
Standard Operating Procedure: Equipment Cleaning,
Maintenance, and Storage
This SOP details equipment cleaning, maintenance, and storage procedures to ensure optimal performance,
longevity, and safety of all machinery and tools. It includes guidelines for regular cleaning schedules, proper
maintenance techniques, routine inspections, troubleshooting common issues, and safe storage practices to prevent
damage and extend equipment lifespan. The goal is to maintain operational efficiency, reduce downtime, and promote
a safe working environment.

1. Purpose
To outline proper cleaning, maintenance, and storage procedures for all equipment, ensuring safety, optimal
performance, and longevity.

2. Scope
This SOP applies to all personnel who use, clean, maintain, and store equipment within the facility.

3. Responsibilities
Operators/Users: Responsible for cleaning, basic maintenance, and reporting malfunctions.
Maintenance Personnel: Conduct scheduled and unscheduled maintenance and repairs.
Supervisors/Managers: Ensure procedures are followed and maintain records.

4. Procedures
4.1 Cleaning Procedures

1. Turn off and unplug equipment before cleaning.
2. Use appropriate cleaning agents and tools as specified in the equipment manual.
3. Wipe surfaces to remove dust, debris, oil, or other contaminants.
4. Inspect for stubborn residues; use brushes or special solvents if necessary.
5. Dry equipment thoroughly to prevent rust and corrosion.
6. Document cleaning in the equipment log.

4.2 Maintenance Procedures

1. Follow the manufacturer's maintenance schedule (see Table 1 below).
2. Inspect equipment for signs of wear, damage, or malfunction.
3. Lubricate moving parts as needed.
4. Tighten loose components and replace worn parts.
5. Test equipment after maintenance to ensure proper function.
6. Record maintenance activities and findings in the maintenance log.

4.3 Inspection Procedures

1. Perform routine inspections as per maintenance guides.
2. Check safety guards, power cords, and emergency stops.
3. Report and tag out defective equipment immediately.

4.4 Troubleshooting Common Issues

Equipment not starting: Check power supply and connections.
Abnormal noise/vibration: Inspect for loose or damaged parts.
Poor performance: Clean filters/screens, check for blockages.
If issues persist, contact maintenance personnel.

4.5 Safe Storage Practices

1. Clean and dry equipment before storage.
2. Store equipment in designated areas, away from moisture and direct sunlight.



3. Use protective covers as necessary.
4. Do not stack heavy items on top of delicate equipment.

5. Cleaning & Maintenance Schedule

Equipment Cleaning Frequency Maintenance Frequency Storage Requirements

Power Tools After each use Monthly Dry, locked cabinet

Machinery Weekly Quarterly Designated machinery bay

Hand Tools After use Annually Toolbox/storage rack

6. Documentation and Records
Maintain cleaning and maintenance logs for each piece of equipment.
Record date, activity performed, findings, and personnel initials.
Keep records accessible for audits and inspections.

7. Safety Precautions
Wear appropriate PPE (gloves, goggles, masks, etc.) during cleaning and maintenance.
Ensure equipment is powered down and locked out prior to any maintenance.
Follow chemical safety guidelines when using cleaning agents.

8. References
Equipment Operation Manuals
Maintenance Guides
Safety Data Sheets (SDS) for Cleaning Chemicals

9. Revision History

Version Date Changes Approved by

1.0 2024-06-07 Initial SOP release _______________________
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