/lube hoist ropes 

A maintenance contract should be entered with the supplier. 
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8.4. Doors – Exterior, Interior and Hardware (Frequency for PM: Monthly) 

8.4.1. Check general condition of door and doorframe for cracking or damage. 

8.4.2. Check door latching sand locking operation; open and close door to 
check for difficulty in opening or closing, check for loose knob and levers, and 
door pull hardware. Lock and unlock door to check for difficulty of operation, 
repair as required; lubricate. 
8.4.3. Lubricate door hinges. 

8.4.4. Check doorstops; tighten or replace. 

8.5. Carpet (Frequency for PM: Quarterly) 

8.5.1. Check general condition of carpet; check for tearing, raveling or pulling 
from floor or baseboard.  Fix, if possible, or prepare a work request. 

8.6. Stairs (Frequency for PM: Quarterly) 

8.6.1. Check for loose stairs treads; reattached as needed. 

8.6.2. Check for loose hand rails; reattached as needed. 

8.6.3. Check general condition of stairs for cracks or other weaknesses. 

8.6.4. Check metal handrails for rust and deterioration. 

8.7. Floors (Frequency for PM: Quarterly) 

8.7.1. Check for missing, loose or cracked tiles.  

8.7.2. Check condition of grout. 

8.7.3. Check for loose baseboards; reattached as needed. 

 

8.8. Walls and Ceilings (Frequency for PM: Monthly) 

8.8.1. Check general condition of windows and window frames, check for 
broken, cracked walls, and deteriorated wooden windowsills. 

8.8.2. Check window lock operation; adjust or repair as required. 

8.8.3. Check window screens for torn or missing screens, and check screen 
hardware to ensure screen fit on window frame. 
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8.8.4. Open and close windows to check operation, and lubricate as required.  

8.8.5. Check ceiling for wet spots or stain for leaks, replace ceiling panel as 
required. 

8.8.6. Check ceiling for peeling paint, cracked or falling panels or materials; 
replace as required. 

8.8.7. Report all required repairs to the Asset Manager (AM), the Financial 
Comptroller and to the GSA Monitor.  

8.9 Restrooms (Frequency for PM: Weekly) 

Toilet Bowls 

8.9.1. Inspect fixture for general condition and fastening to the 
floor, tighten as required. 

8.9.2. Check operation of water shut off valve. 

8.9.3. Check seat and hardware, tighten or replace seat as 
required 

8.9.4. Check flushing operation; ensure proper water level, 
operation of float, flush handle, and shut off valve.  Adjust as 
required. 

8.9.5 Check for leaks around toilet area. 

8.9.6. If installed, check handicap handrail for tightness, tighten 
as required. 

8.9.7. Check water supply line for leaks or deterioration. 

8.9.8. Apply liquid chemical drain cleaner 

Urinal 

8.9.9. Check general condition of urinal for cracks and/or leaks. 

8.9.10. Check flush valve operation, adjust if necessary. 

 8.9.11. Apply liquid chemical drain cleaner 

Restroom Partition 
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8.9.12. Check general condition for painting, graffiti, rust and 
deterioration. 

8.9.13. Check for loose panels or crack bricks; tighten at all 
supports and fastening points of panel as required or repair or 
replace all cracks bricks.  

8.9.14. Check door for alignment, hinge operation and 
hardware; if required, make a work request to carpentry to 
lubricate hinges, and align doors. 

8.9.15. Check toilet paper and paper towels dispensers to 
ensure firmly fastened to wall; tighten as required. 

Restroom Mirror 

8.9.16. Check general condition of mirror for cracks. 

8.9.17. Ensure mirror is firmly fastened to wall; tighten 
fasteners as required. 

8.10. Corrugated Roof Inspection (Frequency for PM: Quarterly) 

8.10.1. Perform inspection prior to the rainy season. 

8.10.2. Use care when working in high places. 

8.10.3. Use safety line with belt if necessary. 

8.10.4. Check for debris and/or equipment that may have left from a job on or 
near the roof; dispose of appropriately. 

8.10.5. Check for presents of leak holes, and historical information for leaks 
during long continued rain; leaks occurring every rainy season, etc…; replace 
zinc sheet or repair with roofing cement. 

