
HOAMCO – Best Practices 

 
  

Controls for Ensuring Maintenance Work is Done 
  

  
The following are some common management controls for ensuring that maintenance work actu-
ally gets done in a timely manner. 
  

1. Maintenance Calendar:  This is a calendar or schedule that identifies what needs to be 
done during the year—and how frequently.  An example of items that may be contained 
in a pool and maintenance calendar is attached. 

2. Maintenance record:  While the calendar tells you when maintenance ought to be done, 
the record tells you when it actually was done.   

A separate maintenance record is useful when you contract work out.  Use the records to 
verify that work was done before you pay any invoices.  Including a budget and contract 
column in the maintenance record adds a financial control for the manager. 

3. Inspection checklist.   
Documents your current maintenance standards 
Helps you to identify potential problems 
  

4. Inspection report:  An inspection report – commonly called a “punch list” – is a compi-
lation of all maintenance needs identified during an inspection.  Use it to: 

o Assign maintenance tasks to your staff or contractors 
o Budget for maintenance needs 
o Identify any preventive maintenance that needs to be done 
o Determine when on-site staff or independent contractors are not properly perform-

ing work on time 
  
 Attached are sample checklists from CAI that may be useful. 
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