SOP: Repair or Maintenance Execution Guidelines

This SOP provides comprehensive repair or maintenance execution guidelines, detailing step-by-step procedures for
identifying, assessing, and addressing equipment or system issues. It includes safety precautions, required tools and
materials, documentation standards, and quality checks to ensure effective and consistent maintenance practices. The
goal is to enhance equipment reliability, minimize downtime, and ensure safe and efficient repair operations.

1. Purpose

To standardize the process for executing repair or maintenance activities in order to ensure safety, efficiency, equipment
reliability, and documentation accuracy.

2. Scope
This SOP applies to all staff responsible for maintenance and repair of equipment or systems within the facility.
3. Responsibilities

¢ Maintenance Personnel: Execute procedures as described; record all activities.
e Supervisors: Oversee compliance, review documentation, and verify completion.
e SHEQ Officer: Ensure safety protocols are strictly followed.

4. Safety Precautions

Always wear required PPE: safety glasses, gloves, and appropriate footwear.
Lockout/Tagout (LOTO) procedures must be followed before beginning work.
Ventilate work area as needed; use caution with hazardous materials.

e Report unsafe conditions immediately.

5. Tools and Materials

Tool/Material Description Quantity/Specification
Wrenches, Screwdrivers, Pliers Standard hand tools for disassembly/assembly As needed
Replacement Parts OEM or approved substitutes As per repair requirement
Cleaning Supplies Solvents, rags, brushes As needed
Maintenance Forms Documentation templates/checklists 1 per job

6. Procedure

1. Identification of Issue
o Receive report or identify equipment/system malfunction.
o Record issue details (date, time, location, symptoms).
2. Assessment
o Visually inspect equipment/system for cause of failure.
o Consult operator regarding observed symptoms or performance changes.
o Determine required repair or maintenance action.
3. Preparation
o Obtain and review equipment manuals and SOPs.
o Gather required tools and materials.
o Ensure area is safe and equipment is de-energized (LOTO applied).



4. Execution
o Disassemble/repair/replace components as necessary.
o Use correct procedures and torque values.
o Clean and re-assemble equipment/system.
5. Testing and Quality Check
o Remove LOTO; restore energy sources as safe.
o Operate equipment/system and check for proper function.
o Address any abnormal noise, vibration, or performance issues.
o Repeat repair steps if issues persist.
6. Documentation
o Complete maintenance log: date, time, personnel, description of work, parts used, test results.
o Note any outstanding issues or follow-up action needed.
7. Clean-Up and Close-Out
o Clean work area; remove tools and dispose of waste safely.
o Return equipment to normal operation and inform users of completion.

7. Documentation Standards

e All steps and findings must be documented in the designated log or system.
e Attach photos or readings, if applicable, for traceability.
e Obtain supervisor's signature on completed work orders.

8. Quality Assurance

e Supervisors to verify proper function and close-out of work.
e Random audits to ensure procedure adherence.
e Periodic review of repair logs and equipment performance trends.

9. References

e Equipment/Systems manuals
e Company Safety Guidelines
e Regulatory Standards relevant to the facility/process

This SOP should be reviewed annually or when significant changes to equipment or processes occur.
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