8.10.6  Check exposed/loose nails that have worked loose from the zinc; 
replace nail and/or washer as required. 

8.10.7. Check for water settlement. 

8.10.8. Inspect all zinc sheets for cracks, holes and corrosion. 

8.10.9. Inspect and clear all roof drains, gutters and downspout of debris 
and unwanted items; use water hose to flush as required.  
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8.10.10.      Deficiencies should be handled by the MM 

8.11.   Fences and gates, Security/Access (Frequency for PM: Semi-Annually) 

Application: 
 
This guide applies to fences and gates found at driveway entrances, walkway 
entrances, and other areas where pedestrian or vehicular traffic must be 
controlled. This classification applies only to those fences and gates where a 
definite need exists for this type of maintenance to be performed. 
 
Special Instructions: 
 
8.11.1. This work should be scheduled at non-peak hours. 

 
8.11.2. Notify affected personnel before performing PM (alarmed or                
security entrances). 

 
8.11.3. Post "out of service" signs and/or barricades, as appropriate. 
 
Checkpoints 
Gates: 
8.11.4. Inspect all pivot points, hinges, latches, etc. Apply lubricant where 
needed, wiping off excess. 
 
8.11.5. Check all locking devices. Lubricate as required. 

 
8.11.6. Inspect gate support rollers and lubricate as required. 

 
8.11.7. Clean roller track of any debris. 

 
8.11.8. Check bolts, fasteners, and mounting hardware. Tighten or adjust as 
necessary.  
 
8.11.9. Check for any obstructions that may limit full swing or movement of the 
gate. 
 
Fences: 
 
8.11.10. For chain link fence; check posts and corner posts, support guides, and 
horizontal bars between each support post. 
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8.11.11. For chain link fence; check wire and anchor point; re-stretch and re-
anchor if necessary. 
 
8.11.12. For chain link fence; inspect fence anchors along the bottom of the 
fence and at the point where the fence is connected to the post. 
 
8.11.13. For chain link fence; treat with anti-rust protectant where rust has 
developed. 
 
8.11.14. For concrete/brick fence; check for cracks, repair as      needed. 

 
8.11.15. For concrete/brick fence; check for loose bricks, repair or replaced as 
needed. 
 
8.11.16. For concrete/brick fence; check bar/razor wire positions, adjust if 
needed. Check rust and durability of bar/razor wire, treat with rust protectant 
or replace.  
   
8.11.17. Recommended Tools, Materials, and Equipment: 

1. Standard tools – basic 
2. "Out of Service" signs 
3. Ladder; do not use defective ladders 
4. Lubricants  
5. Wire Stretcher 
6. Rust Protectant 

 
9. MAINTENANCE SCHEDULES 
This schedule is a condensed view of what needs to be scheduled and the 
frequencies involved.  These are to be considered best practice 
recommendations however; you are not limited to those recommendations. 

 

Weekly 

Restrooms 

Monthly                  

AC               

Doors-Exterior, Interior and Hardware 
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Walls and Ceilings 

Electrical-General 

Elevator         

Quarterly  

Roof (before the raining season) 

Carpets       

Stairs 

Floors 

Elevator 

Semi-Annually    

Fence Gates, Security / Access   

Annually        

Elevator    

 10.  PAINTING 

There are two types of paints used today; latex and alkyd.  Alkyd paint is also 
known as oil based paint.  Latex provides an excellent finish, while being an 
easier paint to use.  Latex paint cleans up with soap and water, dries quickly, 
has less odor, is non-flammable, easy to touch up, they remain more flexible 
and allow moisture to evaporate through the film thus reducing blistering, 
cracking and peeling.  It is also important to be familiar with paint sheen.  The 
sheen of paint is the amount of light reflected by the surface of a paint finish. 

There are four basic paint sheens; flat, satin, semi-gloss and gloss: 

1. Flat Paints exhibit non-reflective properties providing a matte finish.  
This finish helps surface imperfections, and is normally used for ceilings 
and walls in areas not subjected to a lot of wear and tear. 

2. Satin Finish Paints also known as eggshell finish provides soft luster 
sheen similar to that of an eggshell.  A satin finish provides a harder 
surface finish which is more durable and more stain resistant than a flat 
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finish. This durability makes satin paint a good choice for walls in rooms 
that have high wear and tear.   

3. Semi-Gloss Paints are very durable, they are easier to clean, and are 
more stain resistant than satin finish paints.  Semi-gloss paints are most 
often used on heavy wear surfaces or areas that are frequently cleaned 
such as employees lounge or restrooms. 

