Maintenance Schedule for Air Distribution Systems
	Description
	Comments
	Maintenance Frequency

	Fill out daily log
	Check all setpoints such as pressure and temperature for proper setting and function.
	Daily

	Overall inspection
	Inspect the unit to ensure it is operating in a “normal” condition for vibration, noise, and odors. Verify gauges and thermometers are reading within range. Inspect for leakage due to access doors not being properly closed.  Verify that any internal lighting is off. Verify all safety guards are in place.
	Daily

	Inspect pulleys and belts
	Inspect belt tension and alignment. Look for rubber shavings under the pulleys.
	Weekly

	Grease fan and motor bearings
	Inspect visible grease for metal shavings, indicating a possible failing bearing. Wipe away all excess grease after greasing. Inspect grease tubing if installed for integrity to make sure grease is getting to the bearings. Check bearings for excessive heat, noise, or vibration.
	Semi-annually

	Fan casing
	Check for cleanliness and proper tightness at all anchorage points. Inspect isolators if installed for free movement. Inspect flexible gasketing between the fan and casing or duct for integrity issues such as misalignment or leakage.
	Semi-annually

	Condensate drains
	Clean drain pan, flush with biocide and eliminate pockets of standing water.
	Semi-annually

	Dampers
	Inspect damper actuator and linkage for proper operation by cycling fully opened to fully closed. Inspect blade gasketing if present for integrity and flexibility. Replace if damaged. 
	Annually

	Filters
	Inspect filter rack for integrity. Inspect local pressure differential gauge, tubing, and pitot tubes for condition.
	Annually

	Coils
	Inspect coil fins for physical damage, and comb out any bent fins. Clean coils if significant dirt is present and hampering coil performance.
	As-required by performance

	Electrical connections
	Tighten any loose terminal connections.
	Annually

	Outdoor grilles
	Inspect and clean grilles at all exterior building penetrations
	Annually

	Sensors
	Clean and calibrate sensors
	Annually
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