
Property Manager Daily Operations Checklist
Daily Operations

DATE

____ / ____ / ________

PROPERTY / BUILDING PROPERTY MANAGER

BUILDING WALKTHROUGH

OK NOT OK

Corridors and stairwells clean

Exterior grounds / car park tidy

OK NOT OK

Signage and wayfinding correct

No visible damage or graffiti

MAINTENANCE & REPAIRS

OK NOT OK N/A

Urgent repairs prioritised

Contractor access arranged

OK NOT OK

HVAC system running normally

Plumbing — no reported leaks

Lighting — common area working

TENANT RELATIONS

DONE NONE N/A

New tenant enquiries responded to

Tenant complaints / requests actioned

SAFETY & COMPLIANCE

OK NOT OK

Fire exits clear and accessible

Fire extinguishers visible

Emergency lighting working

OK NOT OK

Security system functioning

Cleaning contractor performed

Waste collection on schedule

SIGN-OFF

Issues / follow-up items

Oct 13, 2026
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Entrance / lobby clean and presentable  OK  Not OK

Lifts / elevators operating  OK  Not OK  N/A

Outstanding work orders reviewed  OK  Not OK

Lease renewals / expiries tracked  OK  Action needed

Rent arrears followed up  OK  Action needed  N/A



Property manager signature

Notes

Oct 13, 2026
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