4. Gloss Paints is a harder, more durable, more stain resistant.  It is easier 
to clean than all the other paint finishes.  Gloss finishes generally make 
surface imperfections more noticeable.  Gloss finishes are the best 
choice for heavy wear areas. 

Which type of paint should be used on GOL buildings? 

Two criteria we need to consider, how much wear and tear will the surface get 
and which sheen to the finish is going to conflict with the decorating scheme.  
If you are painting areas which will be subjected to hard use and frequent 
washings such as the exterior of the building, we should go with the semi-gloss 
or gloss as these paints are designed for just that. For the interior, choose the 
lower gloss finishes for calm soothing feel.  Regardless of which gloss level you 
choose you can be assured that it will be easy to apply, long lasting, durable 
finishes that will reduce heat loss or gain, reduce sound transfer and provide 
years of trouble free service. 

How often should GOL buildings be painted? 

This will be strongly based on budget allocation.  However, the recommended 
frequency is Every Three Years at the maximum. 

Before the finish coats of paint are applied we should primer the surface in 
preparation for the finish.  Primer / Sealers (or similar coating paint) are 
designed to provide the surface for the finish coats of paint or clear finishes. 

Primers seal the surface off and provide  a “tooth” for the finish paint, they are 
used on previously painted surfaces that have been repaired or are in poor 
condition (flaking, peeling) or if the existing surface is to be painted with a new 
color that is much darker or lighter than the existing. Primers / Sealer are also 
used to block stains like water stains. 
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Primers / Sealers insure longer lasting paint work as the resins in the finish 
paints stay on the surface creating the “wear-layer” as they are designed to do.  
Peeling and premature failure is eliminated and this is by far the most 
important part in getting a long lasting, durable finish. 

11. CLEANING PROCESSES AND PROCEDURES 

Cleaning General Areas 

11.1. Notify the MM immediately of any defective or inoperative building 
issues (i.e. plumbing problems, security issues, carpentry etc…) if they are likely 
to cause major repairs.    

11.2. Keep all glass areas/surfaces clean and free of fingerprints and smudges 
throughout the day. 

11.3. Exercise care so that walls and furniture are not splashed, scuffed or 
damaged during cleaning. 

11.4. Sweep/dust, mop all hard surface floors as needed on a daily basis with 
special attention to the corners. 

11.5. Mop all hard surface floors daily. (More if necessary) 

11.6. Address slippery floors; use temporary signage (wet floor, etc.), care with 
walk off mats in entry ways or where water collects (i.e., elevator areas etc.).   

11.7. Keep exterior paths of travel clear and smooth; install runners and floor 
mats during the raining/wet seasons. 

11.8. Clean and sanitize all horizontal surfaces (tabletops, countertops, etc.). 

11.9. Clean and dust windowsills weekly. 

11.10. Dust picture frames and all wall mounted fixtures bi-weekly. 

11.11. Clean and dust the overhead light fixtures once a month. 

11.12. Dust ceiling corners and remove cobwebs regularly. 

11.13. Clean and dust all air supply, exhaust vents and diverters weekly. 

11.14. Maintain area around/behind the trash can/dumpster. 

11.15. Vacuum carpet daily 

11.16. Shampoo carpet as needed. 

11.17. Designate one day per month as ‘Deep Cleaning Day’ to address any of 
the above mentioned areas that may require additional attention as well as the 
moving of furniture to clean under the furniture. 

11.18. Perform any emergency cleaning tasks as required or needed. 
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11.19. Perform other miscellaneous tasks as necessary to contribute to the 
overall appeal of the building. 

