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Commercial Property Management Division


Office Building Interior Inspection Report


Building:




Address:








Age of Building:



Maintenance Priority  FORMCHECKBOX 
A   FORMCHECKBOX 
B   FORMCHECKBOX 
C  No. of Stores 


Report Submitted by:







Date:



	Items
	Condition
	Description
	Repairs Needed

	
	Good
	Fair
	Poor
	
	

	Roofs
	
	
	
	
	

	1. Doors/Hatch
	
	
	
	
	

	2. Locks
	
	
	
	
	

	3. Parapet Wall
	
	
	
	
	

	Building Lobby
	
	
	
	
	

	4. Doors
	
	
	
	
	

	5. Locks
	
	
	
	
	

	6. Walls
	
	
	
	
	

	7. Floors
	
	
	
	
	

	8. Lighting
	
	
	
	
	

	9. Directory
	
	
	
	
	

	10. Signs
	
	
	
	
	

	11. Mail Boxes
	
	
	
	
	

	Interior Doors
	
	
	
	
	

	12. Type
	
	
	
	
	

	13. Locks
	
	
	
	
	

	14. Pulls
	
	
	
	
	

	15. Push Plates
	
	
	
	
	

	16. Kick Plates
	
	
	
	
	

	17. Mail Slot
	
	
	
	
	

	Stairways
	
	
	
	
	

	18. Doors
	
	
	
	
	

	19. Locks
	
	
	
	
	

	20. Treads
	
	
	
	
	

	21. Risers
	
	
	
	
	

	22. Gates
	
	
	
	
	

	23. Handrails
	
	
	
	
	

	24. Walls
	
	
	
	
	

	25. Lights
	
	
	
	
	

	26. Fire Safety
	
	
	
	
	

	27. Sprinklers
	
	
	
	
	

	28. Exit Signs / Bulbs
	
	
	
	
	

	29. Signage Floor
	
	
	
	
	

	30. Cleanliness
	
	
	
	
	

	Corridors
	
	
	
	
	

	31. Ceilings
	
	
	
	
	

	32. Walls
	
	
	
	
	

	33. Trim
	
	
	
	
	

	34. Floors
	
	
	
	
	

	35. Hardware
	
	
	
	
	

	36. Doors
	
	
	
	
	

	37. Glass
	
	
	
	
	

	38. Lighting Fixtures
	
	
	
	
	

	39. Convenience Outlets
	
	
	
	
	

	40. Fire Extinguishers
	
	
	
	
	

	41. Elevator Call Buttons
	
	
	
	
	

	42. Elevator Call Lights
	
	
	
	
	

	43. Drinking Fountains
	
	
	
	
	

	44. Required Signs
	
	
	
	
	

	45. Safety Code Violations
	
	
	
	
	

	46. Maintenance
	
	
	
	
	

	Office Interiors
	
	
	
	
	

	47. Ceilings
	
	
	
	
	

	48. Walls
	
	
	
	
	

	49. Floors
	
	
	
	
	

	50. Lighting
	
	
	
	
	

	51. Fixtures
	
	
	
	
	

	52. Switches
	
	
	
	
	

	53. Electrical Outlets
	
	
	
	
	

	54. Air Conditioning
	
	
	
	
	

	55. Doors
	
	
	
	
	

	56. Locks
	
	
	
	
	

	Windows
	
	
	
	
	

	57. Sills
	
	
	
	
	

	58. Stops
	
	
	
	
	

	59. Glazing
	
	
	
	
	

	60. Caulking
	
	
	
	
	

	61. Weather stripping
	
	
	
	
	

	62. Window Treatments
	
	
	
	
	

	Elevators - Passenger
	
	
	
	
	

	63. Permit Exp. Date
	
	
	
	
	

	64. Serviced By
	
	
	
	
	

	65. Contract
	
	
	
	
	

	66. Full Maintenance
	
	
	
	
	

	67. Parts, Oil, Grease
	
	
	
	
	

	68. Make
	
	
	
	
	

	69. Type
	
	
	
	
	

	70. Capacity (Weight)
	
	
	
	
	

	71. Capacity (Passengers)
	
	
	
	
	

