
BUILDING NAME___________________ OPERATOR NAME___________________

MONTHLY 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

6
□YES 

□NO

7
□YES 

□NO

8
□YES 

□NO

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.

Check for a Proper Air-Tight Seal around PTAC Wall 

Sleeves
Visually inspect PTAC Units for air and water leaks and ensure there is an air-tight seal installed 

between the unit and the sleeve opening and that it is in good condition. 

Verify all Thermostat Controls are Working and 

Functioning with Proper Settings/Schedules 
Ensure programmable thermostat is setup for correct occupancy schedule and temperature in-line 

with the energy policy standards.

Check the Condition and Tension of all Belts 
Inspect the belt for signs of cracking, fraying or glazing along the inside surfaces. Replace if the belts 

are broken or appear frayed or worn.

Inspect/Clean/Replace ALL filters Inspect the unit’s air filters. If necessary, clean or replace them.

Check all Evaporator and Condenser Coils and Base 

Pans for Cleanliness and Leaks
Remove covers to indoor and outdoor units and ensure coils are clean and in good condition. Clean if 

necessary.

Check Condensate Drain for Blockages Check the unit’s drain pans and condensate piping to ensure that there are no blockages.

Problem 

Found?PROCEDURE DETAILS/EXPLANATION Details:
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Problem 

Found?PROCEDURE DETAILS/EXPLANATION Details:

Space Heating and Ventilation

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

Inspect all Air Intake and Exhaust Grilles/Vents 

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.

Check Radiators/Baseboard Heaters for Leaks, 

Damage and Working Valves/Vents
Test valve operations at all units to ensure proper function. Look for evidence of damage or leaks. 

Consider installing thermostatic radiator valves (TRVs)

Verify Heating Controls are Properly Functioning
Observe all heating equipment through at least one complete cycle.  Make note of the  outside 

temperature and how long the cycle lasts.  Record how long between two heating cycles.

Inspect/Clean/Replace ALL filters Inspect the unit’s air filters. If necessary, clean or replace them.

Inspect all Gas-Fired Equipment Exhaust Flue Pipes Inspect the flue for blockages, corrosion, leaks and soot, remove soot with a wire brush and vacuum.

Inspect Gas-Fired RTUs/AHUs Blowers and Heat 

Exchangers

 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.

Inspect all Gas-Fired Equipment Burners 

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.

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

contact with the walls of the heating equipment

Test Boiler Pressure Relief Valve(s)
The relief valve should vent water when the test lever is lifted. It should not weep or discharge water 

at normal system pressure.

Blowdown the Boiler(s) Air Separator(s) Blow-down the air separator to remove sediment.  Only blow-down long enough to see clear water.

Test Boiler(s) Low-Water-Cutoff(s)
Ensure that the low water cutoff device(s) function(s) properly. Test in accordance with the 

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

Found?PROCEDURE DETAILS/EXPLANATION Details:

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

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

Inspect hot water circulation pumps. Ensure pumps are operational - pumps should be running 

continuously. 
Inspect In-Line Circulating Hot Water Pumps

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

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

Inspect Burner Components (Gas Only)
Inspect for deterioration or blockage due to corrosion or other causes. To access burners, remove 

burner access panel and slide out burner partition. Observe the main burner flames and adjust, if 

necessary.

Test Boiler(s) Low-Water-Cutoff(s)
Ensure that the low water cutoff device(s) function(s) properly. Test in accordance with the 

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

Blowdown the Boiler(s) Air Separator(s) Blow-down the air separator to remove sediment.  Only blow-down long enough to see clear water.

Test Hot Water Temperature at Faucets Hot water should be at a safe temperature at faucets and never greater than 130°F

Test Boiler Pressure Relief Valve(s)
The relief valve should vent water when the test lever is lifted. It should not weep or discharge water 

at normal system pressure.
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Problem 
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Water

1
□YES 

□NO

2
□YES 

□NO

Interior 

1
□YES 

□NO

2
□YES 

□NO

3
□YES 

□NO

4
□YES 

□NO

5
□YES 

□NO

Exterior 

1
□YES 

□NO

2
□YES 

□NO
Check Roof for Open Seams or Standing Water Check for anything that can lead to damage to the roof surface or potential leaks.

Ensure Roof/Attic Access Doors Properly Close and 

are Air-Sealed
Doors should properly latch and close tightly with a gasket installed around the opening and frame to 

ensure air-tightness. Attic access hatches should have insulation attached.

Check Windows, Doors and Pipe Penetrations for 

Air and Water Infiltration and ensure Weather-

Stripping/Seals are Properly Installed 

Seal any small gaps, report large gaps, or windows and doors that don't fully close and lock.

Verify Adequate Insulation is Installed in Attics and 

Crawl Spaces and is in Good Condition (i.e. No Gaps, 

Voids, Compression, etc.)

Inspect any attics or crawl spaces and verify there is adequate insulation installed. Insulation should 

be continuous across the attic floor or crawl space sub-floor. 

Check Refrigerator Door Seals for Tight Closure 
There should be a tight seal between the gasket and fridge/freezer door opening. Replace the gasket 

if necessary to ensure doors fully close.

Check all Plumbing Fixtures for Leaks and Corrosion

Confirm all Installed Lighting is Energy Efficient
Verify all lighting is either LED, T8 linear fluorescent, or CFL. Replace any halogen, incandescent and 

T12 lamps

Check Occupancy Sensors are Installed and 

Functioning Properly in all Common Areas
Occupancy sensors should be installed in all common areas (i.e. offices, laundry rooms, community 

rooms, etc.). Make note of areas in need of sensors or where sensors are not functioning properly. 

Check all Toilet Tanks for Leaks with Dye Pill/Food 

Coloring
Drop dye in the toilet tanks, if it seeps into the bowl, replace the toilet flapper. 

Inspect all fixtures and piping for evidence of leaks. 


