SOP: Maintenance Record-Keeping and Compliance
Reporting

This SOP details the procedures for maintenance record-keeping and compliance reporting, encompassing
accurate documentation of all maintenance activities, scheduling regular inspections, ensuring adherence to industry
standards and regulations, tracking equipment repairs and replacements, and generating compliance reports for audits.
The goal is to maintain equipment reliability, enhance operational efficiency, and ensure regulatory compliance through
systematic record management.

1. Purpose

To establish standard procedures for documenting maintenance activities, managing inspections, maintaining
compliance with relevant standards and regulations, and ensuring equipment reliability and audit readiness.

2. Scope

This SOP applies to all personnel involved with maintenance activities and compliance reporting for facility and equipment
management within the organization.

3. Responsibilities

Role Responsibility

Record detailed maintenance activities, report any irregularities, and update

Maintenance Personnel .
repair/replacement logs.

Maintenance Review records, schedule inspections, ensure adherence to regulations, and generate
Supervisor/Manager compliance reports.

Oversee audit preparations, ensure regulatory requirements are met, and verify

Compliance Officer X
documentation completeness.

4. Procedure

1. Documentation of Maintenance Activities
o Record all maintenance activities immediately upon completion using the standardized Maintenance
Record Form (digital or paper format).
o Include details such as date, time, equipment ID, description of task, personnel involved, parts used,
and observations.
o Attach any supporting documentation (work orders, parts receipts, inspection certificates).

2. Scheduling and Conducting Inspections
o Create and maintain a maintenance and inspection calendar for all critical equipment and facilities.
o Ensure timely reminders and assignments for upcoming inspections using management software or
manual logs.
o Document findings and actions taken during each inspection.

3. Adherence to Industry Standards and Regulations
o Stay updated with relevant safety, environmental, and operational standards (e.g., OSHA, ISO).
o Update documentation templates as required by new regulations.
o Ensure all personnel are trained on compliance procedures.

4. Tracking Repairs and Replacements
o Log all repair and replacement events in the Maintenance Record.
o Include cause of failure, action taken, replacement part details, and downtime.
o Review records quarterly for trends and recurring issues.

5. Compliance Reporting
o Compile maintenance and inspection records into a compliance report monthly or as required for
audits.
o Verify all necessary fields are complete and accurate.
o Submit reports to the Compliance Officer and archive for at least the required retention period (e.g., 5
years).



5. Documentation and Records

Maintenance Record Forms (digital/paper)
Inspection Checklists

Repair and Replacement Logs
Compliance Reports

Audit Certificates (when applicable)
Document Retention Log

6. References

e OSHA Standards
¢ |SO Maintenance Management Standards
e Company-Specific Compliance Policies

7. Revision History

Version Date Changes Authorized by

1.0 2024-06-30 Initial SOP release Maintenance Manager



	SOP: Maintenance Record-Keeping and Compliance Reporting
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Procedure
	5. Documentation and Records
	6. References
	7. Revision History


