SOP Template: Detailed Troubleshooting and
Corrective Action Steps

This SOP provides a comprehensive guide for detailed troubleshooting and corrective action steps, including
identifying potential issues, systematically diagnosing problems, implementing effective solutions, verifying resolution,
and documenting corrective measures. The goal is to enhance problem-solving efficiency, minimize downtime, and
ensure consistent operational performance through structured troubleshooting protocols and corrective actions.

1. Purpose

To standardize the process for troubleshooting and addressing operational issues by following a systematic approach,
ensuring efficient resolution and documentation.

2. Scope

This SOP applies to all personnel involved in the detection, analysis, correction, and documentation of operational
problems within the organization.

3. Responsibilities

e Operators/Users: ldentify and report issues.

¢ Maintenance/Technical Team: Troubleshoot and perform corrective actions.

e Supervisors/Managers: Oversee the process, review, and approve corrective measures.
¢ Quality Assurance: Audit and review documentation and actions taken.

4. Definitions

¢ Troubleshooting: Systematic process of diagnosing and identifying the root causes of issues.
e Corrective Action: Steps taken to eliminate the root cause of identified problems, preventing recurrence.
e Verification: Checks and tests conducted to confirm that the issue is resolved.

5. Detailed Procedure

1. Issue Identification
o Receive complaint or notice abnormal behavior.
o Record issue details: date, time, system/equipment, and description.
o Assign a responsible person/team.
2. Initial Assessment
o Review logs, error messages, or operator reports.
o Assess the severity and potential impact of the issue.
o Determine ifimmediate action is necessary (e.g., shutdown, isolation).
3. Systematic Diagnosis
Gather relevant data (logs, performance data, operator feedback).

o

[e]

Reproduce the problem if safe and feasible.

o

Utilize troubleshooting tools (diagnostic software, checklists).
I[dentify probable causes using systematic methods (e.g., fishbone diagram, 5 Whys, FMEA).

[e]



4. Implement Corrective Action
o Determine and document appropriate corrective measures.
o Communicate action plan to relevant personnel.

[e]

Obtain any necessary approvals before implementation.
Apply the corrective action following safety and operational protocols.
5. Verification of Resolution

o

o Test the system/equipment to confirm the issue is resolved.
o Monitor operation for a defined period to ensure stability.
o Solicit feedback from operators/users.
6. Documentation
o Complete a troubleshooting and corrective action report, including:
= Description of the problem
s Root cause analysis
= Actions taken
= Results and verification outcome
o Log the incident in the central tracking system.
o File and archive records according to quality management requirements.
7. Review and Continuous Improvement
o Conduct post-incident reviews with stakeholders.
o Identify opportunities to update procedures, training, or systems to prevent recurrence.

6. Troubleshooting Checklist (Sample)

Step Action Completed (ace”’/ace—) Comments
1 Issue Identified & Logged
2 Initial Assessment
3 Diagnosis Conducted
4 Corrective Action Implemented
5 Resolution Verified
6 Documentation Completed

7. Documentation & Records

e Troubleshooting and corrective action reports
e Updated operating procedures, if applicable
e Maintenance and incident logs

e Review and audit records

8. References

e Operating Manuals

e Maintenance Guidelines

e Company Quality Management System
e Industry Best Practices



9. Revision History

Version Date Description Approved By

1.0 2024-06-18 Initial Release [Name]
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