Annual Preventive Maintenance Plan Update Memo  - Sample
TO: 		School Board Name 
FROM:	PM Plan Update Coordinator 
DATE:		January 1, 2016
SUBJECT:	PM Plan annual updates
[bookmark: _GoBack]The ____________ School Districts Preventive maintenance plan is due for the required annual update. The PM Plan is a living document that should be updated regularly as target goals are met, inventories of equipment changes or staff changes occur. The PM Plan identifies how the district will operate its maintenance & operations program and is aimed at preventing premature equipment failures thereby providing reliable equipment service and safe and reliable environments.

The following sections of the Preventive Maintenance plan have been reviewed and updates or revisions have been made. We are respectfully requesting board review and approval prior to submitting to the PSFA for PSCOC approval.

	PM Plan Section
	Changes / Updates Made (sample)

	1.0 - District Preventive Maintenance Purpose/Objectives/Scope & Mission Statement 
	No changes made

	2.0 - Maintenance Goals
	Updated to reflect new Performance metric goals 

	3.0 - Maintenance Organization Structure and Staffing Responsibilities
	No changed made. 

	4.0 – Maintenance Priorities and Procedures
	No changes made

	5.0 - Inspection and Maintenance Schedules
	Changes made to reflect annual equipment update

	6.0 - Scheduled Preventive Maintenance Tasks
	Changes made to reflect annual equipment update 

	7.0 - Custodial Duties and Responsibilities
	Changes made to reflect updates to the document

	8.0 - District Facilities and Equipment
	Updated to reflect new square footage and equipment

	9.0 - Planned Major Maintenance and Repair Projects
	Please see districts FMP. A sample cross over list of new projects should be provided in this section. 

	10.0 - Maintenance Staff Development Plan 
	Updated to reflect new training courses for maintenance staff:

	11.0 – Maintenance Safety Plan
	Updated to reflect new: 

	12.0 – Service Contractor and Vendor Oversight
	No changes made

	13.0 – Facility Master Plan Assessment
	No changes made

	14.0 – Facility Safety Assessments
	No changes made

	15.0 – Maintaining Equipment Records
	Changes made to reflect new policy. 

	16.0 – Maintenance Reports
	Updated with current FIMS Proficiency and Maintenance Metrics reports and new narrative.

	17.0 – Energy Management Plan
	District to add Updates – see also FMP section 2.7 Energy

	18.0 – NEW 2015 Building Property Assessments / FMAR
	Add in new narrative and most recent district FMARS

	19.0 – Grounds Plan - District Developed. 
	District developed. Contact PSFA for safety template 

	20.0 – Integrated Pest Management Program
	Added new IPM template and policy

	21.0 – Maintaining Synthetic Turf
	Optional Program

	22.0 – Snow Removal Template 
	Template available through NMPSFA 


Note: Changes to the plans policy should be communicated to the district leadership annually unless changes are due to a local, state or federal regulatory guideline(s) requiring immediate implementation. It this case, a memorandum explaining the change should be communicated to all leadership and staff affected by the change.
Attachment 1.0
