
SOP: Equipment Operation and Maintenance
Instructions
This SOP provides comprehensive equipment operation and maintenance instructions, detailing proper usage
protocols, routine inspection procedures, preventive maintenance schedules, troubleshooting guidelines, safety
precautions, and documentation requirements. The objective is to ensure efficient, safe, and reliable operation of all
equipment while minimizing downtime and extending equipment lifespan through systematic upkeep and correct handling
practices.

1. Scope

This procedure applies to all personnel responsible for operating, inspecting, maintaining, and troubleshooting [Equipment
Name/Type] at [Location/Facility].

2. Responsibilities

Operators: Perform daily operation, pre-use inspections, and report issues.
Maintenance Staff: Conduct scheduled maintenance and repairs.
Supervisors: Ensure compliance and maintain records.

3. Equipment Description

Name: [Equipment Name]
Model/ID: [Model/Asset ID]
Location: [Equipment Location]

4. Proper Usage Protocols

1. Read and understand the user manual prior to operation.
2. Verify equipment settings and parameters.
3. Only authorized and trained personnel may operate the equipment.
4. Follow start-up and shutdown procedures as specified.
5. Avoid overloading or improper use.

5. Routine Inspection Procedures

1. Conduct pre-use visual checks (leaks, damage, wear).
2. Test safety interlocks and emergency stops.
3. Check for abnormal noises, vibrations, or warning lights.
4. Document all inspection findings in the logbook.

6. Preventive Maintenance Schedule

Task Frequency Responsible



Lubricate moving parts Monthly Maintenance Staff

Replace filters Quarterly Maintenance Staff

Inspect electrical components Bi-Annually Qualified Technician

Calibrate sensors Annually Maintenance Staff

Task Frequency Responsible

7. Troubleshooting Guidelines

1. Refer to the equipment manual troubleshooting section.
2. Check power supply and fuses.
3. Identify and correct user-setting errors.
4. If issue persists, escalate to maintenance or technical support.
5. Log all issues and corrective actions taken.

8. Safety Precautions

Wear appropriate PPE (gloves, goggles, etc.).
Ensure emergency stop is functional and accessible.
Do not bypass safety interlocks or guards.
Shut down equipment before performing maintenance.
Follow lockout/tagout procedures for repairs.

9. Documentation Requirements

Maintain operation and maintenance logs.
Record inspection results, maintenance tasks, repairs, and part replacements.
Preserve records for at least [X] years or as per regulatory standards.
Ensure documentation is accessible to authorized personnel.

10. Revision and Review

Review this SOP annually or when equipment or processes are changed.
Document all revisions and obtain proper approval.
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