
Equipment Maintenance Checklist

Safety

Equipment should only be inspected, 
tested and maintained by qualified 
trained personnel. This document is 
meant as a guide to what actions 
should take place; it is not an 
instruction on how to complete the 
activities.

Operation

Continued safe operation of your 
equipment depends on regular 
maintenance and testing of its 
operating and protective controls. 
The tests outlined below are 
designed to determine whether or 
not the equipment and controls are 
in good operating condition. The 
applicable log sheet should be used 
to guide you and document results.

Repairs

Should any test indicate that the 
device being tested or observed is 
not in good operating condition, it 
should be repaired immediately. 
Record and maintain records of 
repairs or changes so that a complete 
record will be available for reviewnat 
any time.

Hartford Steam Boiler  
One State Street 
P.O. Box 5024 
Hartford, CT 06102-5024 
Tel: (800) 472-1866 
www.hsb.com

July 2014

Records

Equipment procedures and 
maintenance guidelines should be 
kept in a central location for quick 
reference when needed. If missing, 
research manufacturers’ websites for 
the service, operating and parts 
manuals for the installed equipment 
models.

Instructions

Read and follow all manufacturers’ 
guidelines and instructions for 
periodic service, maintenance and 
inspection of equipment and 
systems.

Prepare!

You should have an emergency 
shutdown procedure for critical 
equipment. Educate key employees 
how to implement these procedures.

Don’t wait for equipment failure!
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 w
or

n.
 

Eq
ui

pm
en

t s
ho

ul
d 

be
 m

an
ua

lly
 e

xe
rc

is
ed

 to
 e

st
ab

lis
he

d 
th

at
 m

ov
in

g 
pa

rt
s 

do
 n

ot
 b

in
d 

an
d 

ar
e 

fr
ee

 to
 o

pe
ra

te
. 

Pr
ot

ec
tio

n 
– 

C
om

pu
te

rs
, a

ss
oc

ia
te

d 
co

m
po

ne
nt

s 
of

 th
e 

co
m

pu
te

r 
sy

st
em

, a
nd

 o
th

er
 e

le
ct

ro
ni

c 
eq

ui
pm

en
t s

ho
ul

d 
be

 p
ro

te
ct

ed
 b

y 
a 

U
L-

lis
te

d 
su

rg
e 

su
pp

re
ss

io
n 

de
vi

ce
. V

er
ify

 th
at

 v
ita

l p
ro

gr
am

s 
an

d 
re

co
rd

s 
ar

e 
st

or
ed

 re
m

ot
el

y 
an

d/
or

 in
 a

n 
ap

pr
ov

ed
 s

af
e 

lo
ca

te
d 

in
 a

  
lo

w
-h

az
ar

d 
ar

ea
, a

nd
 p

ro
te

ct
ed

 b
y 

sm
ok

e 
de

te
ct

io
n 

an
d 

au
to

m
at

ic
 

sp
rin

kl
er

s.
 

H
ea

t –
 A

ll 
ve

nt
 a

nd
 a

ir 
ci

rc
ul

at
io

n 
op

en
in

gs
 m

us
t b

e 
fr

ee
 fr

om
 

ob
st

ru
ct

io
n.

 F
ilt

er
s 

sh
ou

ld
 b

e 
ke

pt
 c

le
an

 a
nd

 s
ou

nd
, a

nd
 th

e 
fa

ns
 

op
er

ab
le

. 
Sm

ok
e 

– 
En

su
re

 th
at

 a
pp

ro
ve

d 
de

te
ct

or
s 

ar
e 

in
st

al
le

d 
an

d 
m

ai
nt

ai
ne

d.
 

Ve
rif

y 
th

at
 th

e 
ac

tu
at

io
n 

of
 a

ny
 d

et
ec

to
r r

es
ul

ts
 in

 th
e 

so
un

di
ng

 o
f 

al
ar

m
s 

an
d 

th
e 

sh
ut

 d
ow

n 
of

 a
ir 

co
nd

iti
on

in
g 

eq
ui

pm
en

t. 
D

ry
 –

 P
re

ca
ut

io
n 

sh
ou

ld
 b

e 
ta

ke
n 

to
 p

re
ve

nt
 s

te
am

, c
he

m
ic

al
s,

 
m

oi
st

ur
e,

 o
r c

on
de

ns
at

io
n 

fr
om

 e
nt

er
in

g 
C

om
pu

te
rs

 o
r a

ss
oc

ia
te

d 
eq

ui
pm

en
t. 

