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POLICY 

The accomplishment of scheduled inspection and preventive maintenance tasks is critical to the successful operation of the NMPSFA School District.
PROCEDURE

1. A unique and accurate inventory of all equipment is created prior to adding equipment into the maintenance management program.
2. This inventory shall be kept current and reviewed for accuracy on a routine schedule but no less than annually.

Prescribed equipment inventories, maintenance schedules and PM frequencies and inspection tasks have been developed for each of the district schools.
Attachments: Unique list of major facility equipment inclusive in the PM program. HVAC, Life Safety, Structures, Utilities, Plumbing etc. 
Attachments: PM schedule and task lists or reference alternate location for information.  
How to Obtain Equipment Inventory: If the district is utilizing the FIMS programs effectively, this information can be easily obtained as follows: PMD / Equipment / Print to Excel / Open, then filtering the necessary information.  
How to Obtain Equipment Schedules: If the district is utilizing the FIMS programs effectively, this information can be easily obtained as follows: PMD / PM Schedules / Print to Excel / Open, then filtering the necessary information.  

Attachment: 
Guide to Building a PM schedule 

District Map with School Locations 

District Facility Floor Plan
Sample Only. District to develop their own frequency schedule for equipment components for each site.  

CURRENT PREVENTIVE MAINTENANCE SCHEDULE

	EQUIPMENT
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Fire Extinguishers (monthly inspection) 
	X
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Emergency/Exit lights (monthly inspection) 
	X
	x
	x
	x
	x
	x
	x
	x
	x
	x
	X
	x

	Playground Equipment (daily/weekly inspection/ monthly maintenance) 
	
	
	
	
	
	
	
	
	
	
	
	

	 Boiler (Gas) (Frequency: Start-up/Shut down. Monthly/quarterly review
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Kitchen Exhaust Hood, Duct System (Frequency: Semiannual)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fire Doors, General doors (Frequency: Quarterly, Semiannual) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Drains, Driveway, Storm (Frequency: Semiannual) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Emergency/Exit Lights, (Frequency: Monthly) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fences and Gates, Security/Access (Frequency: Semiannual) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fire Control Valves (Frequency: Monthly) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fire Doors – (Frequency: Quarterly)
	
	
	
	
	
	
	
	
	
	
	
	

	Fire Extinguishers – Inspection (Frequency: Monthly)
	
	
	
	
	
	
	
	
	
	
	
	

	Grease Traps (Frequency: Monthly) 
	
	
	
	
	
	
	
	
	
	
	
	

	Hot Air Furnace (Frequency: Annual) 
	
	
	
	
	
	
	
	
	
	
	
	

	Hot Water Heater – Gas (Frequency: Annual) 
	
	
	
	
	
	
	
	
	
	
	
	

	Lighting, Outside, (Frequency: Semiannual)
	
	
	
	
	
	
	
	
	
	
	
	

	Manhole, Electrical (Frequency: Annual)
	
	
	
	
	
	
	
	
	
	
	
	

	Manholes, Sewer (Frequency: Quarterly) 
	
	
	
	
	
	
	
	
	
	
	
	

	Playground Equipment & Structures (Frequency: Monthly)
	
	
	
	
	
	
	
	
	
	
	
	

	Power Distribution Units (PDU) (Frequency: Semiannual) 
	
	
	
	
	
	
	
	
	
	
	
	

	Roofs, Drains, Gutter and Downspouts (Frequency: Semiannual) 
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