Standard Operating Procedure (SOP)

Post-service Site Clean-up and Final Inspection

Purpose:

This SOP details the post-service site clean-up and final inspection process, including the systematic removal of
debris and tools, thorough cleaning of the work area, verification of equipment functionality, and ensuring the site meets
safety and quality standards. The procedure aims to leave the site in a safe, orderly condition and confirm all service tasks
have been satisfactorily completed for client satisfaction and regulatory compliance.

Scope:

Applies to all personnel involved in service projects where post-service site clean-up and final inspection are required.

Responsibilities:

¢ Service Technicians: Carry out site clean-up and initial inspection steps.
¢ Site Supervisor/Manager: Oversee the process and conduct the final inspection.
¢ All Staff: Adhere to safety procedures and use appropriate PPE during clean-up.

Required Materials & Equipment:

Personal Protective Equipment (PPE)
Cleaning supplies (brooms, mops, wipes, bins)
Waste disposal bags and containers

Tool collection and storage containers
Inspection checklist (see sample below)

Procedure:

1. Preparation
o Review the work order or project requirements for specific clean-up and inspection tasks.
o Gather necessary PPE, cleaning materials, and inspection tools.

2. Removal of Tools and Materials
o Collect all service tools and equipment and return them to their designated storage.
o Remove any leftover materials or spare parts from the site.

3. Site Debris and Waste Collection
o Gather all debris, packaging, and waste generated during service.
o Dispose of waste according to local regulations and company policy.

4. Thorough Cleaning of Work Area
o Clean all surfaces, floors, and affected areas using appropriate cleaning supplies.
o Ensure that no hazardous residues, spills, or sharp objects remain.

5. Equipment Functionality Verification
o Test serviced or installed equipment to verify correct operation.
o Document the results and address any discrepancies.

6. Site Final Inspection
o Supervisor conducts a walk-through using the inspection checklist.
o Check for safety compliance, cleanliness, and completion of all service tasks.

7. Client Handover
o Review the site and inspection checklist with the client.
o Address any client concerns before final sign-off.

8. Documentation
o Complete all required documentation and file checklists and reports per company policy.

Sample Final Inspection Checklist:



Task Completed (Yes/No) Comments
All tools and materials removed
Site free of debris and waste
Work surfaces and floors cleaned
Equipment functioning correctly
Safety hazards eliminated

Client sign-off obtained
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