Eq
ui

pm
en

t/
Sy

st
em

 
D

ai
ly

 

                           

W
ee

kl
y 

                           

M
on

th
ly

 

                           

Q
ua

rt
er

ly
 

                           

A
nn

ua
lly

 

                           

Electrical / electronic

El
ec

tr
ic

al
 

di
st

ri
bu

tio
n 

sy
st

em
 

 C
au

tio
n 

- A
lw

ay
s 

de
en

er
gi

ze
 e

le
ct

ric
al

 
eq

ui
pm

en
t b

ef
or

e 
te

st
in

g,
 c

le
an

in
g 

or
 

pe
rf

or
m

in
g 

m
ai

nt
en

an
ce

. 
   El

ec
tr

on
ic

 &
 

co
m

pu
te

r e
qu

ip
m

en
t 

 C
au

tio
n 

– 
A

lw
ay

s 
de

en
er

gi
ze

 e
le

ct
ric

al
 

eq
ui

pm
en

t b
ef

or
e 

te
st

in
g,

 
cl

ea
ni

ng
 o

r p
er

fo
rm

in
g 

m
ai

nt
en

an
ce

. 
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Re
fe

re
nc

e 
do

cu
m

en
ts

 v
ia

 w
w

w
.H

SB
.c

om
 

Re
fe

re
nc

e 
do

cu
m

en
ts

 fo
r a

ll 
of

 th
e 

ab
ov

e 
ch

ec
kl

is
t 

ite
m

s 
ar

e 
av

ai
la

bl
e 

th
ro

ug
h 

H
S

B
.c

om
. 

N
at

io
na

l t
ol

l-f
re

e 
in

sp
ec

tio
n 

ho
tli

ne
 

In
sp

ec
tio

n 
qu

es
tio

ns
, r

eq
ue

st
s 

fo
r r

ef
er

en
ce

 
do

cu
m

en
ts

 o
r s

ta
tu

s 
of

 s
ch

ed
ul

ed
 

in
sp

ec
tio

ns
 c

an
 b

e 
m

ad
e 

di
re

ct
ly

 to
 H

S
B

’s 
na

tio
na

l I
ns

pe
ct

io
n 

H
ot

lin
e.

Te
le

ph
on

e:
 8

00
-3

33
-4

67
7

Fa
x:

 8
00

-2
92

-4
08

3
E-

m
ai

l:
N

S
C

IN
S

P_
ho

tli
ne

@
hs

b.
co

m

Re
fe

re
nc

e 
do

cu
m

en
t #

42
0 

44
3 

    42
5 

        42
3 

  43
8 

   

W
ha

t t
o 

lo
ok

 fo
r/

W
ha

t t
o 

do
 

Fa
ns

 &
 b

lo
w

er
s 

– 
C

he
ck

 fo
r b

ro
ke

n,
 c

ra
ck

ed
, b

en
t o

r l
oo

se
 b

la
de

s 
or

 
hu

bs
; c

he
ck

 s
ha

ft
 a

nd
 b

ea
rin

gs
; c

he
ck

 b
el

t t
en

si
on

 a
nd

 c
on

di
tio

n.
 

Ve
nt

s 
&

 lo
uv

er
s 

– 
In

sp
ec

t f
or

 d
am

ag
e 

an
d 

op
er

at
io

n.
 P

ar
ts

 s
ho

ul
d 

be
 

fr
ee

 o
f o

bs
tr

uc
tio

ns
 o

r b
lo

ck
ag

e 
th

at
 w

ou
ld

 p
re

ve
nt

 p
ro

pe
r i

nt
ak

e 
fo

r 
co

m
bu

st
io

n 
ai

r.
 V

en
ts

 m
us

t n
ot

 b
e 

bl
oc

ke
d 

op
en

; t
hi

s 
m

ay
 c

au
se

 
ex

ce
ss

iv
e 

co
ld

 a
ir 

in
du

ct
io

n 
an

d 
po

ss
ib

le
 fr

ee
zi

ng
 o

f v
ita

l s
ys

te
m

s.
 