Cleaning Main and all other Lobbies 

11.20. Maintain order and cleanliness in all lobbies and common areas. 

11.21. Remove any debris from lobby chairs (clean under cushions) and floors. 

11.22. Dust and mop daily to prevent dust build-up. 

11.23. All glass in the lobby area, including glass doors should be cleaned daily. 

11.24. Metal fixtures or frames around door should be wiped and polished 
once a month. 

11.25. Receptionist area should be dusted and cleaned daily. 

11.26. Trash should be emptied daily and taken to the dumpster while all used 
trash bags should be remove and replaced. 

11.27. Vacuum carpet daily 

11.28. Shampoo carpet as needed. 

Cleaning Conference Rooms 

11.29. Set-up and clean conference rooms between meetings. 

11.30. Standard set-up of tables and chairs the night or day before unless the 
posted calendar states otherwise. 

11.31. Trash should be emptied daily and taken to the dumpster while all used 
trash bags will be remove and replaced. 

11.32. Vacuum and shampoo carpet as needed. 

Cleaning Offices 

11.33. Trash should be emptied daily and taken to the dumpster while all used 
trash bags should be remove and replaced.  

11.34. Sanitize telephone handsets. 

11.35. Dust and clean workstations, desktops, chairs, tables, bookcases, lamps, 
counters and filing cabinets. 

11.36. Dust all office equipment, including behind computers, monitors and 
their bases. 

11.37. All areas that are openly noticed (brass, metal, chrome, stainless steel 
etc…) should be cleaned and/or polished.  This will include any picture frames, 
decorative, plaques or any other hanging objects on a weekly basis. 

11.38. All carpeted areas will be vacuum daily (edges, corners and beneath 
furniture). 
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11.39. Shampoo carpets twice yearly (or as needed). 

11.40 Clean the glass on the doors that have them. 

11.41. Sweep and mop any tile floors daily. 

Cleaning Restrooms 

11.42. Maintain cleanliness of all restrooms daily. 

11.43. Check all restrooms hourly and sign check list that will be placed in all 
restrooms. 

11.44. Keep all restrooms stocked with toiletries (fill dispensers- towels, tissue 
and hand soap as needed). 

11.45. Clean all mirrors, sinks, urinals and toilets periodically throughout the 
day to maintain cleanliness and sanitation standards. 

11.46. Remove trash and replace can liners daily and wipe down, if needed. 

11.47. Wash out and disinfect trash cans weekly. 

11.48. Disinfect interior and exterior of sinks, toilets, toilet seats and urinals 
daily. 

11.49. Wipe the sink, counters, top of partitions, mirrors and air grills. 

11.50. Spot- clean toilet partitions and clean toilets with bowl cleaner daily. 

11.51. Remove splash marks from walls around sinks as needed. 

11.52. Dust high surfaces on a weekly basis 

11.53. Sweep and mop restroom floors and disinfectant daily. 

11.54. Clean walls, ceiling, doors and light switches bi-weekly. 

Cleaning Employee lounge 

11.55. Clean the microwave on a weekly schedule. 

11.56. Clean the refrigerators on a weekly schedule. 

11.57. Clean, wipe down and disinfect trash receptacles regularly. 

11.58. Fill dispensers – paper towels, wash and hand soap. 

11.59. Sweep and mop floors and disinfectant daily. 

Cleaning Windows 

11.60. Clean easy accessible windows inside and outside on a regular schedule 
to be determined by PBM base of need. 

11.61. Contract out cleaning of non-accessible/uneasy accessible windows. 

11.62. Report damage to windows immediately (safety issue) to the MM. 

Cleaning Floors 
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11.63. Stripping and waxing of floors will be established by a schedule 
submitted by PBM based on need. 

11.64. Mop floors daily. 

11.65. Vacuum carpet daily.  

11.66. Shampoo carpet twice a year or as needed. 

 12.  SAFETY 

Blood-borne virus exposure in the work place 

Blood-borne Pathogens means pathogenic microorganisms that are present in 
human blood and can cause disease in humans.  These pathogens include, but 
not limited to, hepatitis B virus (HBV), human immunodeficiency virus (HIV) 
and Ebola. You do not have to be working at a medical facility to be exposed to 
cleaning situations which might include blood.  Cuts, nosebleeds or accidents, 
that cause bleeding, can happen anywhere and anytime. When this type of 
cleaning situation arises, it is best to be prepared; wear protective gloves while 
cleaning blood. Protective clothing should be used at all times in any event. 

13.  Keep Internal Hallways/Pathways Clear 

Keep internal pathways/hallways of travel clear at least three feet in width.  
This will enable occupants of buildings to have adequate paths during an 
emergency evacuation.  An emergency evacuation plan should be formulated 
and ensure an orderly and safe evacuation of the building in case of 
emergency. A practice evacuation should be conducted at least twice a year to 
the agreed assembly points. 

