
 

JOB ORDER REPORT 
Maintenance & Hardware Related 
 
 
 

 

Doc. Control No.: ________  

Revision No.: ________ 

 

 

PREVENTIVE MAINTENANCE 
CHECKLIST 

 

 EXTERNAL CLEANING 
☐ MONITOR 

☐ CPU 

☐ KEYBOARD  

☐ MOUSE 

☐ SPEAKER 

☐ CABLES 

☐ OTHERS: _____________________ 

 

INTERNAL CLEANING OF CPU 
☐ CASING & POWER SUPPLY 

☐ MOTHERBOARD 

☐ HDD/SSD DRIVES 

☐ VIDEO CARD 

☐ LAN CARD 

☐ AUDIO CARD 

☐ SDRAM/RAM/MEMORY 

☐ FANS 

☐ CONNECTORS 

 

OS. SOFTWARES/DRIVERS/OTHERS  
☐ DELETE COOKIES AND TEMP FILES 

☐ UPDATE AND CONFIGURE ANTIVIRUS 

☐ UPDATE AND CONFIGURE OS. 

☐ UPDATE AND CONFIGURE SOFTWARES 

☐ UPDATE DRIVERS 

☐ SCANDISK AND OPTIMIZED DISK 

☐ BACKUP FILES 

☐ CHECKED NETWORK CONFIGURATION 

☐ OTHERS: ______________________ 
 
 
 
 
 
  
 

 
(TO BE FILL-UP BY MIS DEPT PERONNEL ONLY) 

 
JOB ORDER AUTHORIZED BY: 

 
_________________________ 
PRINTED NAME/SIGNATURE 

 
________________________ 

POSITION 
 

DATE: _______ 20 _____ 
 
 


