














C
A

PN
M

 M
A

IN
TEN

A
N

C
E SC

HED
ULE 

A
N

N
UA

LLY
Date last com

pleted

C
ategory

A
ctivity

Description
Date 1

Date 2
Date 3

Exterior
W

indow
s

W
ash / Inspected - VEN

DO
R TO

 CO
M

PLETE

Doors
Check W

eather Stripping, Locks, Paint - W
X TO

 CO
M

PLETE

Building
Inspect brick, Condition of paint - W

X TO
 CO

M
PLETE

Signage 
Check for chipping, Peeling, Fading - STAFF TO

 CO
M

PLETE

Fire &
 Safety

Fire Extinguishers 
Checked / Serviced - VEN

DO
R TO

 CO
M

PLETE

Sm
oke Detectors / Alarm

s
Checked / Serviced - VEN

DO
R TO

 CO
M

PLETE

Sprinklers
Checked / Serviced - VEN

DO
R TO

 CO
M

PLETE

H
VAC

AC Service
Checked / Serviced - VEN

DO
R TO

 CO
M

PLETE

H
eating Service

Checked / Serviced - VEN
DO

R TO
 CO

M
PLETE

M
iscellaneous

Basem
ent Storage

Clean / O
rganized - STAFF (ALL) TO

 CO
M

PLETE

RO
 W

ater M
aintenance

CU
LLIG

AN
 TO

 CO
M

PLETE

Agency Cars 
Plate Renew

als - CO
LIN

 (FISCAL) TO
 CO

M
PLETE

Refrigerator 
Filter Replacem

ent - CO
LIN

 TO
 CO

M
PLETE

H
VAC

AIR-PRO
 CO

M
PLETED H

VAC CLEAN
IN

G
 O

N
 7/30/2020

EVERY 3-5 YEA
RS

Interior
Duct W

ork
Cleaning (Last com

pleted 7/2019) VEN
DO

R TO
 CO

M
PLETE

Carpeting 
Cleaning - VEN

DO
R TO

 CO
M

PLETE

Elevator 
Preventative M

aintenance

Aw
ning

Cleaned / Inspected - VEN
DO

R TO
 CO

M
PLETE



C
A

PN
M

 M
O

N
THLY SC

HEDULE 
Date last com

pleted

Category
A

ctivity
D

escription
CO

M
PLETE
D

CO
M

PLETE
D

2
CO

M
PLETE
D

3
CO

M
PLETE
D

4
CO

M
PLETE
D

5
CO

M
PLETE
D

6
CO

M
PLETE
D

7
CO

M
PLETE
D

8
CO

M
PLETE
D

9
CO

M
PLETE

D
10

CO
M

PLETE
D

11
CO

M
PLETE

D
12

Interior
Lighting 

M
ake sure fixtures are illum

inated (IN
SIDE AN

D O
U

TSIDE) 
JAN

ITO
R TO

 CO
M

PLETE

Fire Extinguishers
Checked/turned upside dow

n - STAFF TO
 CO

M
PLETE

Exit Lights
To be checked - W

X TO
 CO

M
PLETE

Em
ergency Lights

Check to m
ake sure bulbs are ok - SAFETY CO

M
M

ITTEE TO
 

CO
M

PLETE

W
alls

Inspect high traffic areas for cleanliness / back entry area - 
JAN

ITO
R TO

 CO
M

PLETE

Floors
Professionally Cleaned / Repaired (AS N

EEDED) VEN
DO

R TO
 

CO
M

PLETE

Plum
bing

Faucets/Shut offs
Check for leaks or drips - (DAILY) JAN

ITO
R TO

 CO
M

PLETE

Toilets
Check for leaks or Running w

ater (DAILY) JAN
ITO

R TO
 

CO
M

LETE

H
ot W

ater H
eater

Check for leaks or drips - (DAILY) JAN
ITO

R TO
 CO

M
PLETE

Electrical and 
Appliances

Breakroom
 Appliances

Cleaned and Inspected - STAFF TO
 CO

M
PLETE

Lighting 
Replace bulbs (AS N

EEDED) JAN
ITO

R TO
 CO

M
PLETE

Exterior
Roof

M
onitor for leaks, Loose Flashing, W

ater pooling (SET FO
R 

2N
D

 W
EEK O

F TH
E M

O
N

TH
) CO

LIN
 TO

 CO
M

PLETE
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A
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C
E SC

HED
ULE 

Q
UA

RTERLY
Date last com

pleted

C
ategory

A
ctivity

Description
Date 1

Date 2
Date 3

Date 4

H
VAC

Filters
Change Filter 

M
iscellaneous

AED
Checked - SAFETY CO

M
M

ITTEE TO
 CO

M
PLETE



C
A

PN
M

 FA
LL  SC

HEDULE 
Date last com

pleted

C
ategory

A
ctivity

Description
Date 1

Date 2

Exterior
Signage

Inspect, Clean, repair - CO
LIN

 / JAN
ITO

R TO
 CO

M
PLETE

Interior
Schred

Schedule Docum
ent Schredding - VEN

DO
R TO

 CO
M

PLETE



C
A

PN
M

 SPRIN
G

 SC
HEDULE 

Date last com
pleted

C
ategory

A
ctivity

Description
Date 1

Date 2

Exterior
Signage

Inspect, Clean, Repair - CO
LIN

 / JAN
ITO

R TO
 CO

M
PLETE

M
iscellaneous

Schred
Schedule Docum

ent Schredding - VEN
DO

R TO
 CO

M
PLETE
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