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	Date of Maintenance: {{Date}}
Technician Name: {{Technician Name}}
	Department: {{Department}}
Location: {{Location}}





[bookmark: _63tiqxfnvhzo]Introduction
This document serves as a detailed checklist for the routine servicing and maintenance of the {{Machine Name}}. Please ensure all steps are followed meticulously to guarantee the optimal performance and longevity of the machine.



[bookmark: _oghp7rteinn5]Pre-Maintenance Checklist
1. Safety First

· Ensure the machine is powered off.
· Disconnect the machine from the power supply.
· Wear appropriate personal protective equipment (PPE), including gloves and goggles.

2. Preparation

· Review the latest maintenance logs for {{Machine Name}}.
· Gather all necessary tools and spare parts.
· Secure the area to prevent unauthorized access during maintenance.
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[bookmark: _ashz868e91j]Maintenance Steps
1. Inspection

· Check for any visible damage or wear and tear on the {{Key Component}}.
· Confirm all safety guards are intact and functional.

2. Cleaning

· Remove debris and dust from the machine's components using appropriate cleaning materials.
· Lubricate moving parts as specified in the maintenance manual.

3. Testing

· Conduct a functional test post maintenance to ensure that {{Machine Name}} operates as expected.
· Validate that all safety features are operational.

4. Adjustments

· Make necessary adjustments to {{Key Component}} to maintain alignment and efficiency.

5. Final Check

· Verify all tools and materials are removed from the maintenance area.
· Reconnect the power supply and perform a startup check.
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Logbook Entry

· Document all steps taken and any anomalies found in the maintenance logbook located at {{Logbook Location}}
· Record the date and time of maintenance and the technician’s name.

Feedback

· Provide feedback on the maintenance process and suggest improvements or report any issues encountered to {{Supervisor Name}}.



[bookmark: _koh9sgucg3lq]Additional Notes
· Frequency of Routine Maintenance: {{Maintenance Frequency}}
· Next Scheduled Maintenance: {{Next Maintenance Date}}



Please replace the placeholders with the respective details. For any questions or additional guidance, contact {{Maintenance Supervisor Contact Information}}.
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