SOP Template: Machinery and Equipment Availability
Checklists

This SOP defines the process for conducting machinery and equipment availability checklists, ensuring that all
machinery and equipment are inspected, maintained, and ready for use. It covers checklist preparation, routine
inspections, identification of defects or maintenance needs, documentation, and timely reporting to minimize downtime
and enhance operational efficiency and safety.

1. Purpose

To establish a standardized process for conducting availability checklists on all machinery and equipment, ensuring
operational efficiency, reduced downtime, and enhanced safety.

2. Scope

This SOP applies to all personnel responsible for inspecting, maintaining, and operating machinery and equipment
within the organization.

3. Responsibilities

¢ Operators: Perform checklist inspections prior to equipment use.
¢ Maintenance Team: Address and document maintenance needs and defects.
¢ Supervisors: Monitor completion of checklists, review reports, and ensure compliance with this SOP.

4. Procedure

1. Preparation of Checklists:
o Develop or update machinery/equipment-specific checklists as necessary.
o Ensure all required items for inspection are included (e.g., visual condition, function tests, oil/fluid levels,
safety devices).
. Routine Inspections:
o Inspect all machinery/equipment before each use or as scheduled.
o Complete the checklist, indicating pass/fail for each item.
. Identification of Defects or Maintenance Needs:
o Document any defects or maintenance requirements clearly on the checklist.
o Tag equipment as 8€ceOut of servicea€ if condition poses safety/operational risks.
4. Documentation:
o File completed checklists as per record-keeping requirements (physical or electronic).
. Reporting:
o Report defects or overdue maintenance promptly to supervisors and maintenance teams.
o Track resolution and removal of &€0eOut of servicea€ tags as appropriate.
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5. Checklist Template (Sample)

Equipment/Machine Name SeriallD Date Inspected by

Inspection ltem Status (Pass/Fail) Remarks/Defects Found
General condition
Safety guards in place
Controls functioning
Fluid levels (oil, coolant, etc.)

Warning devices operational



Other (specify):

6. Records & Documentation

¢ File all completed checklists for a minimum period as specified by company/organizational policy.
¢ Maintain electronic records if possible for easier tracking and retrieval.

7. Review & Continuous Improvement

¢ Regularly review inspection findings to identify recurring issues or opportunities for process improvement.
e Update this SOP and checklists as required based on feedback and operational changes.
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