SOP Template: Parts Replacement and Inventory
Usage Tracking

This SOP details the process for parts replacement and inventory usage tracking, including procedures for
identifying worn or damaged parts, ordering and receiving replacements, updating inventory records, tracking part usage
and consumption, conducting regular inventory audits, and ensuring accurate documentation. The goal is to maintain
optimal equipment functionality, minimize downtime, and manage inventory efficiently to support ongoing operations.

1. Purpose

To establish a standardized process for the timely replacement of parts and accurate tracking of inventory usage to
ensure efficient operations, minimize equipment downtime, and maintain optimal inventory levels.

2. Scope

This procedure applies to all staff responsible for equipment maintenance, parts replacement, and inventory management.

3. Responsibilities

¢ Maintenance Staff: Identify worn/damaged parts and notify Inventory staff.
¢ Inventory Staff: Order, receive, record, and track all spare parts and consumables.
¢ Supervisors: Approve purchase requests and oversee compliance with SOP.

4. Procedure

1. Identifying Worn or Damaged Parts
o Regularly inspect equipment for signs of wear or damage.
o Document part condition in inspection reports.
o Report any issues immediately to Inventory Staff and Supervisors.
2. Ordering and Receiving Replacements
o Submit a purchase request form for required parts.
o Obtain Supervisor approval.
o Inventory Staff to place order with approved vendors.
o Upon receipt, inspect deliveries for accuracy and quality.
3. Updating Inventory Records
o Record the receipt of new parts in the inventory management system.
o Assign unique identifiers or barcodes, if applicable.
o Update stock levels accordingly.
4. Parts Replacement Procedure
o Withdraw part from inventory and record withdrawal in the tracking log.
o Install replacement part as per equipment manual.
o Document part usage and equipment ID serviced.
5. Tracking Part Usage and Consumption
o Maintain a usage log with part number, equipment, date, installer, and reason for replacement.
o Track usage trends for proactive reordering.
6. Regular Inventory Audits
o Conduct monthly/quarterly inventory audits.
o Reconcile physical stock with system records.
o Investigate and resolve discrepancies.
7. Documentation
o Maintain all records (purchase orders, usage logs, audit reports) in the inventory management system or
designated storage.
o Ensure records are accurate, up-to-date, and accessible for review.

5. Forms and Records

Document/Form Description
Inspection Report Records condition of equipment and parts during inspections.

Purchase Request Form = Request for purchasing spare/replacement parts.



Inventory Log Tracks all inventory transactions, receipts, and usage.
Usage Log Details part usage, installation, and consumption per equipment.

Audit Report Documents findings from inventory audits.

6. Review & Revision

¢ This SOP should be reviewed annually or following any significant change in process.
¢ Revisions must be approved by the designated supervisor or department head.

7. References

¢ Equipment Manufacturer Manuals
e Company Procurement Policy
¢ Inventory Management System User Guide
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