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We are surrounded by machines and luxury equipment and even if you don’t realize it, your life is actually pretty much dependent on these machines. From waking up with the help of an alarm clock in the morning to getting ready by taking a hot shower to have a morning coffee to taking your car to get to work, you have no idea how many machines you use regularly. What’s important here is that these machines need periodic maintenance because if you don’t take care of them, they will eventually break down or start having problems, thus being unreliable. By using maintenance report forms, you can easily maintain all of your machines regularly.

There are a lot of types of equipment that we use in our daily life to perform different tasks. These all types of equipment require maintenance so they won’t fail you. In large companies, you require more and more maintenance to keep everything in a good condition. But for this, you have to rely on and believe in the people who will check your machines and will provide an accurate maintenance report so you can easily see all the damages and can repair it fully for getting excellent performance from it.
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Importance of Maintenance Report Forms:

Maintenance is a must-have tool that helps not only increases the useful life of the equipment but also ensures the safety of the people who operate and use that equipment. In order to ensure that each piece of machinery is well maintained, manufacturers, producers, and company owners ask their employees to prepare maintenance report forms. What you include in the maintenance report form mainly depends on the type of the equipment, the purpose of conducting the maintenance, and the company where maintenance is conducted but below you will find some common elements that are almost added to every maintenance report form.

A maintenance report form enables the maintenance of personnel to record the details of the equipment, such as fault, damage, or repair, that the equipment required to work perfectly. With the help of it, you can easily document the details of the inspection performed on equipment or machine.

To accurately track the faults, damages, or actions that will be performed to repair the machine, you can use a maintenance report form.

Here are some benefits of using the maintenance report form:

Enhance Reliability:

It ensures that the machine remains available in working condition so you can easily rely on and believe in the time of the need. If you will keep it maintained, then you will use it at any time and it will never leave you alone in time of need. But it is machined anything can happen due to damaged or a human mistake or by the effects of the environment.

Ensure Safety:

Regular checkups of machines ensure the safety of all the workers. By checking all the machines regularly, you can prevent the risk of unexpected accidents that can occur due to the damage or fault of the machine.

Enhance Efficiency:

Regular checkups enable you to easily identify the defects of the machine. Meanwhile, the early repair saves your time and money.

Record Keeping:

The regular documentation of the repair enables you to maintain a good record of all the defects and the repairs you have to keep the machine in working condition.
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Key Elements:

Here are some elements that you should compulsorily include in your maintenance report form:

	Name of the maintenance person:

The report starts with the name of the person who is doing the maintenance. This can be an engineer, an examiner, an auditor, or someone who is capable of doing the maintenance. Depending on the key purpose and depth of the maintenance, there is a long list of people who can do the maintenance. In this portion, the name of the person, his designation, the department he works in, and his employee code should be mentioned.
	Date of the maintenance:

Next is the part where you need to give the date on which you are conducting the maintenance. This date is very important because there are many machines that require periodic maintenance, i.e. after a certain period, like 1 month or 6 months or 1 year. With the specific date given for each maintenance session, you can ensure that each checkup was done on time and if there is any problem in the machine, it’s not due to delayed maintenance sessions. If there is space, you can put the date of the last maintenance and the next maintenance when a checkup is required.
	Details of the maintenance:

Here, you need to mention each and every detail from the maintenance session. If you take a look at any common maintenance form, you will find it very detailing, and it might seem as a lengthy report that covers each and every step of the checkup process. This is what a maintenance report should look like because this part is the main body of the entire maintenance report. Particular details i.e. when you started maintenance, how long it took, who else participated in the checkup process, for how long the machine was stopped, etc, and most importantly, which parts were repaired or replaced.
	Results of the maintenance:

After the maintenance is completed, the person who conducted the checkup needs to complete a section on the report form where the findings of the maintenance are added. This portion can include anything from a delayed maintenance session to an overworked machine that is running over its capacity to a machine that is not run properly so it’s reducing productivity to a machine where repair work is done periodically but still something keeps getting broken so it might be better to replace the machine or get a new one. This is basically the conclusion from the point of view of the auditor and it includes each and every detail that is important for the management to know.
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