	72. Lobby Door Fronts
	
	
	
	
	

	73. Corridor Door Fronts
	
	
	
	
	

	74. Full Automatic
	
	
	
	
	

	75. Door Operator
	
	
	
	
	

	76.  Cab Walls
	
	
	
	
	

	77.  Cab Doors
	
	
	
	
	

	78.  Cab Lighting
	
	
	
	
	

	79.  Cab Ceiling
	
	
	
	
	

	80.  Cab Floor
	
	
	
	
	

	81.  Cab Ventilation
	
	
	
	
	

	82.  Position Indicators
	
	
	
	
	

	83.  Floor Indicator
	
	
	
	
	

	84.  Signal Lanterns
	
	
	
	
	

	85.  Signal Buttons
	
	
	
	
	

	86.  Emergency Switches
	
	
	
	
	

	87.  Telephone
	
	
	
	
	

	88.  Floor Nos. on Doors
	
	
	
	
	

	89.  Control Panels
	
	
	
	
	

	90.  
	
	
	
	
	

	91. 
	
	
	
	
	

	92. 
	
	
	
	
	

	Rest rooms - Men
	
	
	
	
	

	93.  Floors
	
	
	
	
	

	94.  Floor Drain
	
	
	
	
	

	95.  Walls
	
	
	
	
	

	96.  Ceiling
	
	
	
	
	

	97.  Tank
	
	
	
	
	

	98.  Flushing Valve
	
	
	
	
	

	99.  Seat
	
	
	
	
	

	100.  Bowl
	
	
	
	
	

	101.  Lavatory
	
	
	
	
	

	102.  Soap Dispensers
	
	
	
	
	

	103.  Toilet Tissue Holders
	
	
	
	
	

	104.  Urinal (Wall/Floor)
	
	
	
	
	

	105.  Flushing Valve
	
	
	
	
	

	106.  Stall Panel
	
	
	
	
	

	107.  Hardware on Door
	
	
	
	
	

	108.  Locks
	
	
	
	
	

	109.  Deodorants
	
	
	
	
	

	110.  Ventilation
	
	
	
	
	

	111.  Light Fixtures
	
	
	
	
	

	112.  Switches
	
	
	
	
	

	113.  Waste Receptacles
	
	
	
	
	

	114.  Towel Cabinets
	
	
	
	
	

	115.  Mirrors
	
	
	
	
	

	116.  Signs
	
	
	
	
	

	Restrooms - Women
	
	
	
	
	

	117.  Floors
	
	
	
	
	

	118.  Floor Drain
	
	
	
	
	

	119.  Walls
	
	
	
	
	

	120.  Ceiling
	
	
	
	
	

	121.  Tank
	
	
	
	
	

	122.  Flushing Valve
	
	
	
	
	

	123.  Vacuum Breaker
	
	
	
	
	

	124.  Seat
	
	
	
	
	

	125.  Bowl
	
	
	
	
	

	126.  Lavatory
	
	
	
	
	

	127.  Trim
	
	
	
	
	

	128.  Soap Dispensers
	
	
	
	
	

	129.  Toilet Tissue Holders
	
	
	
	
	

	130.  Vanity Shelf
	
	
	
	
	

	131.  Sanitary Napkin Vendors
	
	
	
	
	

	132.  Hardware on Door
	
	
	
	
	

	133.  Locks
	
	
	
	
	

	134.  Deodorants
	
	
	
	
	

	135.  Ventilation
	
	
	
	
	

	136.  Light Fixtures
	
	
	
	
	

	137.  Switches
	
	
	
	
	

	138.  Waste Receptacles
	
	
	
	
	

	139.  Towel Cabinets
	
	
	
	
	

	140.  Mirrors
	
	
	
	
	

	141.  Signs
	
	
	
	
	

	Basement Stairway
	
	
	
	
	

	142.  Entrance Door
	
	
	
	
	

	143.  Treads
	
	
	
	
	

	144.  Risers
	
	
	
	
	

	145.  Handrails
	
	
	
	
	

	146.  Walls
	
	
	
	
	

	147.  Landings
	
	
	
	
	

	148.  Ceilings
	
	
	
