
🔥 Daily Fire Marshal Check – Travel Agent Office
Location: [Insert Office Name & Address]
Completed By: __________________ Date: __________ Time: _______

✅ 1. Escape Routes & Exits
	Checkpoint
	Yes / No
	Comments

	All escape routes are clear of obstructions
	☐ / ☐
	

	All fire exits are unlocked and easily opened
	☐ / ☐
	

	Fire exit signs are visible and illuminated (if applicable)
	☐ / ☐
	

	Exit routes are free from slip/trip hazards
	☐ / ☐
	



✅ 2. Fire Detection & Alarms
	Checkpoint
	Yes / No
	Comments

	Fire alarm panel shows normal status (no faults)
	☐ / ☐
	

	No unusual smells (e.g., burning) or signs of smoke/fire
	☐ / ☐
	

	Alarm call points are visible and undamaged
	☐ / ☐
	



✅ 3. Fire Extinguishers
	Checkpoint
	Yes / No
	Comments

	All extinguishers are in place and accessible
	☐ / ☐
	

	Safety pins and tamper seals are intact
	☐ / ☐
	

	No obvious damage or discharge
	☐ / ☐
	

	Signage is visible above each extinguisher
	☐ / ☐
	



✅ 4. General Housekeeping
	Checkpoint
	Yes / No
	Comments

	Electrical items are turned off when not in use
	☐ / ☐
	

	No build-up of waste or combustible materials
	☐ / ☐
	

	Heating appliances are clear of flammable items
	☐ / ☐
	

	Kitchen area (if present) is clean and appliances off
	☐ / ☐
	



✅ 5. Staff Awareness
	Checkpoint
	Yes / No
	Comments

	Fire evacuation procedure is clearly displayed
	☐ / ☐
	

	Staff are aware of assembly point location
	☐ / ☐
	

	Visitors are signed in and aware of evacuation process
	☐ / ☐
	



Signature: ___________________
Name (Print): ___________________
Position: ___________________


