UNOCCUPIED OR VACANT BUILDING CHECKLIST

A vacant or otherwise unoccupied building presents a unique set of hazards that require increased attention and risk management
considerations. The following checklist can help you identify these hazards and take action to mitigate the increased risk to your property.
To learn more about these hazards, please read our PHLY blog Risk Management for Vacant or Unoccupied Buildings.

Facility Survey by

Location Date
Building Walkthrough Checklist
Close all unnecessary openings and make sure buildings are watertight YesO YesO N/AO
Check outside of building(s) for any sign of vandalism or breakage YesO YesO N/AO
Check that all roof drains and drainage lines are free from blockage or debris YesO YesO N/ADO
Secure any works in progress, temporary buildings and offices, scaffolding, and trailers YesO YesO N/AO
Check that the emergency lighting and exit signs are still functioning YesO YesO N/ADO
Check that the security camera feeds are still operational in all areas YesO YesO N/ADO

Check that the building HVAC and temperature are functioning properly to avoid any pessible freezing if overnight

S o YesO YesO N/A
temperature drops (maintain minimum temperature of 55 degrees and maximumifémperature of 85degrees) « es /A0

Check the roof for damage or evidence of unauthorized access YesO YesO N/ADO

Water Supply and Fire Alarms

Check that the public water supply is in service YesO YesO N/AO
Check that the fire department connection is accessible YesO YesO N/AO
Check that the fire alarm system is operational YesO YesO N/AO
Check that the fire department caps are in place YesO YesO N/AO
Check that the public fire hydrants are accessible YesO YesO N/ADO
Run the fire pump weekly for a minimal amount of time: Diesel:Pump (30 min), Electric Pump(10 min) YesO YesO N/AO
Check the fire extinguishers, sprinkler control'valves, and other fire protection equipment YesO YesO N/AO
Any utilities not needed fof protection-orsecurity of the building must be turned off YesO YesO N/AO
Utilize water sensors for leak detection YesO YesO N/AO
Disconnect any external hose connections YesO YesO N/A DO
Check for any signs of water leakage (toilets, sinks, ice makers) and isolate and shut off any that are not in use YesO YesO N/ADO
Utilities

Check that the main water shut off is labeled for the building YesO YesO N/ADO
Make sure HVAC is functioning correctly - if can be monitored remotely, alarms should be set YesO YesO N/ADO
Visually check any transformers, substations, or large breaker boxes YesO YesO N/ADO
Ensure proper lighting - maintain exterior and interior lighting YesO YesO N/ADO
Make sure any electrical power strips are unplugged YesO YesO N/ADO

itive in identifying specific hazards associated with your business, preventing workplace accidents, or complying with any laws or regulations

your legal counsel review your plans and company policies
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UNOCCUPPIED OR VACANT BUILDING CHECKLIST - continued

Utilities - continued Checklist

Check that no space heaters are plugged in or in use YesO YesO N/AO
jziilictgfgucigé large electrical devices not critical to building conditions are unplugged to prevent from overheating or VesO YesO N/AD
Any fuel supplies to premises not in use for protection or security of the building should be shut off YesO YesO N/ADO
Request utilities companies notify you of any high usage spikes YesO YesO N/ADO
Inventory, Miscellaneous Storage or Equipment Checklist

Review inside storage arrangement and relocate all susceptible materials to safe areas away from windows YesO YesO N/AO
If possible, relocate outside equipment inside YesO YesO N/AO
Secure any flammable or combustible materials into an appropriate space YesO YesO N/AO
Ensure data processing software, files, records, etc. have been properly backed up and stored off-site YesO YesO N/AO
Cover computers and stock with waterproof covers YesO YesO N/ADO
Secure any valuable equipment or items in a secure area YesO YesO N/ADO
If a security guard service is in place, ensure rounds are being completed YesO YesO N/AO
Notify local police that the building may be unoccupied and ask to be informed of any vandalism or entry attempts YesO YesO N/AO

Signed Dated

Additional Comments:
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LEARN MORE

Visit the MyPHLY Management Services Portal or

*d PHILADELPHIA

Contact PHLY Risk Management Services:
el INSURANCE COMPANIES

800.843.4552 Ext. 4 | PHLYRMS@phly.com
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