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Machine Operating Procedure

Use this template to how to safely operate [machine/equipment].

Template Metadata
Field Details
Category Manufacturing
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly [ Annual / Event-based]
Status [Draft [ In Review [ Approved]

Machine Overview

Machine name, model, location, and purpose. Include a specifications table (dimensions, power,

capacity).
Item Details Owner Status
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]
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Safety Warnings
Critical hazards, required PPE, lockout/tagout requirements, and emergency stop locations. Use bold
warnings.
Item Details Owner Status
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Pre-Operation Checks

Daily inspection checklist before powering on: fluid levels, guards, tooling, work area clearance.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Startup Procedure

Numbered step-by-step startup sequence including warm-up and homing routines.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

Machine Operating Procedure

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Operating Instructions

Normal operation procedures, feed rates, parameter settings, and material loading.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Shutdown Procedure

Proper shutdown sequence, cooldown requirements, and end-of-shift housekeeping.

Item

[Item or
requirement]

[Item or
requirement]
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Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]
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Notes

Machine Operating Procedure

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Troubleshooting

Common issues table with symptoms, likely causes, and corrective actions. Use numbered steps for

procedures and tables for reference data. Include warnings prominently.

Item Details
[Item or [Describe the relevant detail, evidence, or
requirement] decision]
[Item or [Describe the relevant detail, evidence, or
requirement] decision]

Notes

Owner Status

[Owner] [Open/

Complete]

[Owner] [Open/

Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Review and Signoff

Document review conclusions, approvals, unresolved items, and next review date.

Role Name

Preparer [Name]
Reviewer [Name]
Approver [Name]
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Date
[Date]
[Date]

[Date]

Notes
[Notes]
[Notes]

[Notes]
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