
	[INSERT LOGO/COMPANY NAME HERE]
	STANDARD OPERATING PROCEDURE
Maintenance department



	SOP TITLE
	[Title of the SOP]

	SOP NUMBER
	[Unique ID]

	VERSION
	[Version number]

	EFFECTIVE DATE
	[Date when the latest version was published]



  1. PURPOSE
	[Describe the objective of this procedure, what it's meant to achieve]



  2. SCOPE
	[Specify which equipment/process this SOP applies to]



  3. RESPONSIBILITIES
	Responsibility
	Role

	[Performed by/Reviewed by]
	[Role/Position]

	[Performed by/Reviewed by]
	[Role/Position]

	[Performed by/Reviewed by]
	[Role/Position]



   4. TOOLS AND MATERIALS REQUIRED
	· [Tool or material]
· [Tool or material]
· [Tool or material]
· [Tool or material]
· [Tool or material]



  







  5. SAFETY PRECAUTIONS
	Required PPE:
· [PPE item]
· [PPE item]

Lockout/Tagout Requirements:
· [LOTO step]

Hazards and Warnings:
· [Hazard and how to mitigate]

Emergency Contacts:
· [Contact info]



  6. PROCEDURE STEPS
	Step
	Action

	STEP 1
	[Action description]

	STEP 2
	[Action description]

	STEP 3
	[Action description]

	STEP 4
	[Action description]

	STEP 5
	[Action description]



   7. QUALITY CHECK / VERIFICATION
	· [What to check]
· [What to check]
· [What to check]



   8. DOCUMENTATION AND RECORDKEEPING
	What to document:
· [Data to record]

Where to record:
· [CMMS system, logbook, etc.]


   9. REFERENCES
	· [Link to a manufacturer manual]
· [Link to a regulatory standard]


  
  REVISION HISTORY

	Version
	Date
	Description
	Author
	Approver

	 
	
	 
	 
	 

	 
	
	 
	 
	 

	 
	
	 
	 
	 



