OFFICEOPS HUB

Facility Management Checklist

Keep your office running with daily, weekly, and monthly facility checks.

What's inside

Daily walkthrough: cleanliness, lighting, temperature, supplies.
Weekly maintenance: HVAC, plumbing, doors, and equipment.
Monthly inspection: safety, security, and vendor performance.
Cleaning schedule and issue log.

Vendor contact list and service history.

Open issues with priority, owner, and due date.

How to use it

1. Assign a facility owner and a backup.
2. Schedule daily, weekly, and monthly checks.
3. Log issues with priority and owner.

4. Review open items and vendor performance monthly.

Notes

Use this template as a practical starting point. Adapt it to your office, local regulations, and company policy. It is not legal, HR, or
safety advice.

More free templates: officeopshub.com | No signup. No demo. No sales calls.
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