	
	

	149.  Lighting
	
	
	
	
	

	Basement Area
	
	
	
	
	

	150.  Floors
	
	
	
	
	

	151.  Walls
	
	
	
	
	

	152.  Ceilings
	
	
	
	
	

	153.  Fire Doors
	
	
	
	
	

	154.  No. of Exits
	
	
	
	
	

	155.  Sprinkler System
	
	
	
	
	

	156.  Lighting
	
	
	
	
	

	157.  Convenience Outlets
	
	
	
	
	

	158.  Ventilation
	
	
	
	
	

	159.  Elevator Service
	
	
	
	
	

	160.  Storage Space
	
	
	
	
	

	161.  Heating
	
	
	
	
	

	162.  Utility Space
	
	
	
	
	

	163.  Superintendent’s Office
	
	
	
	
	

	164.  
	
	
	
	
	

	Boiler Room
	
	
	
	
	

	165.  Floor
	
	
	
	
	

	166.  Walls
	
	
	
	
	

	167.  Ceiling
	
	
	
	
	

	168.  Fire Doors
	
	
	
	
	

	169.  Fire Hazards
	
	
	
	
	

	170.  Ventilation
	
	
	
	
	

	171.  Lighting
	
	
	
	
	

	172.  Switches
	
	
	
	
	

	Pumps
	
	
	
	
	

	173.  Sump
	
	
	
	
	

	174.  Pressure
	
	
	
	
	

	175.  Feed Water
	
	
	
	
	

	176.  Circulating
	
	
	
	
	

	177.  Vacuum
	
	
	
	
	

	Air Conditioning
	
	
	
	
	

	178.  Window Units – Misc.
	
	
	
	
	

	179.  Central mech. with VAV
	
	
	
	
	

	180.  Water s
	
	
	
	
	

	181. 
	
	
	
	
	

	182. 
	
	
	
	
	

	183.  Grills
	
	
	
	
	

	184.  Thermostats
	
	
	
	
	

	185.  Zones
	
	
	
	
	

	186.  Fans
	
	
	
	
	

	187.  Performance
	
	
	
	
	

	188. 
	
	
	
	
	

	Electric Panel Room
	
	
	
	
	

	189.  Clean
	
	
	
	
	

	190.  3 Foot Clearance
	
	
	
	
	

	191.  Meters
	
	
	
	
	

	192.  Lighting Meter
	
	
	
	
	

	193.  Power Meter
	
	
	
	
	

	194.  Tenants’ Meters
	
	
	
	
	

	195.  Miscellaneous Items / Extra
	
	
	
	
	

	196. 
	
	
	
	
	

	197. 
	
	
	
	
	

	198. 
	
	
	
	
	

	199. 
	
	
	
	
	

	200. 
	
	
	
	
	

	201. 
	
	
	
	
	

	202. 
	
	
	
	
	

	203. 
	
	
	
	
	

	204. 
	
	
	
	
	

	205. 
	
	
	
	
	

	206. 
	
	
	
	
	

	207. 
	
	
	
	
	

	208. 
	
	
	
	
	

	209. 
	
	
	
	
	

	210. 
	
	
	
	
	

	211. 
	
	
	
	
	

	212. 
	
	
	
	
	

	213. 
	
	
	
	
	

	214. 
	
	
	
	
	

	215. 
	
	
	
	
	

	216. 
	
	
	
	
	

	217. 
	
	
	
	
	

	218. 
	
	
	
	
	

	219. 
	
	
	
	
	

	220. 
	
	
	
	
	

	221. 
	
	
	
	
	

	222. 
	
	
	
	
	

	223. 
	
	
	
	
	

	224. 
	
	
	
	
	

	225. 
	
	
	
	
	

	226. 
	
	
	
	
	

	227. 
	
	
	
	
	

	228. 
	
	
	
	
	

	229. 
	
	
	
	
	

	230. 
	
	
	
	
	

	231. 
	
	
	
	
	

	232. 
	
	
	
	
	

	233. 
	
	
	
	
	

	234. 
	
	
	
	
	

	235. 
	
	
	
	
	


Detailed Notes for Recommendations on Exteriors
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