
Standard Operating Procedure (SOP)
Mailroom Equipment Usage and Maintenance
This SOP details the proper mailroom equipment usage and maintenance to ensure efficient operation and
longevity of all mailroom devices. It covers guidelines for the correct handling of equipment such as postage meters,
scanners, label printers, and sorting machines, routine cleaning and preventive maintenance schedules,
troubleshooting common issues, safety precautions during equipment operation, and procedures for reporting
malfunctions. The goal is to maintain optimal functionality, reduce downtime, and promote a safe working environment
within the mailroom.

1. Scope

Applies to all employees responsible for operating and maintaining mailroom equipment.

2. Responsibilities

Mailroom Staff: Adhere to equipment guidelines and report issues.
Mailroom Supervisor: Ensure compliance and address reported malfunctions.
Maintenance Personnel: Conduct scheduled maintenance and repairs.

3. Mailroom Equipment Covered

Postage Meters
Scanners
Label Printers
Sorting Machines
Other associated devices

4. Procedures

1. Proper Equipment Handling
Read and understand the user manual for each device before usage.
Verify equipment is powered on and ready before operation.
Use only approved supplies (ink, labels, toners, etc.).

2. Routine Cleaning
Disconnect equipment from power source before cleaning.
Use lint-free cloths and non-abrasive cleaning agents.
Clean device surfaces, buttons, and trays at least once a week.

3. Preventive Maintenance Schedule
Equipment Tasks Frequency

Postage Meters Clean rollers and update software Monthly

Scanners Clean glass and calibrate Bi-weekly

Label Printers Replace ribbons, clean print head Monthly

Sorting Machines Inspect belts and remove jams Weekly

4. Troubleshooting Common Issues
Power cycle device if unresponsive.
Check for loose cables and paper jams.
Consult user manual for error codes.
If issue persists, report as per Section 5.

5. Safety Precautions
Keep hands, hair, and clothing clear of moving parts.
Do not bypass safety covers or mechanisms.
Report any exposed wiring or hazards immediately.

5. Reporting Malfunctions



1. Document the issue (error message, symptoms, etc.).
2. Notify the mailroom supervisor promptly.
3. Tag malfunctioning equipment with â€œOut of Service.â€​
4. Supervisor arranges service or maintenance as necessary.

6. Documentation Requirements

Maintain logs for cleaning and maintenance activities.
Keep records of malfunctions and repairs.

7. Revision History

Date Version Description

2024-06-12 1.0 Initial SOP creation
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