
Standard Operating Procedure (SOP): Equipment
Cleaning and Maintenance Routines
This SOP details equipment cleaning and maintenance routines to ensure the optimal performance, longevity, and
safety of all machinery and tools. It covers scheduled cleaning procedures, lubrication practices, inspection checklists,
troubleshooting common issues, and documentation of maintenance activities. Adhering to these routines helps prevent
equipment breakdowns, reduces downtime, and supports a safe working environment.

1. Purpose
To establish routines for cleaning and maintaining equipment to minimize operational risks and prolong equipment
lifespan.

2. Scope
This SOP applies to all staff involved in the use, cleaning, and maintenance of machinery and tools within
[Department/Area].

3. Responsibilities
Operators: Perform scheduled cleaning and routine checks.
Maintenance Staff: Carry out periodic inspections, troubleshooting, and repairs.
Supervisors: Ensure compliance and maintain records of maintenance activities.

4. Procedure
4.1 Scheduled Cleaning Procedures

1. Turn off and unplug equipment before cleaning.
2. Remove all debris, dust, or residue using appropriate tools (e.g., brushes, cloths, vacuums).
3. Clean surfaces with approved cleaning solutions.
4. Allow all components to dry completely before reassembly and use.
5. Document cleaning in the maintenance log.

4.2 Lubrication Practices

1. Refer to equipment manual for correct lubricants.
2. Apply lubricant to designated moving parts per the recommended schedule.
3. Wipe away excess to avoid residue build-up.
4. Record lubrication activities.

4.3 Inspection Checklist

Check power cords and connections for wear or damage.
Inspect moving parts for unusual noises or vibrations.
Ensure safety guards and covers are intact.
Verify correct operation of controls and emergency stops.
Confirm cleanliness and absence of obstructions.

4.4 Troubleshooting Common Issues

No power: Verify plug, socket, and circuit breaker status.
Abnormal noise: Inspect for loose parts or lack of lubrication.
Poor performance: Check for blockage, worn parts, or incorrect settings.
Leaking fluids: Tighten connections and inspect seals.
Record all issues and corrective actions taken.

4.5 Documentation of Maintenance Activities

1. Complete the maintenance log immediately after each activity.
2. Record date, description of work, parts used, and technician's initials.



3. Report unresolved issues to supervisors.

5. Maintenance Log Example

Date Equipment
Name/ID

Maintenance
Performed

Parts
Used

Technician
Initials Remarks

2024-07-
01 Drill Press #3 Cleaned/Lubricated Lubricant AB No issues

2024-07-
01 Belt Sander #2 Inspection N/A CD Belt tension

adjusted

6. Safety Considerations
Wear appropriate personal protective equipment (PPE).
Ensure all equipment is fully de-energized before servicing.
Follow manufacturer safety instructions at all times.

7. Revision and Review
This SOP shall be reviewed annually or whenever equipment or procedures change.
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