Facility & Equipment Daily Document
Checklist =

s Forms and Templates

FM-SS-08.09

Department: Effective Date: Revision No
Materials Management November 20, 2022 0

FACILITY & EQUIPMENT DAILY e, —msue

2 LOGISTICS €2 F2GLoBAL LOGISTICS
oo i CHECKLIST

s Now L

o
Materials Management

nstructons: Checkist must be made by the Utity Personneldaily unie
the duty. There with 58U
|criteria that needs to be filled-up. If it is functional and in good
condition,check YES, it neds to be repaired, check NO and give | oATE
the detats nthe And put N/ if not applicable | T T T
[ wowoar | Tueoar | weoneoar | Taursoar | FRIDAY [ swurony
[ [ w 1 v No | ves No | ve | N | ve [ wo | v o
OFFICE CHECKLIST
la-etecTmIcaL

1 Bulb are working T
2 Outlets are in ood conditon T
3-Switches are n good conditon T
- Fuse Panel s free from blockage T
- oFrice prewises

1 No loose Door knob

[ [ [ [ I
I I I I I
I I [ I [
[ [ [ [ [

2. Windows are clean
[3-No damage wall Panel

[4-No roof leak

/5 No damage ceilings.

[6-No damage Biomet: Door (if any)
[7. No damage Floor Tiles

[8-No damage (wooden/steel) Cabinet

/5 No damage Office Chairs

0-No o Office Doors
11. Office s free from cob webs.
[c_ResT Room.

L. Available stock water in water closet
2. No clogged Toilet Bow!

[3-No clogged Floor Drain

[4-No damaged Faucet

5.No Urinals

[6.No clogged Lavatory
[7.Bidet are working

5. Rest Rooms are free from odor

5. Water Pump Motor is running (Unit 5 and 8]

o EquiPMENT

1 Printers are functional

[2. Aircondition Units are functional

5. Aircondition Units has no leak pipe

[4. Electric Fans are functional (if any)

5. Exhaust Fans are functional (f any]

6. Telephone Lines are working (if any)

7. Water dispensers are working

[E.SAFETY AND SECURITY.

- Fire Extinguisher are working and available T

2. CCTV Camera Monitor are at place }
[

[3_Rechargeable Emergency Lights are functional
[o_Fire Exitare free from blockage

|a- eLEcTRiCAL
1. Bulb are working I I I [
2. Outlets are in good condition [ [ [ I
I [ I |
[ [ [ [

[3-Switches are in good condition
[4_Fuse Panelis free from blockage
[B-WAREHOUSE PREMISES

1. No loose Door Knob

2. Windows are clean

[3.No damage Wall Panel

[4-No roof leak

/5 No damage ceilings

[6-No damage Biomet: Door (if any)
[7. No damage Floor Tiles

/8- No damage Cabinet

[5.No damage Office Chairs

10.No o Office Doors
11 Warehouse is free from cob webs.
[c_ResT RoOM.

1 Avalable stock water I water doset

2. No clogged Toilet Bow|

5 No lgged Foor rain

4-No damaged Faucet

5o Trinas

6-No dogged Lavatory

7-5dt are working

8- Rest Rooms are free from odor

. cQuipwENT

1 MHES are funcions! (Forkif and Hand Pallet I I I I i I i I T I I

2. lecic Fans are functional [ any] I I I I I I i I i I I I
[ [ [ [ [ [ | [ | [ [
[ [ [ [ [ [ [ [ [ [ [

/3. Exhaust Fans are functional (if any)
[4- Weighing scale is functional (if applicable)
[E_ SAFETY AND SECURITY.

L Fire Extinguisher are Tabi T T T T

2-CCTV Camera Montar are at place i i i i
| [ | [
[ [ [

3. Rechargeable Emergency Lights are functional
[4_Fire Exitare free from blockage

[
I
[
[
EXTERNAL GROUNDS CHECKLIST

1. Parking Area is clean
[2- Drainage are free from blockage

3 Garbage are properly disposed in designated Area

[4_Guard House is clean and free from unneccessary materials
[5- Over-all cleanliness of grounds
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[ Atarefuncionalsnd n good concition

ACCOMPLISHMENTS:

Noted by

‘Authorized MMD Personnel

DDC: This Document is already Approved and Posted on Intranet.
Please refer to printed files for signatures of approvers.

Any printed and saved copy of this document is considered uncontrolled

Page 1 of 2




Facility & Equipment Daily  pocument
- Number:
Checklist
FM-SS-08.09
2 LOGISTICS Forms and Templates
TSR S O Department: Effective Date: Revision No
Materials Management November 20, 2022 0

DDC: This Document is already Approved and Posted on Intranet.

Please refer to printed files for signatures of approvers.

Any printed and saved copy of this document is considered uncontrolled

Page 2 of 2




