
SOP: Step-by-Step Preventive Maintenance Procedures
This SOP details step-by-step preventive maintenance procedures designed to ensure optimal performance and longevity
of equipment and machinery. It includes scheduled inspections, cleaning, lubrication, adjustments, part replacements, and
documentation protocols. By following these systematic procedures, organizations can minimize downtime, reduce repair costs,
and enhance operational safety and efficiency.

1. Purpose

To provide a standardized process for conducting preventive maintenance on equipment and machinery, ensuring reliable
operation and safety.

2. Scope

This SOP applies to all staff responsible for equipment maintenance within the organization.

3. Responsibilities

Maintenance Staff: Execute maintenance tasks as outlined.
Supervisors: Schedule, monitor, and verify proper completion.
Operators: Report equipment anomalies and assist as needed.
Documentation Staff: Ensure records are kept up-to-date.

4. Required Materials and Tools

Personal Protective Equipment (PPE)
Cleaning supplies
Lubricants and applicators
Standard hand tools (wrenches, screwdrivers, etc.)
Replacement parts (filters, belts, etc.)
Inspection checklist
Maintenance log

5. Procedure

1. Preparation
Review equipment manuals and previous maintenance records.
Gather all necessary tools, parts, and PPE.
Notify equipment operators and secure work area.

2. Inspection
Conduct a visual check for wear, leaks, or abnormalities.
Complete inspection checklist.

3. Cleaning
Switch off equipment as per lockout/tagout procedures.
Remove dust, debris, and residue from surfaces and vents.

4. Lubrication
Apply lubricants to all designated points as per manufacturer's recommendations.
Wipe away excess lubricant to prevent contamination.

5. Adjustment and Alignment
Check and adjust tension belts, chains, or moving parts.
Realign components to correct any drift or misplacement.



6. Part Replacement
Replace worn or faulty parts as identified.
Use only approved replacement components.

7. Testing and Verification
Re-energize equipment following safety guidelines.
Run test cycles to verify functionality.
Listen for unusual noises and check for leaks or malfunctions.

8. Documentation
Record all maintenance activities in the maintenance log.
Update inspection checklist and note any corrective actions needed.
Report major issues to supervisors promptly.

9. Cleanup
Return tools and unused parts to their designated places.
Dispose of waste materials in accordance with safety and environmental guidelines.

6. Documentation and Records

Document Location Retention Period

Maintenance Log Maintenance Office 5 Years

Inspection Checklist Maintenance Office 5 Years

Parts Replacement Record Inventory System 5 Years

7. Safety Considerations

Always wear required PPE.
Adhere to lockout/tagout procedures during maintenance.
Report any hazards or incidents immediately.

8. Revision History

Date Version Description Author

2024-06-01 1.0 Initial release Maintenance Supervisor
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