 

14.  EMERGENCY EVACUATION PLAN 

Every building hosting businesses, institutions, corporations and Government 
entities should be ready for most emergencies and have an escape plan.  This 
plan is call an Emergency Evacuation Plan (EEP).  The EEP should be shared 
with all occupants of a building. 

The only exemption to an EEP is if you have an in-house fire brigade in which 
some/every employee is trained and are equipped to fight fires.  

https://www.osha.gov/SLTC/etools/evacuation/eap.html
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In most circumstances, immediate evacuation is the best policy, especially if 
professional firefighting services are available to respond quickly. There may 
be situations where employee firefighting is warranted to give other workers 
time to escape, or to prevent danger to others by spread of a fire. 

An EEP is a written document.  The purpose of an EEP is to facilitate and 
organize employer and employee actions during workplace emergencies. Well-
developed emergency plans and proper employee training (such that 
employees understand their roles and responsibilities within the plan and 
periodic fire drills) will result in fewer and less severe employee injuries and 
less structural damage to the building during actual emergencies.  
 
Putting together a comprehensive emergency evacuation plan that deals with 
the issues specific to your place of employment is not difficult. It involves 
taking what was learned from your workplace test evaluation and describing 
how employees will respond to different types of emergencies, taking into 
account your specific worksite layout and emergency systems. Most 
organizations find it beneficial to include a diverse group of representatives 
(management and employees) in this planning process and to meet frequently 
to review progress and allocate development tasks. The commitment and 
support of all employees is critical to the plan's success in the event of an 
emergency; ask for their help in establishing and implementing your 
emergency evacuation plan.  At a minimum, the plan must include but is not 
limited to the following elements: 

14.1. Assign evacuation procedures and emergency escape routes 

14.2. Designated employees will remain longer to ensure all occupants have 
evacuated  

14.3. Account for all employees after an emergency evacuation has been 
completed (A Roll Call). 

14.4. Have means of providing medical facilities. 

14.5. Job titles and contact numbers of persons who can be contacted for 
information or explanation of duties under the plan. 

14.6. Places of refuge; or Evacuation muster point where the evacuated 
employees should congregate for a head count. 

14.7. A description of alarm system to be used. 

https://www.osha.gov/SLTC/etools/evacuation/evaluate.html
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14.8. An alternative communications center to use in the event of an 
emergency. 

14.9. A secure on- or offsite location to store originals or duplicate copies of 
accounting records, legal documents, your employees’ emergency contact lists, 
and other essential records. 

The best way to protect yourself and others is to prepare for an emergency 
before it happens by doing a thorough assessment of the workplace.  Think 
about possible emergency situations and evaluate your workplace to see if it is 
sufficiently prepared in the following areas:  

14.10. Design of adequate exit routes 

14.11. Maintenance, safeguards, and operational features for exit routes. 

14.12. Emergency Evacuation Plan (EEP) 

14.13. Fire preventive measures. 

14.14. Portable fire extinguishers.  

14.15. Fixed extinguishing system (i.e., water sprinkle system) 

14.16. Fire detection system.(Smoke detectors) 

14.17. Employees alarm system. 

An EEP is definitely recommended at all the GOL entities/institutions for the 
safety of occupants.  

15. Processes and Procedures 

This document is a basic set of guidelines for all GOL institutions to follow for 
the ongoing maintenance of GOL buildings. It represents a minimum safety 
standard. There is a considerable amount of material available online which it 
is recommended that you research prior to creating your Schedules and Plans.  

16. The Process is Simple 

16.1. Cleaners/Technicians →Maintenance Manager→ Asset Manager→ 
Financial Comptroller → Deputy Minister for Administration → Minister 
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16.2. The GSA Monitor should be involved in the process so that he/she is able 
to communicate serious problems directly to the GSA Director of PBM if the 
repair is over $7,500.00 USD. 

16.3. All maintenance costs should be allotted in the Institutions Budget and is 
the responsibility of each Institution to take into consideration when 
formulating the budget. 

16.4. Each Institution should supply evidence to the GSA Monitor that PM 
checks and schedules have been created and are being implemented. 

16.5. Each Institution should report to and coordinate with the GSA Monitor. 
Any maintenance contract which is likely to be more than $7,500 USD, the GSA 
Monitor will turn in a report of all maintenance to the head of the PBM who 
will be involved in the negotiation of any contract larger than $7,500.00 USD.  
Contracts below this figure will be the responsibility of the Institutions but the 
must still be reported to the GSA Monitors for onward transmission to the 
PBM for their records. 

