SOP: Sanitization, Maintenance Scheduling, and
Equipment Storage After Return

This SOP details sanitization, maintenance scheduling, and equipment storage after return, focusing on
thorough cleaning protocols to prevent contamination, systematic scheduling of maintenance tasks to ensure
equipment functionality, and proper storage practices to protect equipment integrity and prolong lifespan. Adhering to
these procedures ensures optimal equipment performance, safety, and compliance with operational standards.

1. Purpose

The purpose of this Standard Operating Procedure (SOP) is to outline standardized processes for sanitization,
maintenance scheduling, and storage of equipment after its return to ensure safety, cleanliness, and longevity.

2. Scope

This SOP applies to all staff responsible for handling, cleaning, maintaining, and storing equipment upon return to the
facility.

3. Responsibilities

Operators/Users: Initiate the return process, report any damages or malfunctions.
Sanitization Team: Perform thorough cleaning and disinfection.

Maintenance Team: Inspect, repair, and schedule preventative maintenance.
Storage Team: Store equipment as per guidelines.

Supervisors: Ensure SOP adherence and proper documentation.

4. Procedure

4.1. Sanitization

. Upon equipment return, visually inspect for visible debris, damage, or contamination.

. Remove any remaining materials or consumables.

. Clean all surfaces using appropriate cleaning agents and tools specified for each equipment type.
. Disinfect high-touch areas with approved disinfectant solutions.

. Document sanitization completion in the Equipment Log.
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. Maintenance Scheduling

. Inspect equipment for damages, wear, or performance issues.

. [fimmediate repairs are required, document and notify Maintenance Team.

. Record return date and next scheduled maintenance in the Maintenance Calendar/System.
. Perform any required functional checks or calibrations.

. Update maintenance records accordingly.
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. Equipment Storage

. Ensure the equipment is completely dry and residue-free.

. Place equipment in designated storage areas, following manufacturer's storage guidelines (e.g., temperature,
humidity, position).

. Secure equipment to prevent movement or damage during storage.

. Label equipment with identification and date of return.

. Restrict unauthorized access to storage areas.
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5. Documentation

Maintain accurate and up-to-date records for:

e Sanitization logs
¢ Maintenance schedules and completed tasks
e Equipment storage locations and return dates



¢ Incident or damage reports

6. Safety and Compliance

¢ Always use personal protective equipment (PPE) during cleaning and maintenance.
¢ Follow MSDS guidelines for cleaning products.
e Ensure compliance with local health, safety, and regulatory standards.

7. References

e Manufacturer's equipment manuals
¢ Facility safety protocols
e Regulatory and industry guidelines

8. Revision History

Version Date Description Author

1.0 2024-06-XX Initial SOP draft Prepared by [Name/Title]
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