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Preventive Maintenance Checklist - Office Equipment
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   Instruction:

Report to MD immediately if detect there is any equipment and 

system malfunction.
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Photostate Machine

n
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Laptop (ISO Manager)

Telephone, Fire System & Air-Conditioning System

Telephone Line - ensure all the telephone lines in good 

condition.

Air Conditioning - ensure all the air conditioning system in 

good condition.

Fire System - ensure all the fire extinguisher up to date.

Monthly

Laptop (Managing Director)

 


