
Monthly Office-PC Maintenance Checklist
sarojkc.com.np  -  Windows Optimization Scripts  -  about 15 minutes per PC

Quick checks (2 min)
☐ No obvious error pop-ups or 'Windows is not activated' messages
☐ Date and time are correct
☐ Free disk space is at least 15% of the drive

Disk & speed (5 min)
☐ Run 02-disk-cleanup-safe.ps1 (report first, then -Clean)
☐ Review the Autostart list and disable anything not needed
☐ Note if the PC is noticeably slower than last month

Updates & security (5 min)
☐ Windows Updates installed and any restart completed
☐ Antivirus / Windows Defender is up to date and active
☐ No unexpected programs in 'Add or remove programs'

Data safety (3 min)
☐ Run 05-backup-documents-safe.ps1 to the shared backup drive
☐ Confirm the backup opened and the file count looks normal

Printer & network (bonus)
☐ Run 04-printer-and-network-diagnostics.ps1 and fix listed issues
☐ Check that the shared network drive is reachable

Record
☐ PC name / user: ______________________________
☐ Date: ______________   Cleaned MB: __________
☐ Issues found: ________________________________


