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ITE PREVENTIVE MAINTENANCE INSTRUCTIONS
1. MONITORS.  The monitor and monitor screen must be PM’d on a monthly basis.  To clean the monitor screen, use a lint free cloth and do not use any solution of any type.  If PM is done as directed, no further action is required.

2. CPUs, SERVERS, and LAPTOPS.  These devices must be PM’d of a monthly basis.  A lint free cloth should be used to clean the exterior of the case of the device.  A PM brush should be used to as well and special attention should be given to ensure the fan in the rear of the CPU is free of dust.  If PM is done as directed, no further action is required.  Blower fans should be cleaned using canned a air spray.

3. FLOPPY DISK DRIVES.  A disk drive cleaning kit should be used to clean all floppy disk drives.  Floppy dives should not be cleaned with anything but the cleaning kits.  If PM is done as directed, no further action is required.

4. KEYBOARD.  The keyboard should be cleaned with a lint free cloth or a non-shedding brush.  Keeping the keyboard covered while not in use will provide extra care and protection against foreign material being introduced into the keyboard’s circuits.  If PM is done as directed, no further action is required.

5. MOUSE (or Trackball).  The roller ball and roller should be cleaned with a mouse cleaner or a lint free cloth with solvent.  If PM is done as directed, no further action is required.

6. PRINTERS.  The printer exterior should be wiped down with a lint free cloth.  The interior can be dusted with a  non-shedding type PM brush or lint free cloth.  No solvent of any type should be used. If PM is done as directed, no further action is required.

7. CD DRIVES.  The CD DRIVES exterior should be wiped down with a lint free cloth.  The CD drive should only be cleaned with a CD drive cleaner.  If PM is done as directed, no further action is required.

8. EXTERNAL MODEMS.  The modem exterior should be wiped down with a lint free cloth.  All connectors, plugs and switches should be inspected to ensure they are free of obstruction and operate smoothly.  If PM is done as directed, no further action is required.

9.  SCANNERS. The Scanner exterior should be wiped down with a lint free cloth.  All connectors, plugs and switches should be inspected to ensure they are free of obstruction and operate smoothly.   If PM is done as directed, no further action is required.

10. UPSs.  The UPS exterior should be wiped down with a lint free cloth.  UPS batteries should be inspected for cracks or leaks.   Semi-annually, UPSs should be fully discharged and recharged. All connectors, plugs and switches should be inspected to ensure they are free of obstruction and operate smoothly.   If PM is done as directed, no further action is required.

11. ROUTERS, HUBS, and SWITCHES.  The exterior of these devices should be wiped down with a lint free cloth.  All connectors, plugs and switches should be inspected to ensure they are free of obstruction and operate smoothly.   If PM is done as directed, no further action is required. .  Blower fans should be cleaned using canned a air spray.

