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1. Contact Details 

Responsible Person: 

Contact Phone Number: 

Water Company: 

Call Out Number: 

Fire Alarm Contractor: 

Call Out Number: 

Maintenance Contractor: 

Call Out Number: 

Lift Contractor: 

Call Out Number: 

Security Provider: 

Call Out Number: 

 

Any Other Details: 
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2. Fire Alarm Tests - Weekly 

Date Time Zone Device Action Required Date 
Completed 

Engineer Name 
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3. Fire Alarm Record Of False Alarms 

Date Time Zone Device That Triggered The Alarm Cause (If Known) 

     

 

Maintenance Visit 
Required 

Findings Further Actions Action Completed Maintenance Visit 
Required 

     

 

Date Time Zone Device That Triggered The Alarm Cause (If Known) 

     

 

Maintenance Visit 
Required 

Findings Further Actions Action Completed Maintenance Visit 
Required 
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4. Fire Alarm Tests – Not Weekly Maintenance 

Date Time Zone Device Action Required Date 
Completed 

Engineer Name 
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5. Emergency Lighting Tests - Weekly 

Date Result OK 
Yes / No 

Defects Observed Action 
Required 

Actions Taken To 
Rectify 

Date 
Completed 

Engineer Name 
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6. Weekly Outlet Flush 
 

Date Source / 
Location 

Outlet 
Flushed 

Satisfactory Problems Further 
Actions 

Engineer 
name 

Notes 
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7. Water Temperature Monitoring Log 
 

Outlet Location 
 

Date Time Hot / Cold Water Temperature Notes 
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8. L8 (Legionnaires Disease) Water Checks 
 

Outlet Location 
 

Date Time Satisfactory Problems Notes 
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9.  Water Treatment 
 

Outlet Location 
 

Date and Time Treatment Given Satisfactory Problems Notes 
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10. Plant Room Check 
 

Date Engineer Plant Room 
Checked 

Satisfactory Problems Further 
Actions 

Notes 
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11. Call Out Reports - Reactive 
 

Date and Time Reported By Fault Found Fault Reported Action Taken 
 

Notes 
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12. Lift Maintenance and Inspections 
 
Date Defects Noted Action Required Report Sent to 

Lift Contractor 
Comments Resolved 
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13. Lift Repair Call Outs 
 
Date Purpose of Visit 

 
Engineer Comments Action Required Advised Client 
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14. Air Conditioning Maintenance 
 

Date Engineer Unit Checked Satisfactory Problems Further 
Actions 

Notes 
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15. General Maintenance Tasks 
 

Date Reported By Detail Of Task Resolved By 
Date 

Engineer Name Notes 
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16. Fault Reports – Any Other Findings 
 

Date and Time Reported By Fault Found Fault Reported Action Taken 
 

Notes 
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