SOP: Documentation and Tracking of Maintenance
Activities

This SOP details the documentation and tracking of maintenance activities, including procedures for recording
maintenance tasks, scheduling regular inspections, tracking repair histories, ensuring compliance with maintenance
standards, and utilizing maintenance management systems. The goal is to maintain equipment reliability, minimize
downtime, and ensure accurate and accessible records for auditing and continuous improvement.

1. Purpose

To establish standardized processes for documenting, scheduling, and tracking all maintenance activities to enhance
equipment reliability and support compliance and continuous improvement initiatives.

2. Scope

This SOP applies to all personnel responsible for equipment maintenance in the facility, including facility managers,
maintenance technicians, and administrative support staff.

3. Responsibilities

¢ Maintenance Technicians: Perform maintenance tasks, document work performed, and report issues promptly.

¢ Maintenance Manager: Approve schedules, review documentation, monitor compliance, and oversee use of
maintenance management systems.

* Administrative Staff: Assist in recordkeeping and reporting as needed.

4. Procedures

4.1 Recording Maintenance Tasks

1. Upon completion of a maintenance task, record the following information:
o Date and time
Equipment ID/location
Type of maintenance (scheduled/preventive/corrective)
Description of work performed
Parts and materials used
o Technician's name/signature
2. Enter recorded data into the Maintenance Management System (MMS) or designated logbook immediately after
task completion.
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4.2 Scheduling Regular Inspections
1. Review manufacturer recommendations, historical data, and regulatory requirements to develop inspection
schedules.

2. Maintain a calendar of recurring inspections in the MMS.
3. Assigninspection tasks to designated personnel and confirm completion through documented checklists.

4.3 Tracking Repair Histories

1. Maintain a cumulative repair history log for each piece of equipment within the MMS.

2. Review logs periodically to identify recurring issues or patterns requiring attention.

3. Retain all records for a minimum retention period as specified by company policy or regulatory agencies.
4.4 Ensuring Compliance with Maintenance Standards

1. Verify all documentation includes required fields and is completed in a timely manner.

2. Conduct periodic audits of maintenance records for accuracy and completeness.

3. Address deficiencies through corrective actions and retraining as necessary.

4.5 Utilizing Maintenance Management Systems (MMS)

1. Ensure all maintenance personnel are trained in using the MMS for task documentation and scheduling.



2. Update MMS with new equipment, inspection schedules, and maintenance protocols as required.
3. Generate regular reports from the MMS for management review and continuous improvement analysis.

5. Documentation Templates

Field Description

Date/Time When the maintenance was performed

Equipment ID/Location Unique identifier or area of the equipment

Type of Maintenance Preventive, corrective, or predictive

Description of Task Details of the maintenance performed

Parts Used List of parts/materials replaced or used

Technician Name and/or signature of person performing the task
Follow-Up Actions Any additional actions required or comments

6. Audit and Review

¢ Maintenance records must be reviewed at least monthly for completeness and accuracy.
¢ Annual audits will be conducted to ensure continued compliance with SOP and regulatory requirements.
¢ Continuous improvement suggestions should be collected and implemented as appropriate.

7. References

Manufacturer maintenance manuals

Regulatory agency guidelines

Company Maintenance Policy

Instructions for Maintenance Management System

8. Revision History

Version Date Description Approved By

1.0 2024-06-01 Initial SOP release [Name/Title]
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