Standard Operating Procedure (SOP)

Equipment and Material Checklist and Preparation
This SOP details the equipment and material checklist and preparation process, ensuring all necessary tools,
machinery, and materials are accurately identified, inspected, and prepared prior to project commencement. It covers

checklist creation, verification procedures, maintenance checks, proper storage, and timely replenishment to enhance
operational efficiency and minimize delays.

1. Purpose

To ensure all required equipment and materials are ready, in good condition, and available prior to project or task
initiation.

2. Scope

This SOP applies to all personnel involved in equipment and material handling, including storekeepers, project team
members, and supervisors.

3. Responsibilities

¢ Project Supervisor: Oversees the preparation process and ensures compliance.
¢ Storekeeper/Asset Manager: Maintains inventory and prepares materials.
¢ Team Members: Assist in inspection and verification.

4. Procedure

1. Checklist Creation
o Review project/task requirements.
o List all necessary equipment, tools, and materials (see sample table below).

ltem Quantity Required Available Condition Remarks

Drill Machine 2 Yes Good -

Cement Bags 10 Yes N/A Stored indry area
Safety Helmets 5 No - To be procured

2. Verification Procedures
o Cross-check checklist against inventory.
o Identify discrepancies for prompt action.

3. Inspection and Maintenance
o Inspect each equipment item for functionality and safety.
o Document and report defects for repair or replacement.
4. Material Handling and Storage
o Ensure proper storage conditions per material specifications.
o Label and organize materials for easy access.

5. Replenishment
o Initiate procurement or requisition for items that are unavailable or below defined thresholds.

6. Final Review
o Supervisor conducts final review of checklist and readiness prior to project start.

5. Documentation

¢ Maintain completed checklists for records and audits.



¢ Log allinspections and maintenance carried out.

6. References

e Company Asset Management Policy
¢ Project-specific Work Instructions
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