16.6. This reporting must include all buildings owned or leased by the GOL. 

16.7. A note of caution: Before contracting maintenance on a GOL leased-in 
building, you must check the head lease and ascertain the division of 
maintenance responsibilities between the landlord and tenant as stated 
therein. 
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Annex 1     (Add name of Entity) 

Maintenance Request 
( All Employees)  

Requested by: 
Date: 

Location of Maintenance required.  

Description of work/ Problem: 

Requestor phone number:  Requestor signature: 

For Maintenance Office use only 
Work assigned to: 
 
Date: 
Special Instructions: 

Date of completion: 

Technician Report: 

Signature of Technician: Date: 

Signature of MM/Director of PBM: Date: 
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Annex 2 

Maintenance Request Report Log 
Date Time Problem Resolution Technician 
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Annex 3 

WORK ORDER 

Institution or Location:                                                                                         Date: 
 
Department: 
 
Requested by: 
 
Description of Problem: 
 
 
 
 
 
 
Emergency:  Yes_____ NO______ 
 

One request per form 
For Maintenance Office Use Only 

Service Performed (Continued on back if necessary) 
 
 
 
 
 
 
 
Work assigned to: 
Time Started: Time Completed: Date Completed: 
Quantity Part Description Vendor Cost 
     
     
     
     
     
     
     
MM/Director of PBM Comments: 
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Annex 4 

Daily Maintenance Check List 

Task MON TUES WED THUR FRI 
Yes No Yes No Yes No Yes No Yes No 

Are all the AC working properly?           

Are the elevators working properly?           

Are all exterior & Interior doors working 
properly? 

          

Are all windows in good conditions?           

Are walls free of cracks and dirt?           

Are all ceiling free of leaks or wet spots?           

Are there any loose ceiling tiles?           

Are all restroom components working 
properly? 

          

Are all stairs well free of cracks and dirt?           

Are there any broken steps?           

Are there any loose floor tiles?           

Checked carpets for tear or stain?           

Are there any broken or off lights?           

Are all gates working properly?           

Checked fence for cracks or broken bricks?           

Are there any loose or broken chain links 
and/or razor wires? 

          

Are all fence erected properly?           

Did you check the grounds for trash & 
debris? 

          

Comments (Add extra sheet if applicable): 
 
 
 
 
 
 
Employee’s Name:                                                                                                  Date: 
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Annex 5 

Daily Restroom Check list 
 
 
 
 
 
Date and 
time 
checked 

Hand 
Soap 

Toilet 
Paper 

Paper 
Towel 

Floor 
Clean; 
Free of 
Debris 

Trash 
Cans  

Mirror All 
restroom 
component  

 

 
 
 
Checked 

 
 
 
Checked 

 
 
 
Checked 

 
 
 
Checked 

 
 
 
Checked 

 
 
 
Checked 

 
 
 
Checked 

 
 
Employee’s 
Initials 
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Annex 6 (Employee’s name :_______________________________________) 

Split System AC Unit PM 

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

Monthly X x x x x x x x x x x x 
Inspect & clean interior & 
exterior of machine with 
vacuum (remove panel)  

            

Clean chilled water drain pan 
& treat rusted areas with rust 
remover 

            

Check for chilled water links              

Clean strainer on chilled 
water units 

            

Check for refrigeration leaks 
on direct expansion units 

            

Check condition of cooling 
coil 

            

Clean coils             

Drain & clean humidifier pan 
or pad 

            

Clean & lubricate motor & 
squirrel cage fan(s), check 
alignment of motor & fan, 
check bearings 

            

Check belt tension and 
condition 

            

Check pre-filters             

Check final filter             

Run Chilled Water machine; 
check action of controls, 
relays, switches to see that: 
(see instructions on pg. 14 of 
the manual) 

            

Run Expansion machine; 
check action of controls, 
relays, switches to see that: 
humidistat activates 
humidifier & reheat coils 
activate properly 

            

Check and adjust vibration 
eliminator mountings if 
equipped 

            

COMMENTS (Add extra sheet if applicable): 
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Annex 7 (Employee’s name ______________________________________) 

Traction Elevator PM-A 
Task Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec 

