
Maintenance Process
CREATE MAINTENANCE RECORDS

• Obtain all relevant records
• As-built drawings    • Certifi cation   • Records

ESTABLISH MAINTENANCE POLICY
 • Owner objectives
 • Financial considerations
 • Building quality

MAINTENANCE SURVEY
Survey the building occupants about known defects

REVIEW AND ANALYSE SURVEY

MAINTENANCE INSPECTION

MAINTENANCE REPORT

MAINTENANCE BUDGET
including Sinking Fund Assessment

DOCUMENT MAINTENANCE
• Scope of work   • Plans   • Specifi cations

ANALYSE TENDERS

INSPECT THE WORK

SELECT AND CHECK CONTRACTOR 

TENDER THE WORK

RE-INSPECTIONS
• Occupants • Statutory Maintenance
• Manager • Contractors • Timber pests 
• Safety/OHS • Problem solving

FEEDBACK FROM MAINTENANCE PROCESS
• Designers • Managers • Regulators
• Owners • Contractors • Educators
 • Consultants

CREATE ACCESS DIAGRAM    
AND REGISTER

CREATE CONTRACT DIRECTORY
• Consultants   • Contractors

• Emergency contacts

FURTHER INVESTIGATIONS
 • Historical records
 • Opening up
 • Specialist inspection
 • Scientifi c analysis

UPDATE         
PROGRAM

MAINTENANCE         
PROGRAM

• Planned   • Unplanned
• Emergency

Go to
HOW TO 

IDENTIFY AND 
REPORT A 
DEFECT

Go to
THE

BUILDING
PROCESS

OBTAIN
STATUTORY
APPROVALS

YES

NEW BUILDING WORK
Has any work been completed 

in past 3 years?

VERIFY QUALITY
• Obtain progress and fi nal inspections

• Request relevant certifi cation
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Include makeover 
advice for older 
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