SOP Template: Documentation and Logging of
Maintenance Activities

This SOP details the documentation and logging of maintenance activities, emphasizing accurate recording of all
maintenance tasks, scheduling preventive maintenance, tracking repairs and replacements, maintaining equipment
service histories, ensuring compliance with safety standards, and facilitating efficient asset management. The objective
is to enhance operational reliability, reduce downtime, and provide clear maintenance records for auditing and
continuous improvement purposes.

1. Purpose

To outline the procedure for documenting and logging all maintenance activities to ensure accuracy, compliance, and
efficiency in asset management.

2. Scope

This SOP applies to all personnel involved in maintenance activities for company assets and equipment, covering both
preventive and corrective maintenance.

3. Responsibilities

¢ Maintenance Staff: Accurately record details of maintenance tasks performed.
¢ Maintenance Supervisor: Review, approve, and ensure completeness of maintenance records.
¢ Asset Manager: Oversee maintenance documentation process and ensure compliance with this SOP.

4. Procedure

1. Preparation
o Ensure access to the Maintenance Log system (digital or physical logbook).
o Gather required information: equipment ID, location, scheduled maintenance plans.
2. Logging Maintenance Activities
o Document the following for every maintenance activity:
s Date and time
Technician(s) involved
Equipment ID and location
Type of maintenance: Preventive, Corrective, Emergency
Description of the task(s) performed
Parts used/replaced
Work order or reference number
Safety checks performed
s Remarks or follow-up actions
3. Review and Approval
o Maintenance Supervisor reviews log entries for completeness and accuracy each day.
o Corrections are made as needed, and logs are signed or digitally approved.
4. Maintaining Equipment Histories
o Ensure all logged activities are associated with the relevant equipment's historical service record.
o Update digital tracking systems or append physical records as appropriate.
5. Auditing and Continuous Improvement
o Conduct periodic audits of maintenance logs (at least quarterly).
o Document findings and identify opportunities for process improvement and corrective action where
necessary.

5. Maintenance Log Template (Sample)

Equipment - Parts Safety
ID/Location | 1YPe | Description Work Order #

Used Checks B

Date/Time | Technician




2024-07-
01 08:30

John Doe

PMP-
123/Plant
Room A

Preventive

Lubricated
pump
bearings;
checked
seals.

Lubricant
XYZ

W020240701-

05

Yes

Next
check in
3 months.

6. Documentation Storage and Retention

¢ All maintenance logs must be securely stored (digitally or in physical files) for a minimum of 5 years.
e Access should be limited to authorized personnel.
¢ Backups must be maintained for digital records as per company IT policy.

7. References

e Company Asset Management Policy

e Safety and Compliance Standards

¢ Relevant Equipment Manuals

8. Revision History

Version

Date

Summary of Changes

Approved By

1.0

2024-07-01

Initial SOP release.

Asset Manager
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