Monthly x x x x x x x x x x x x 
Clean and Inspect 

Car Top and Devices 
            

Check stopping 
accuracy 

            

Check car door 
reopening devices 

            

Check car stop 
switches and signal 

buttons 

            

Check car phone 
sand alarm 

            

Check car door and 
gate equipment 

            

Check top of car 
leveling devices 

            

Check pit lighting 
and stop switch 

            

Clean and inspect pit             
Check hoist machine 

and motor 
            

Check break 
operation 

            

Check motor 
generator set 

            

Check selector and 
related components 

            

Clean and Inspect 
machine room 

            

COMMENTS (Add extra sheet if applicable): 
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ANNEX 8  (Employee’s name: ___________________________________) 

Traction Elevator PM-B 

TASK JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 

Quarterly X X X x 
Check door 

closing force 
    

Check car and 
CWT guides 

    

Check hoist-way 
doors, tracks and 

locks 

    

Check stop switch 
and light 

    

Check the 
governor 

    

Check deflector / 2:1 
sheaves 

    

Check compensating 
sheaves/ropes/chains 

    

Check counterweight run-
by 

    

Check emergency 
lighting 

    

COMMENTS (Add extra sheet if applicable): 
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ANNEX 9 (Employee’s name: ______________________________________) 

Traction Elevator PM-C 

TASK JAN FEB MAR APR MAY JUN JUL AUG SEP Oct NOV DEC 

Annually x 
Clean / lubricate 

brake plunger / pins 
 

Replace worm gear 
oil 

 

Check hitch plates 
and rope fastenings 

 

Check CWT frame, 
safety, and governor 

 

Tighten controller 
wiring connections 

 

Check rail mounted 
roller switches 

 

Clean / Inspect hoist-
way and rails 

 

Check buffers  
Replace motor and 

MG bearing oil 
 

Check traveling cable  
Check governor trail 
sheave / clearances 

 

Check drive, 
transformer / 

invertors 

 

Check stopping, 
slowdown and limits 

 

Inspect/equalize/lube 
hoist ropes 

 

COMMENTS (Add extra sheet if applicable): 
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Annex 10 

Electrical-General PM 

 
 

Monthly 

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

Check operation of 
light switches 

            

Check outlets for 
operability; check 
polarity 

            

Check for missing or 
broken light 
fixtures, diffusers, 
or reflectors 

            

Check GFI outlet 
and circuits to 
ensure they are 
functioning 
properly 

            

Check exit lights             
Check electrical 
panel boxes for 
signs of corrosion, 
burning or heating 

            

All electrical boxes 
should contain 
circuit breakers that 
are clearly marked 

            

Comments (add extra sheet if applicable): 
 
 
 
 
 
 
 
 
 
 
 
Employee’s  name: __________________________________________ 
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Annex 11 (Employee’s name: ____________________________________) 

Carpet PM 
 
 

Quarterly 

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 

x x x x 
Check 
general 
condition 
of carpet; 
check for 
tearing, 
raveling or 
pulling 
from floor 
or 
baseboard 

    

Comments (Add extra sheet if applicable) 
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ANNEX 12 

Stairs PM 
 
 
Quarterly 

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NO DEC 

x x x x 
Check for 
loose stairs 
treads 

    

Check for 
loose hand 
rails 

    

Check 
general 
condition 
of stairs for 
cracks or 
other 
weaknesse
s 

    

Check 
metal 
handrails 
for rust and 
deteriorati
on 

    

Comments (Add extra sheet if applicable) 

 

 

 

 

 

 

 

 

 

 



43 
 

ANNEX 13 (Employee’s name: _____________________________________) 

Floors PM 
 
 

Quarterly 

JAN FEB MA A M J JUL AUG SEP OC NOV DEC 

x x x x 
Check for 
missing, 
loose or 
cracked 
tiles 

    

Check 
condition 
of grout 

    

Check for 
loose 
baseboards 

    

Comments (add extra sheet if applicable)  
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Annex 14 

Doors-Exterior, Interior and Hardware PM 
Monthl

y 
JAN FEB MA APR MAY JUN JUL AUG SEP OCT NOV DEC 

Check 
general 
conditio
n of 
door  

            

Repair as 
required;  

            

Lubricate 
door 
hinges 

            

Comments (Add extra sheet if applicable) 

