SOP Template: Facilities Inspection, Reporting, and
Documentation Standards

This Standard Operating Procedure (SOP) establishes facilities inspection, reporting, and documentation
standards to ensure the safety, functionality, and compliance of all facility components. It includes guidelines for regular
inspection schedules, identification and reporting of maintenance issues or hazards, standardized documentation
processes, and roles and responsibilities of personnel involved in inspections. The procedure aims to maintain a safe and
operational environment by promoting thorough and consistent facility evaluations and accurate record-keeping.

1. Purpose

To define procedures for inspecting facilities, reporting findings, documenting issues, and ensuring timely corrective
action, thereby maintaining a safe, compliant, and functional environment.

2. Scope

This SOP applies to all personnel responsible for facility inspections, maintenance coordinators, and management
overseeing facility operations.

3. Responsibilities

Role Responsibility

Ensure inspections are scheduled and completed, review inspection reports, authorize

Facility Manager . .
ty 9 corrective actions.

Inspector/Assigned | Conduct inspections according to the specified checklist, document findings, and report
Staff hazards or deficiencies.

Maintenance Team | Address reported issues, update status, maintain a log of all completed repairs or actions.

Administrative Staff | Maintain all inspection records, ensure documentation is accurate and archived appropriately.

4. Procedure

1. Inspection Schedule
o Establish routine inspection frequency (e.g., daily, weekly, monthly, quarterly, or annually) based on
facility needs and compliance requirements.
o Communicate the schedule to all relevant personnel.
2. Pre-Inspection Preparation
o Review previous inspection reports and outstanding maintenance items.
o Obtain necessary inspection forms or checklists.
3. Conducting Inspections
o Use the standardized inspection checklist for each area/component.
o Identify and assess all facility components, noting deficiencies, hazards, or non-compliance issues.
4. Reporting Findings
o Complete the inspection report, including details: location, issue description, severity, images if
applicable, and immediate action taken (if any).
o Submit reports to Facility Manager and Maintenance Team within 24 hours of inspection.
5. Documentation & Record-Keeping
o Store completed inspection forms and reports in a centralized, secure location (digital or physical
archive).
o Maintain a log of all reported issues and the status of corrective actions.
o Archive all records for a minimum of [define retention period] years for compliance purposes.
6. Corrective Actions & Follow-Up
o Assign corrective actions to appropriate personnel or departments.
o Document completion of repairs or remediations, including date and responsible party.
o Conduct follow-up inspections as needed to verify issue resolution.

5. Documentation Standards



Use designated inspection checklists and reporting templates.

Ensure all entries are legible, accurate, and complete.

Include date, time, inspector name, and signature on all inspection documents.
Attach photographs or sketches for critical findings, when possible.

6. References & Related Documents

Facility Inspection Checklist

Incident/Hazard Reporting Form
Maintenance Work Order Template
Relevant regulatory or compliance standards

7. Review & Revision

¢ This SOP shall be reviewed annually or as needed to ensure effectiveness and incorporate any regulatory
changes.
¢ All revisions should be documented, dated, and communicated to relevant personnel.
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