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Property Management HVAC Maintenance Checklist

Maintenance

DATE PROPERTY TECHNICIAN / PM

FILTERS

SEASON (HEATING / COOLING)

Filters inspected [_] Clean [ ] Replace

Correct size and type used

Filter access panel secure

OK NOT OK

OO
OO

THERMOSTAT

OK NOT OK OK NOT OK
Thermostat responding O O Cooling mode working O O
Heating mode working O O Programming correct for season O O
INDOOR UNIT

Blower fan running smoothly

No unusual noise or vibration

Belt tension and conditon [ ] OK [_] Adjust [ | Replace [ ] N/A

Condensate drain clear [ | OK [_] Blocked

Drain pan not overflowing

Electrical connections tight

OUTDOOR UNIT (CONDENSER / HEAT PUMP)

OK NOT OK

OO
OO

OK NOT OK

OO
OO

Coils clean (no debris, leaves) [ ] OK [_] Clean needed

OK NOT OK
Fan running and blade condition O O Unit level on pad
Refrigerant lines insulated O O Clearance around unit (0.5 m min)

No ice build-up (heat pump winter) [_] OK [_] NotOK [ ] N/A

DUCTWORK (ACCESSIBLE SECTIONS)

OK NOT OK

o O
o O

No visible leaks at joints
Insulation intact

Supply and return vents clear
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OK NOT OK
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Dampers operating (if fitted) [ | OK [_] NotOK [ ] N/A

SAFETY

Oct 13, 2026

CO detector working (gas systems)

Gas valve accessible

Electrical disconnect accessible [ ] OK [] Not OK

SERVICE SUMMARY

OK

OO

NOT OK

OO

N/A

OO

Work performed

Parts replaced

Next service due

Technician signature

Notes
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