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Facility Check List  

Agencies are encouraged to use the Facility Checklist on a regular basis to create and maintain an 

ongoing record of facility condition and maintenance.  Completing and submitting the Facility 

Checklist will simplify the interactions between facilities managers, SPC, and landlords.  It also 

enables Agency facility managers to submit, track progress of and view details of facilities issues 

in leased buildings. 

Leased Facility Issues: 

SPC can assist tenants who are experiencing difficulty either determining responsibility for certain 

property issues or getting proper attention paid to these issues. As problems with a leased facility 

or a landlord arise, SPC recommends two courses of action.  The first step the Agency should take 

in resolving facility issues would be to attempt to have the problem taken care of by notifying the 

Landlord verbally at least once, and in writing at least once, using the Problem Letter provided 

below. Please be sure to document all communications with the Landlord or their property 

manager. 

If no action is taken by the Landlord to rectify the problem after the Agency has sent a Problem 

Letter describing the issue in detail, the second course of action would be for the Agency to 

complete and submit the Facility Checklist Form and a Space Action Form (SAF) to SPC, along 

with any supporting information or material (a copy of the problem letter to the landlord, photos 

of the problem affecting the premises, emails to the landlord, etc.), in a timely manner in order for 

SPC to address the issue with the Landlord directly. 

The Facility Checklist must be used by State agencies to provide information to SPC regarding the 

unresolved issue(s) experienced with a leased facility. Remember to attach any letters, photos or 

documentation chronicling these issues to the checklist. 

Facility Check List - Related Files  

Example Problem Letter Revised 12-12-2016.docx (17.97 KB)  

Facility Inspection Checklist 03-12-18 (148.6 KB)  

Facility Inspection Checklist 03-12-18 (51.78 KB)  
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• Documents

• Forms

State Properties Commission
https://gspc.georgia.gov

Facility Check List
https://gspc.georgia.gov/facility-check-list

https://gspc.georgia.gov/
https://gspc.georgia.gov/facility-check-list


General Information

• Download from SPC website

• Should be completed by 

agency on a monthly bases to 

document property conditions.  

Agency to keep completed 

checklist in their records.

• Submit form to SPC along 

with SAF ONLY if the 

documented items need to be 

addressed by SPC.
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Facility Inspection Checklist

Proactive property maintenance

• Conduct routine inspections

• Address issues before they become a crisis

• Reduce repair costs & vendor maintenance contracts

• Shorten response / repair time

• Foster a positive Landlord / Tenant-Occupant relationship

• Preserve the value of the real estate asset for the Landlord

• Maintain occupants’ safety and well-being
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First Steps

• Call the Landlord / Property Manager; document with 

confirmation email copying the Landlord, Property 

Manager and SPC.

• Major Issue?  Let SPC know immediately
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QUESTIONS?


