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Preventive Maintenance Calendar

Use this template to schedule recurring property maintenance by system, season,
vendor, compliance requirement, and completion evidence.

Template Metadata
Field Details
Category Real Estate & Property
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly / Annual / Event-based]
Status [Draft / In Review [ Approved]

Property and Asset Inventory

Identify property, critical systems, equipment IDs, warranties, service contracts, and responsible

teams.
Item Details Owner Status
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
Notes
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[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Annual Maintenance Schedule

Lay out recurring tasks by month, season, frequency, system, and target completion window.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

System-Specific Tasks

Detail HVAC, plumbing, electrical, elevators, fire life safety, roof, exterior, security, and grounds

tasks.
Item Details Owner Status
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Vendor and Staff Assignments

Assign internal staff, vendors, service levels, access requirements, and emergency contacts.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

Preventive Maintenance Calendar

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Compliance and Documentation

List required inspections, certificates, permits, logs, photos, and record retention needs.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Completion Tracking

Define work order creation, proof of completion, exception handling, manager review, and overdue

escalation.

Item

[Item or
requirement]

Details

[Describe the relevant detail, evidence, or

decision]
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Owner Status

[Owner] [Open/
Complete]
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Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Budget and Planning Notes

Capture expected costs, parts needs, capital flags, and tenant coordination requirements.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Review and Signoff

Document review conclusions, approvals, unresolved items, and next review date.

Role Name Date Notes

Preparer [Name] [Date] [Notes]
Reviewer [Name] [Date] [Notes]
Approver [Name] [Date] [Notes]
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