
Standard Operating Procedure (SOP)

Routine Inspection Schedules for All Office Equipment

This SOP establishes routine inspection schedules for all office equipment, detailing the frequency, methods, and
responsible personnel for conducting thorough inspections. The procedure ensures that all office devices such as
computers, printers, copiers, and telecommunication tools are regularly checked for proper functioning, cleanliness, and
safety compliance. Regular inspections help in early detection of malfunctions, reduce downtime, improve equipment
longevity, and maintain an efficient office environment. Documentation and reporting protocols are included to track
maintenance and address any identified issues promptly.

1. Purpose

To ensure all office equipment is inspected regularly to maintain proper function, cleanliness, and safety. Early detection of
faults maximizes uptime and equipment lifecycle.

2. Scope

This SOP applies to all office equipment including, but not limited to: computers, printers, copiers, fax machines,
projectors, phones, and network hardware.

3. Responsibilities

Office Manager: Oversees implementation of the inspection schedule.
IT Personnel: Conducts inspections, performs routine maintenance, and documents findings.
Staff: Reports any issues identified between scheduled inspections.

4. Inspection Schedule

Equipment Inspection Frequency Responsible Person

Computers & Laptops Monthly IT Personnel

Printers & Copiers Monthly IT Personnel

Fax Machines & Projectors Quarterly IT Personnel

Telecommunication Devices Quarterly IT Personnel

Network Hardware Monthly IT Personnel

5. Inspection Methods

1. Check equipment for physical damage, cleanliness, and secure cable connections.
2. Power on/off to ensure proper startup and shutdown.
3. Test device functionality (e.g., printing, scanning).
4. Review logs and error messages.
5. Update software and security as needed.
6. Clean surfaces and ventilation slots to prevent dust buildup.

6. Documentation and Reporting

Document inspections using the Office Equipment Inspection Log.
Report any failures or issues to the Office Manager and initiate corrective action.
Maintain records of inspections and repairs for a minimum of two years.



7. Corrective and Preventive Actions

Detected issues must be addressed immediately. Schedule repairs or service as required. Evaluate recurring issues to
identify preventive measures.

8. Review and Updates

This SOP will be reviewed annually or upon significant change in office equipment, and updated as necessary.

Appendix: Sample Inspection Log Entry

Date Equipment Inspected
By Findings Action Taken Follow-Up

Needed

2024-07-
01 Printer #2 Jane Smith Paper jam, cleaned

rollers
Cleared jam,
recalibrated No
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