
SOP Template: Guidelines for Identifying and
Reporting Machine Faults
This SOP provides comprehensive guidelines for identifying and reporting machine faults, detailing the steps for
regular machine inspections, recognizing common fault indicators, documenting issues accurately, and communicating
faults to maintenance teams promptly. The objective is to enhance machine reliability, prevent operational downtime, and
ensure workplace safety through efficient fault management processes.

1. Purpose
To establish standardized procedures for the timely identification and reporting of machine faults to maintain optimal
equipment performance and safety.

2. Scope
This SOP applies to all production and maintenance personnel operating or overseeing equipment in the facility.

3. Responsibilities
Operators: Conduct inspections, identify, and report machine faults.
Supervisors: Ensure adherence to this SOP, review reports, and coordinate maintenance activities.
Maintenance Team: Investigate, resolve reported faults, and update records.

4. Procedure
4. Conduct Regular Inspections

Follow the scheduled inspection checklist for each machine.
Check key indicators: sounds, vibrations, temperature, warning lights, and performance.

4. Recognize Common Fault Indicators
Unusual noises or vibrations
Unexpected machine stoppages or slowdowns
Visible wear, leaks, or damage
Fluctuating power supply or signals
Warning alarms, error codes, or lights

4. Immediate Actions Upon Fault Detection
Stop the machine if there is a safety or equipment risk.
Notify nearby personnel and supervisor immediately.
Tag out the equipment if necessary.

4. Document the Fault
Record details in the fault log:

Date and time
Machine ID/location
Fault description (signs, sounds, codes)
Actions taken
Your name/ID

Attach photos or video evidence if available.
4. Report to Maintenance Team

Submit the fault log entry as per communication protocol (e.g., digital portal, email, or physical
logbook).
Follow up for urgent faults until acknowledged by maintenance.

4. Track and Close the Fault
Maintenance records corrective action and closes the report upon resolution.
Operator verifies machine status before resuming operation.

5. Fault Reporting Form (Template)

Date/Time Machine ID/Location Fault Description Action Taken Reported By Photo Attached (Y/N)

[Enter Here] [Enter Here] [Enter Here] [Enter Here] [Enter Here] [Y/N]



6. Safety Precautions
Never attempt repairs unless authorized and trained.
Always follow lockout/tagout (LOTO) procedures if equipment is unsafe.
Report near-misses or unsafe conditions immediately.

7. Review and Continuous Improvement
Supervisors review fault logs weekly for trends.
Update SOPs based on recurring issues or feedback.

8. References
Machine operation manuals
Maintenance schedules
Company safety guidelines
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