
CHECKLIST
HVAC 
Preventive 
Maintenance 



Task Monthly Quarterly Biannually Yearly

Clean the dust filter

Disinfect and de-encrust deposits and the tray

Clean the inside and outside of the units

Replace the air filters

Clean the water filters

Clean the turbines

Drain the water coils

Align the pulleys

Check for oil leaks
(investigate and in case of leak, correct the cause)

Check for abnormal noises or vibrations 
(e.g.: through acoustic or vibration analysis)

Test if alarms are operational

Check electrical consumption

Check the condition of the drive belts

Check the differential pressure switches

Check the tightness of the valves

Check the control and command system
(includes thermostats, manometers, flow switches, sensors, etc.)

Air Handling Unit (AHU) /
Fresh Air Handling Unit (FAHU)



Sanitise and unclog the tray, siphons and check 
the entire drainage system

Lubricate all mechanical components and 
bearings

Check the tension of the fan belts

Check the condition of the heating and cooling 
batteries  
(and clean with water jet, if necessary)

Check the electrical circuits and tighten the 
terminals

Compare the air flow with the normalised 
nominal values

Eliminate impurities that block the fresh air inlet 
or the air outlet

Measure the air temperature 
(inflation and return)

Check the free cooling

Check the air dampers and engines

Clean the air dampers

Inspect and clean the fan

Inspect the frost protection

Check for corrosion and rust
(and repair, if necessary)

Clean the technical exchange plates and 
actuators

Replace seals, air filters and fan belts as needed



Fan Coil Unit (FCU)

Task Monthly Quarterly Biannually Yearly

Clean the air and water filters

Check for abnormal noises or vibrations 
(e.g.: through acoustic or vibration analysis)

Check the tightness of the valves

Clean the tray

Clean the siphons

Check the drainage system

Assess whether it is necessary to replace the 
water and air filters

Drain the water coils 

Lubricate the bearings

Clean the coils and the droplet separator

Check all electrical connections

Check the control equipment

Inspect and clean the fan

Check fan operation and consumption

Check equipment wear 
(and repair, if necessary)



Extraction and Insufflation Fans

Task Monthly Quarterly Biannually Yearly

Lubricate the shaft and bearings 

Align the pulleys

Check the direction of rotation

Check electrical consumption

Check and clean the electrical contacts

Check the bearings wear
(e.g.: through acoustic or vibration analysis)

Check the anti-vibration joint 
(and repair, if necessary)

Check the wear of the V-belts
(and repair, if necessary)

Check and clean the rotors 
(and repair, if necessary)

Check the smoke vent fans 
(and repair, if necessary)

Check the engine cooling
(and repair, if necessary)

Check and regulate the protection thermals 
(and repair, if necessary)

Check the wear or breakage of the supports 
(and repair, if necessary)

Clean the filters and, if necessary, replace them

Perform a visual inspection



Task Monthly Quarterly Biannually Yearly

Check the alarm systems

Wash the air and activated carbon filters

Cleaning the condensate and grease collection 
system

Replace the filters

Perform a general inspection of the structure

Clean the tray

Check for corrosion and rust

Check and retighten electrical connections

Check the insulation of the pipes 
(and repair, if necessary)

Check for leakages
(and repair, if necessary)

Exhaust Hoods

Grilles and Diffusers

Task Monthly Quarterly Biannually Yearly

Perform a general maintenance

Perform a general cleaning

Check the ducts
(and repair, if necessary)



Task Monthly Quarterly Biannually Yearly

Clean the filters

Lubricate the mechanical components

Check the differential pressure switches

General cleaning

Check the ducts
(and repair, if necessary)

Check the transmission belts 
(and repair, if necessary)

Check and retighten electrical connections

Check the supports and structure 
(and repair, if necessary)

Check for corrosion and rust
(and repair, if necessary)

Replace the air filters
(if necessary)

Air Curtains

Cooling Towers, Evaporative 
Condensers and Humidifiers

Task Daily Monthly Quarterly Biannually Yearly

Analyse levels of chlorine, biocide, scale 
and corrosion inhibitors 
(all the applicable)

Drain the water

Analyse the physicochemical quality of 
water

Inspect and clean the trays



Analyse the level of aerobic bacteria 
in the tray

Monitor the water contamination in the 
tank

Perform a general inspection of the 
equipment

Check the condenser and filler

Disassemble, clean and disinfect the 
system

Inspect the droplet separator

EXTRA: maintenance actions 
to prevent the spread of COVID-19

Task Daily Monthly Quarterly Biannually Yearly

Ventilation

Maintain mechanical ventilation 24/7, 
at a lower setting when people are 
absent

Use ventilation to maintain negative 
pressure in sanitary facilities

Heat recuperators

Keep rotary heat exchangers turned 
off

Check for leaks 
(and repair, if necessary)

Adjust pressure and bypass

Air Mixing Plenum

Close the air dampers

Turn off fan coil units 
(if not possible, they should be cleaned daily)

Replace filters 
(check manufacturer’s recommendation)



HVAC maintenance management 
doesn’t have to be hard. 

Find out how our Intelligent 
Maintenance Management Platform 

(IMMP) can help you.

Schedule a demo

https://infraspeak.com/demo/
https://infraspeak.com/pt-pt/demo/
https://infraspeak.com/demo/

