SOP Template: Step-by-Step Cleaning, Repair, or
Maintenance Processes

This SOP provides detailed step-by-step cleaning, repair, and maintenance processes to ensure equipment
and facilities operate efficiently and safely. It includes systematic procedures for identifying maintenance needs,
preparing tools and materials, performing thorough cleaning, executing repairs with precision, conducting routine
inspections, and documenting all activities. The goal is to maintain optimal functionality, extend the lifespan of
assets, and prevent unexpected breakdowns through consistent and effective upkeep practices.

1. Purpose

To outline step-by-step procedures for cleaning, repairing, and maintaining equipment and facilities for safe,
efficient, and reliable operation.

2. Scope

This SOP applies to all personnel responsible for cleaning, maintenance, and repair of [equipment/facility name(s)].

3. Responsibilities

¢ Assigned staff: Follow steps accurately and use correct PPE.
e Supervisors: Verify completion and proper documentation.
¢ Maintenance team: Perform in-depth repairs as necessary.

4. Materials and Tools Required

Personal Protective Equipment (PPE): gloves, goggles, masks, etc.
Cleaning supplies: detergents, disinfectants, brushes, cloths
Maintenance tools: wrenches, screwdrivers, lubricants, etc.
Replacement parts (if applicable)

Inspection checklist & documentation forms

5. Step-by-Step Procedure

1. Preparation

Review maintenance/cleaning schedule and identify target equipment or areas.
Inform affected personnel of planned activity and duration.

Gather required tools, materials, and PPE.

Inspect equipment/facility for visible issues or hazards.

Ensure equipment is powered down and isolated as per lockout/tagout procedures.
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2. Cleaning Process

Remove debris, dust, or contaminants using appropriate methods (e.g., vacuum, wiping, washing).
Apply suitable cleaning agents; follow manufacturer guidelines.

Rinse and dry surfaces, ensuring no residue is left.

Dispose of waste or used materials according to site policy.
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3. Inspection and Assessment
o Visually inspect for wear, damage, or malfunction (cracks, leaks, unusual noise, etc.).
o Verify all safety guards and controls are in place and operational.
o Document findings and report any abnormalities to supervisor or maintenance staff.

4. Repair and Maintenance

o Perform necessary repairs or replacements using proper tools.
Follow manufacturer instructions for all maintenance actions.
Test repaired components for functionality.
Lubricate moving parts as required.
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5. Final Check and Restoration
o Reinspecting equipment/area to confirm cleanliness and operability.
o Remove lockout/tagout devices as per procedure.
o Restore to service and notify relevant personnel.

6. Documentation
o Record all actions taken, materials used, and parts replaced with date, time, and personnel names.
o Update equipment maintenance logs and inspection checklists.
o File documentation according to facility policy.

6. Safety Considerations

e Always wear appropriate PPE before starting work.
¢ Report any hazardous conditions or safety incidents immediately.
¢ Do not operate equipment until all repairs and checks are fully complete.

7. References

e Equipment manufacturer's manual
¢ Site safety and environmental policies
¢ Relevant regulatory or industry standards
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