SOP Template: Mechanical and Electrical Component
Inspection Routines

This SOP details the mechanical and electrical component inspection routines, including scheduled inspections,
testing procedures, safety checks, documentation requirements, and preventive maintenance. The goal is to ensure the
reliability and safety of all mechanical and electrical systems by identifying potential issues early and maintaining optimal
operational performance.

1. Purpose

To define standardized routines for inspecting, testing, and maintaining mechanical and electrical components to ensure
compliance with safety and performance requirements.

2. Scope

This SOP applies to all personnel responsible for the maintenance, operation, and supervision of mechanical and
electrical systems and their associated components.

3. Responsibilities

¢ Maintenance Personnel: Conduct inspections, perform tests, document results, and report issues.
¢ Supervisors: Verify completion of inspections, review records, and ensure corrective actions are implemented.
o Safety Officer: Audit adherence to safety protocols and regulatory requirements.

4. Inspection Schedule

Component Type Inspection Frequency Assigned Personnel
Mechanical (e.g., motors, pumps, valves) Monthly Maintenance Personnel
Electrical (e.g., wiring, panels, breakers) Quarterly Licensed Electrician
Critical Systems Weekly Maintenance Supervisor

5. Inspection Procedures

5.1 Mechanical Components

1. Shut down and isolate equipment as per lockout/tagout procedures.
2. Check for wear, corrosion, leaks, and structural integrity.

3. Lubricate moving parts as needed.

4. Document findings and corrective actions taken.

5.2 Electrical Components

1. De-energize circuits per lockout/tagout procedures.

2. Visually inspect for damaged insulation, loose connections, and overheating.

3. Test circuits with appropriate meters (e.g., continuity, voltage, insulation resistance).
4. Record inspection results in maintenance logs.

6. Safety Checks

Verify PPE (Personal Protective Equipment) usage.
Ensure area is cleared of non-essential personnel.
Check for compliance with lockout/tagout procedures.
Report and correct any safety hazards identified.



7. Documentation Requirements

Complete inspection forms for each routine.

Record all findings, actions taken, and parts replaced.
Maintain records in centralized maintenance database.
Escalate critical faults to supervisors immediately.

8. Preventive Maintenance

¢ Schedule maintenance based on manufacturer recommendations and inspection results.
¢ Replace worn parts proactively to prevent failures.
¢ Update maintenance plans regularly.

9. Review and Improvement

e Conduct quarterly reviews of inspection records.
¢ Revise procedures based on incident reports and technology upgrades.
¢ Provide continuous training to inspection staff.

10. References

¢ Manufacturer Manuals
e Company Safety Policies
¢ Relevant Regulatory Standards
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