
SOP Template: Equipment Maintenance and
Troubleshooting
This SOP provides comprehensive guidelines for equipment maintenance and troubleshooting, covering regular
inspection schedules, preventive maintenance techniques, common mechanical and electrical fault diagnosis, step-by-
step troubleshooting procedures, proper documentation of maintenance activities, safety precautions during repairs, and
strategies to minimize downtime. The objective is to enhance equipment reliability, extend operational lifespan, and
ensure safe, efficient functioning in daily operations.

1. Purpose
To establish standard procedures for maintenance, troubleshooting, and repair of equipment, ensuring operational
reliability and safety.

2. Scope
This SOP applies to all equipment under the department's responsibility, including mechanical, electrical, and electronic
systems used in daily operations.

3. Responsibilities
Maintenance Personnel: Perform inspections, maintenance, and troubleshooting.
Supervisors: Oversee maintenance schedules, review reports, and ensure compliance.
Operators: Report defects or irregularities promptly.

4. Regular Inspection Schedule

Equipment Inspection Frequency Checklist Items

Machinery Weekly Lubrication, noise/vibration, leaks, alignment

Electrical panels Monthly Connections, insulation, breaker status, cleanliness

Pumps/Motors Bi-weekly Bearings, temperature, power draw, seals

5. Preventive Maintenance Techniques
Follow manufacturer-recommended maintenance tasks.
Replace consumables (filters, lubricants) as scheduled.
Tighten connections, check and calibrate instruments.
Clean and lubricate moving parts.
Record all maintenance activities in log sheets.

6. Fault Diagnosis (Common Issues)

Fault Type Symptoms Possible Causes

Mechanical Unusual noise, vibration, overheating Misalignment, worn parts, lack of lubrication

Electrical Equipment fails to start, tripped breakers Loose connections, short circuits, blown fuses

Control Systems Erratic operation, alarms Sensor faults, wiring issues, software errors

7. Troubleshooting Procedure
1. Ensure equipment is safely shut down and locked out.
2. Consult equipment manuals for guidance.



3. Inspect visually for signs of damage or abnormality.
4. Check electrical connections and mechanical mounting.
5. Test components systematically (using meters, test kits, etc.).
6. Replace or repair defective parts as needed.
7. Document all findings and actions taken.
8. Restart equipment and monitor for normal operation.

8. Safety Precautions
Always use appropriate PPE (gloves, goggles, etc.).
Follow lockout/tagout procedures before maintenance.
Be aware of high-voltage/electrical hazards.
Use proper tools and equipment for the job.
Work in pairs for high-risk tasks where possible.

9. Documentation
Record date, time, and details of inspections and maintenance.
Log observed faults, corrective actions, and parts replaced.
Maintain records for review and continuous improvement.

Date Equipment Activity Findings Action Taken Technician

YYYY-MM-DD Machine A Inspection No issues N/A John Doe

10. Minimizing Downtime
Keep critical spare parts in inventory.
Train staff on rapid diagnosis and common repairs.
Use checklists to streamline troubleshooting.
Plan preventative maintenance during low-usage periods.
Set up clear escalation procedures for severe faults.

11. Revision History

Version Date Description Author

1.0 YYYY-MM-DD Initial Release Jane Smith
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