M
ot

or
s 

– 
Ta

ke
 in

su
la

tio
n 

re
si

st
an

ce
 re

ad
in

gs
 o

f m
ot

or
 w

in
di

ng
s.

 If
 le

ss
 

th
an

 o
ne

 m
eg

oh
m

 D
O

 N
O

T 
st

ar
t m

ot
or

. C
he

ck
 fo

r t
he

 c
au

se
 o

f l
ow

 
re

si
st

an
ce

. C
he

ck
 a

ir 
ve

nt
ila

tio
n 

op
en

in
g 

on
 o

pe
n-

ty
pe

 m
ot

or
s 

fo
r 

ob
st

ru
ct

io
n.

 C
he

ck
 b

ea
rin

gs
 o

n 
op

en
-t

yp
e 

m
ot

or
s 

fo
r a

de
qu

at
e 

an
d 

pr
op

er
 lu

br
ic

at
io

n.
 

M
ot

or
 c

on
tr

ol
s 

– 
In

sp
ec

t s
ta

rt
er

 c
on

ta
ct

s 
fo

r d
et

er
io

ra
tio

n,
 p

itt
in

g,
 

co
rr

os
io

n,
 e

tc
.; 

ch
ec

k 
te

rm
in

al
 c

on
ne

ct
io

ns
 fo

r t
ig

ht
ne

ss
; e

xa
m

in
e 

ov
er

lo
ad

 p
ro

te
ct

io
n 

fo
r a

de
qu

at
e 

si
ze

 a
nd

 d
ef

ec
ts

; c
he

ck
 m

ec
ha

ni
ca

l 
lin

ka
ge

 fo
r b

in
di

ng
 a

nd
 lo

os
en

es
s.

 

Re
lie

f v
al

ve
 –

 P
ul

l t
ry

-le
ve

r t
o 

fu
ll 

op
en

 p
os

iti
on

 w
ith

 p
re

ss
ur

e 
on

 th
e 

eq
ui

pm
en

t. 
Re

le
as

e 
tr

y-
le

ve
r t

o 
al

lo
w

 th
e 

va
lv

e 
to

 s
na

p 
cl

os
ed

. C
au

tio
n 

– 
A

ll 
di

sc
ha

rg
es

 m
us

t b
e 

pi
pe

d 
to

 a
 s

af
e 

pl
ac

e.
 

S
ee

 “C
om

m
er

ci
al

 C
oo

ki
ng

 E
qu

ip
m

en
t C

le
an

in
g 

&
 M

ai
nt

en
an

ce
 

pr
oc

ed
ur

es
” w

al
lc

ha
rt

.	
 

  

Eq
ui

pm
en

t/
Sy

st
em

 
D

ai
ly

 

                      

W
ee

kl
y 

                      

M
on

th
ly

 

                      

Q
ua

rt
er

ly
 

                      

A
nn

ua
lly

 

                      

Mechanical

Fa
ns

, b
lo

w
er

s 
&

 a
ir 

in
du

ct
io

n 
lo

uv
er

s 
    D

ee
pw

el
l p

um
ps

 
        H

ot
 w

at
er

 h
ea

te
rs

 
  Fo

od
 p

re
pa

ra
tio

n 
eq

ui
pm

en
t, 

pr
es

su
ri

ze
d 

 
co

ok
er

s,
 s

te
am

 k
et

tle
s 

&
  

ap
pl

ia
nc

es
 

Misc
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Ke
ep

 A
 R

ec
or

d 
of

 Y
ou

r S
er

vi
ce

 C
on

tr
ac

to
rs

 fo
r Q

ui
ck

 R
ef

er
en

ce

Se
rv

ic
e 

C
on

tr
ac

to
r		


H

ea
tin

g 
    C

oo
lin

g 
A

nd
 R

ef
rig

er
at

io
n 

    El
ec

tr
ic

al
 

    Pl
um

bi
ng

 
    U

til
ity

 
    O

th
er

 
    

C
om

pa
ny

                              

N
am

e
                              

Te
le

ph
on

e
                              

Fa
x

                              


