
SOP: Archiving Maintenance Records and Follow-Up
Scheduling
This SOP details the process of archiving maintenance records and follow-up scheduling, including systematic
documentation of completed maintenance tasks, secure storage of records for easy retrieval, regular review of archived
data to ensure completeness, and setting up timely follow-up appointments to maintain equipment efficiency and
compliance. The goal is to enhance maintenance tracking, ensure accountability, and facilitate proactive upkeep through
organized record-keeping and scheduled interventions.

1. Purpose
To establish a standardized approach for archiving maintenance records and scheduling follow-ups to ensure equipment
efficiency, maintenance compliance, and effective record management.

2. Scope
This SOP applies to all maintenance staff and personnel responsible for equipment upkeep and record management
within [Department/Facility Name].

3. Responsibilities
Maintenance Technicians: Complete documentation after maintenance tasks.
Maintenance Supervisor: Review records for accuracy, ensure archiving and scheduling adherence.
Admin/Record Keeper: Archive records and support scheduling of follow-ups.

4. Procedure
1. Record Completion

Immediately upon completing any maintenance task, document the following details:
Date and time of maintenance
Description of task performed
Equipment ID/serial number
Personnel involved
Parts replaced (if any)
Follow-up or next scheduled maintenance (if applicable)

Use the standardized maintenance record form (paper or digital).
2. Archiving Records

Submit completed records to the designated record keeper or upload into the maintenance management
system within 24 hours.
Store digital files on a secure, regularly backed-up database; paper files should be stored in a labeled,
locked filing cabinet.
Maintain a logbook or electronic index for quick retrieval of archived records.

3. Regular Review of Archived Records
Conduct quarterly reviews to ensure all maintenance activities are properly documented and filed.
Verify completeness and accuracy of archived data, flag any missing or incomplete records for follow-up.

4. Follow-Up Scheduling
Based on maintenance records, schedule the next required maintenance or inspection as per the
recommended timetable.
Enter follow-up appointments into a shared calendar or maintenance management system, with reminders
set for responsible personnel.
Communicate scheduled follow-ups to the maintenance team.

5. Documentation and Storage Requirements

Record Type Format Storage Location Retention Period

Maintenance Log/Checklist Paper/Digital Maintenance Database / Filing Cabinet 5 Years

Follow-up Schedule Digital Calendar/Maintenance System Active + 1 Year

Review Reports Paper/Digital Maintenance Database / Filing Cabinet 3 Years



6. Review and Revision
This SOP will be reviewed annually or when process changes occur. All revisions must be documented and approved by
the Maintenance Manager.

7. References
Company Maintenance Policy
Records Retention Policy
Equipment Manufacturer's Maintenance Recommendations
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