
BUILDING NAME___________________ OPERATOR NAME___________________

ANNUAL COMMON AREA O&M INSPECTION CHECKLIST MONTH________________________ YEAR________________________

*This task may require special service training

Space Cooling and Ventilation

1
□YES 

□NO

2
□YES 

□NO

3
□YES 

□NO

4
□YES 

□NO

5
□YES 

□NO

6
□YES 

□NO

7

8
□YES 

□NO

Clean all Evaporator and Condenser Coils and Base 

Pans

Use a biodegradable cleaning agent and degreaser.  **Do not use caustic coil cleaning agents or 

damage to aluminum fins or coil end plates may occur.** Use a soft brush and compressed air or 

vacuum.  A pressure washer may be used but take care not to bend the aluminum fins, use a 

sweeping motion in the same direction in alignment with the fins. This may require temporarily 

removing the unit.

Clean all Fans and Motors and Ensure Proper 

Operation 
Check fan motor bearings; repair or replace the motor as necessary. Check the fan shaft bearings 

for wear. Replace the bearings as necessary.  Clean dirt from leading edge of fan blades.

Problem 

Found?PROCEDURE DETAILS/EXPLANATION Details:

Check all Thermostats for Proper Schedule/Settings
Ensure programmable thermostat is setup for correct occupancy schedule and temperature in-line 

with the energy policy standards.

*Confirm Proper Refrigerant Levels and 

Performance

With the unit running, check and record the: ambient temperature; compressor suction and 

discharge pressures (each circuit); superheat (each circuit);  Record data in an “operator’s 

maintenance log”. If the operating pressures indicate a refrigerant shortage, measure the system 

superheat. For guidelines, refer to the “Compressor Start-Up” section in operating manual.  

*Important: Do not release refrigerant to the atmosphere! If adding or removing refrigerant is 

required, the service technician must comply with all federal, state and local laws.*  

Clean or replace ALL filters
If filters are permanent aluminum-mesh type filters, Clean by washing with hot low-pressure water 

and soft detergent and replace all screens before restarting the unit. Observe the flow direction 

arrows on the side of each filter frame.

Inspect, Clean and Verify Air-Tight Seal for all PTAC 

Wall Sleeves 
Clean with an antibacterial and antifungal cleaner.  Rinse  the PTAC and Sleeve thoroughly and 

ensure the drain outlets are operating correctly. 

Inspect all Ductwork, Diffusors and Air Dampers for 

Proper Connection, Insulation and Operation 

Verify all ductwork is fully insulated and in good condition. Ensure all ductwork is sealed tightly at 

all connection points and there are no holes/penetrations in ductwork.  Ensure the supply air 

diffusors and return vents are clean of dust and debris.  Remove the covers and ensure the ductwork 

is sealed against the dry wall. Inspect all air damper hinges and pins to ensure that all moving parts 

are securely mounted. Keep the blades clean as necessary. Verify that all damper linkages move 

freely; lubricate with white grease, if necessary.

Inspect/Clean all Air Intake and Exhaust 

Grilles/Vents 

Fresh air grilles and louvers (on the unit and in the room

where the unit is installed) − Must be open and unobstructed. Unit must receive an unobstructed 

flow of ventilating air. DO NOT block or obstruct air openings to the area in which the unit is 

installed. Exhaust vents and grilles should be removed and cleaned with a soft detergent.
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Problem 

Found?PROCEDURE DETAILS/EXPLANATION Details:

Space Heating and Ventilation - TO BE COMPLETED SEMI-ANNUALLY

1
□YES 

□NO

2
□YES 

□NO

3
□YES 

□NO

4
□YES 

□NO

5
□YES 

□NO

6
□YES 

□NO

7
□YES 

□NO

8
□YES 

□NO

9
□YES 

□NO

10
□YES 

□NO

11
□YES 

□NO

12
□YES 

□NO

Clean/Adjust Gas-Fired RTUs/AHUs Burners 

Conduct Combustion Analysis Test and Tuning for 

Gas-Fired RTUs/AHUs

Inspect Ductwork, Diffusors and Air Dampers for 

Proper Connection, Insulation and Operation 

Inspect/Clean RTUs/AHUs Exhaust Flue Pipes

*Clean and Adjust Boiler Burner Components
Inspect burner components; diffuser, nozzle, IR/UV scanner, electrode, etc.  Clean if dirty.  Replace 

if broken.  

Clean the Boiler Exhaust Flue(s) Thoroughly inspect the exhaust flue for any signs of blockage, corrosion or leakage.

Confirm Correct Air Pressure in Boiler Expansion 

Tank

Confirm Proper Boiler Flame Color and Shape 

Clean Gas-Fired RTUs/AHUs Blowers and Heat 

Exchangers

The expansion tank should have approximately 10psi for every 20 feet of building height (to the 

highest radiator).  Confirm the correct air pressure by observing the gauge on the tank or using a 

portable gauge.  Record the pressure in the comment box.

Observe the flame during combustion, ensure it has the correct color and shape and is not making 

contact with the refractory walls of the boiler.

 Inspect the flue collector box and upper areas of the heat exchanger. Remove the combustion 

blower wheel and motor assembly. Remove the flue cover to inspect the heat exchanger. Clean all 

surfaces as required using a wire brush.

*Check for Proper Gas Supply Pressure to all Gas-

Fired Heating Equipment 
Gas line pressure entering the unit’s main gas valve must be within specified ranges. Adjust unit 

gas regulator valve as required.

Drain Boiler(s) and Remove Sediment and Lime-

Scale Build-up

Drain the boiler and inspect the waterside through access ports.  Use a droplight to inspect for scale 

build-up.  Use a pressure washer to remove scale.  Thoroughly flush out through the blow-downs or 

bottom ports.

