SOP Template: Post-maintenance Review and

Documentation

This SOP details the process for post-maintenance review and documentation, encompassing the systematic
evaluation of maintenance activities, verification of repair quality, assessment of equipment performance post-
maintenance, identification of any residual issues, and thorough recording of findings. The purpose is to ensure
maintenance tasks are completed effectively, enhance equipment reliability, facilitate continuous improvement, and

maintain accurate historical records for future reference.

1. Purpose

To provide a standard process for reviewing completed maintenance activities, verifying their effectiveness, and
documenting all relevant information for future reference.

2. Scope

This procedure applies to all personnel responsible for performing, supervising, or reviewing maintenance activities on

equipment, systems, or facilities.

3. Responsibilities

¢ Maintenance Technician: Completes maintenance tasks, assists in post-maintenance evaluation, and
documents findings.

¢ Maintenance Supervisor: Reviews maintenance work, verifies equipment performance, and ensures
documentation accuracy.

¢ Quality Assurance/Control: Conducts audits or spot-checks as required.

4. Procedure

1. Completion of Maintenance Activity
o Technician completes the assigned maintenance or repair task as per the work order.
2. Initial Self-Review
o Technician inspects work area, ensures all tools and materials are removed, and checks that the task
meets specifications.
3. Supervisor Review
o Supervisor inspects completed work for quality, completeness, and conformity to the maintenance plan.
o Supervisor assesses equipment performance through functional tests or trial operations.
4. ldentification of Residual Issues
o Supervisor and technician jointly identify any unresolved or new issues detected after maintenance.
o Initiate follow-up work orders if necessary.
5. Documentation
o Complete maintenance records in the maintenance management system (or designated logbook).
o Record details such as date, time, personnel, parts replaced, work performed, test results, and any
observed issues.
o Attach supporting documents (photos, test results, checklists).



6. Continuous Improvement Feedback
o Submit observations and suggestions for process improvement or recurring issues to the maintenance

manager.

5. Documentation & Records

Document/Record Location Retention Period
Completed Maintenance Work Order Maintenance Management System 5 Years
Post-Maintenance Checklists Maintenance Department Files 3 Years
Inspection Reports QA/QC Archives 5 Years

6. References

¢ Maintenance Manual
¢ Company Quality Management System (QMS)
e Equipment Manufacturer Guidelines

7. Revision History

Version Date Description Author

1.0 [Insert Date] Initial Release [Name]
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