Sample Preventive Maintenance Task Sheet for Desktop PCs and Laptops
	Title:
	Desktop/Laptop Maintenance
	Frequency :
	Quarterly

	System:
	
	Date:
	

	Item #
	Task
	Description
	OK
	Repair
	N/A

	1.
	System Boot
	Boot system from a cold start. Monitor for errors and speed of entire boot process.
	
	
	

	2.
	System Log-in
	Monitor for Errors. Monitor login script.
	
	
	

	3.
	Network Settings
	 Verify the Following:

· TCP/IP and/or IPX Settings are Correct

· Domain Name

· Security Settings

· Client Configurations

· Computer Name
	
	
	

	4.
	Computer Hardware Settings
	Verify Device Manager settings (Windows 95,98,2000) or Individual Hardware Settings (Windows NT 3.51.4.0)
	
	
	

	5.
	Browser/Proxy Settings
	Verify proper settings and operation
	
	
	

	6.
	Proper Software loads
	Verify all required software is installed and operating correctly. Remove unauthorized software.
	
	
	

	7.
	Operating System Policies
	Verify network policies are installed and working properly
	
	
	

	8.
	Scandisk
	Run a scandisk, including surface scan. Repair as needed
	
	
	

	9.
	Disk Defragmenter
	Run Disk Defragmentor, repair as needed.
	
	
	