*Perform Annual Boiler Combustion Efficiency Test 

and Boiler Tuning 

Use a combustion analyzer to ensure that the burner is adjusted properly.  Attach the printout to 

this form or write the results in the comment box to the right.  This must be done any time a 

change is made which affects the fuel or air ratio entering the burner.

1. Inspect burners; if dirty, remove burners from rack. (Mark each burner to identify its position 

before removing from rack.)

2. Use a soft brush to clean burners and cross-over port as required.

3. Adjust spark gap.

It is critical that the gas supplied to the unit be completely burned to avoid the production of 

carbon monoxide gas. Complete combustion of the gas requires, but is not limited to, correct gas 

pressure and gas flow rate, adequate combustion, air, and proper

venting.

Verify all ductwork is fully insulated and in good condition. Ensure all ductwork is sealed tightly at 

all connection points and there are no holes/penetrations in ductwork.  Ensure the supply air 

diffusors and return vents are clean of dust and debris.  Remove the covers and ensure the ductwork 

is sealed against the dry wall. Inspect all air damper hinges and pins to ensure that all moving parts 

are securely mounted. Keep the blades clean as necessary. Verify that all damper linkages move 

freely; lubricate with white grease, if necessary.

Inspect the flue for blockages, corrosion, leaks and soot, remove soot with a wire brush and vacuum.
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Space Heating and Ventilation

13
□YES 

□NO

14
□YES 

□NO

15
□YES 

□NO

Check Radiators/Baseboard Heaters for Leaks, 

Damage and Working Valves/Vents

Clean Hot Water Coils on Radiators/Heaters 

Fresh air grilles and louvers (on the unit and in the room where the furnace is installed) − Must be 

open and unobstructed to provide combustion air.  DO NOT obstruct air flow to unit. Unit must 

receive an unobstructed flow of combustion and ventilating air. DO NOT block or obstruct air 

openings on the furnace or air openings to the area in which the furnace is installed. Exhaust vents 

and grilles should be removed and cleaned with a soft detergent.

Test valve operations at all units to ensure proper function. Look for evidence of damage or leaks. 

Consider installing thermostatic radiator valves (TRVs)

Use a biodegradable cleaning agent and degreaser.  **Do not use caustic coil cleaning agents or 

damage to aluminum fins or coil end plates may occur.** Use a soft brush and compressed air or 

vacuum.  A pressure washer may be used but take care not to bend the aluminum fins, use a 

sweeping motion in the same direction in alignment with the fins. This may require temporarily 

removing the unit.

Inspect/Clean all Air Intake and Exhaust 

Grilles/Vents 
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Domestic Hot Water 

1
□YES 

□NO

2
□YES 

□NO

3
□YES 

□NO

4
□YES 

□NO

5
□YES 

□NO

6
□YES 

□NO

7
□YES 

□NO

8
□YES 

□NO

Test Boiler(s) Low-Water-Cutoff(s)

*Clean and Adjust Burner Components (Gas Only)

Inspect and Clean Exhaust Flue (Gas Only)

Confirm Proper Flame Color and Shape 

Ensure that the low water cutoff device(s) function(s) properly. Test in accordance with the 

manufacturer’s instructions included with the device(s).

Test Hot Water Temperature at Faucets

Using a wire brush and vacuum, clean out the surfaces of the burner, including the main burner 

assembly (or blower-wheel in forced burners).

Inspect the flue for blockages, corrosion, leaks and soot, remove soot with a wire brush and vacuum.

Observe the flame during combustion, ensure it has the correct color and shape and is not making 

contact with the refractory walls of the unit

The expansion tank should have approximately 10psi for every 20 feet of building height (to the 

highest radiator).  Confirm the correct air pressure by observing the gauge on the tank or using a 

portable gauge.  Record the pressure in the comment box.

Confirm Proper Flame Color and Shape 
Observe the flame during combustion, ensure it has the correct color and shape and is not making 

contact with the refractory walls of the unit

Drain Boiler(s)/Tank(s) and Remove Sediment and 

Lime-Scale Build-up

Drain the boiler/tank by closing the cold water supply valve and opening the bottom blow-down 

valve and inspect the waterside through access ports.  Use a droplight to inspect for scale build-up.  

Use a pressure washer to remove scale.  Thoroughly flush out through the blow-downs or bottom 

ports.

Inspect and Clean Anode Rod(s)
Close the cold water supply line valve, open a near-by faucet and drain some of the hot water from 

the tank to relieve some pressure.  Remove the anode rod to inspect if it is still working, clean the 

rod with a soft cloth and reinstall.
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Problem 

Found?PROCEDURE DETAILS/EXPLANATION Details:

Water

1
□YES 

□NO

Interior 

1
□YES 

□NO

Exterior 

1
□YES 

□NO

2
□YES 

□NO
Drain the Irrigation System (Seasonally) Drain the irrigation system of water to prevent frozen pipes during winter. 

Inspect Building Façade, Roof and Drainage System 

for Damages/Blockages

Confirm all Appliances are ENERGY STAR Rated

Clothes washers, clothes dryers, refrigerators/freezers, and dishwashers should all carry the ENERGY 

STAR logo. ENERGY STAR qualified appliances can be verified by clicking on "View Available 

Products" and entering the machines model number at the ENERGY STAR product finder website: 

http://www.energystar.gov/productfinder/

Especially during the fall for leaves and during the winter where snow and ice can block drains.

Confirm Efficient Showerheads, Faucet Aerators, 

and Toilets are Installed 

1. Faucet aerators no greater than 1.5 GPM

2. Toilets no greater than 1.6 GPF

3. Showerheads no greater than 1.5 GPM