 
Walls and Ceilings PM 

Monthl
y 

JAN FEB MA APR MAY JUN JUL AUG SEP OCT NOV DEC 

Check 
for 
broken, 
cracked 
walls, 
and 
deteriora
ted 
wooden 
windows 

            

Check 
conditio
n of 
windows  

            

lubricate 
as 
required 

            

Check 
ceiling 
for wet 
spots or 
stain for 
leaks  

            

Check 
ceiling 
for 
peeling 
paint, 
cracked 
or falling 
panels or 
materials  

            

Comments (add extra sheet if applicable)  
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Annex 15 (Month :____________________________________) 

Restrooms PM-A 
 
 

Weekly 

WK #1 WK #2 WK #3 WK #4 

Toilet Bowls 
Inspect fixture for 
general condition and 
fastening to the floor 

    

Check operation of 
water shut off valve 

    

Check seat and 
hardware 

    

Check flushing 
operation; ensure 
proper water level, 
operation of float, 
flush handle, and shut 
off valve 

    

Check for leaks around 
commode area 

    

If installed, check 
handicap handrail for 
tightness 

    

Check water supply 
line for leaks or 
deterioration 

    

Apply liquid chemical 
drain cleaner 

    

URINAL 
Check general 
condition of urinal 
for cracks and/or 
leaks 

    

Check flush valve 
operation 

    

Apply liquid chemical 
drain cleaner 

    

Comments (add extra sheet if applicable): 
 
 
 
 
 
 
 
 
 
 
 
Employee’s name: 
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ANNEX 16 (Month: __________________________________________) 

Restrooms PM-B 
Weekly WK #1 WK #2 WK #3 WK #4 

RESTROOM PARTITION 
Check general condition 
for painting, graffiti, rust 
and deterioration 

    

       Check for loose panels or    
crack bricks 

    

Check door for 
alignment, hinge 
operation and hardware; 
if required, make a work 
request to carpentry to 
lubricate hinges, and 
align doors 

    

Check toilet paper and 
paper towels dispensers 
to ensure firmly fastened 
to wall 

    

RESTROOM MIRROW 
Check general condition 
of mirror for cracks 

    

Ensure mirror is firmly 
fastened to wall 

 

    

Comments (Add extra sheet if applicable) 
 
 
 
 
 
 
 
Employee’s name: 
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Annex 17 (Employee’s name: ______________________________________)  

Roof PM 

(Before raining season) 
 

Quarterly 

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

X X X x 
Perform inspection 
prior to the rainy 
season (May – Oct) 

    

Use care when 
working in high places 

    

Use safety line with 
belt if necessary 

    

Check for debris 
and/or equipment 
that may have left 
from a job on or near 
the roof 

    

Check for present of 
leak holes, and 
historical information 
for leaks during long 
continued rain; leaks 
occurring every rainy 
season, etc…; replace 
zinc sheet or repair 
with roofing cement 

    

Check exposed/loose 
nails that have worked 
loose from the zinc; 
replaced nail and/or 
washer as required 

    

Check for water 
ponding 

    

Inspect all zinc sheets 
for cracks, holes and 
proper filling 

    

Inspect and clear all 
roof drains, gutters 
and downspout of 
debris and unwanted 
items; use water hose 
to flush as required 

    

Comments (Add extra sheet if applicable) 
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Annex 18 

Fences and Gates PM 

 
 

Semi-Annually 

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

x x 
GATES 

Inspect all pivot 
points, hinges, latches, 
etc. Apply lubricant 
where needed, wiping 
off excess 

  

Check all locking 
devices. Lubricate as 
required 

  

Inspect gate support 
rollers and lubricate as 
required 

  

Clean roller track of 
any debris 

  

FENCES 
For chain link fence; 
check posts and 
corner posts, support 
guys, and horizontal 
bars between each 
support post 

  

For chain link fence; 
inspect fence anchors 
along the bottom of 
the fence and at the 
point where the fence 
is connected to the 
post 

  

For chain link fence; 
treat with anti-rust 
protectant where rust 
has developed 

  

For concrete/brick 
fence; check for cracks 

  

For concrete/brick 
fence; check for loose 
bricks 

  

For concrete/brick 
fence; check bar/razor 
wires positions, adjust 
if needed. Check rust 
and durability of 
bar/razor wire, treat 
with rust protectant or 
replaced  

  

Comments (Add extra sheet if applicable) 
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