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Facilities Management

Monthly Report
of Month Ending ____
	Area
	Achieved 
	To be actioned

	The Role of Facilities Management
	
	

	Major changes
	
	

	Service review
	
	

	Health and Safety
	
	

	Fire Safety
	
	

	Business Continuity
	
	

	Building Maintenance
	
	

	Cleaning
	
	

	Security
	
	

	Catering & Vending
	
	

	Office Moves
	
	

	Building Works
	
	

	Telephony
	
	

	Mobile Telephones
	
	

	Stationery
	
	

	Printing
	
	

	Post
	
	

	Window Cleaning
	
	

	Internal Plants
	
	

	Landscape Gardening
	
	

	Waste / recycle
	
	

	Other Comments
	
	


Think - what am I here for? Am I making a difference? What do I need to do this period? What have I done? How do I make a difference?
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