
SOP: Production Scheduling and Workflow
Management
This SOP details production scheduling and workflow management, encompassing planning, coordination, and
optimization of production activities. It covers the development of production schedules, resource allocation, task
prioritization, monitoring workflow progress, and adjusting plans to ensure efficient use of time and materials. The
objective is to streamline operations, minimize downtime, enhance productivity, and meet delivery deadlines
consistently through effective management of production processes.

1. Purpose
To provide a standardized process for production scheduling and workflow management, ensuring optimal resource
utilization, minimal downtime, and timely delivery of finished products.

2. Scope
This SOP applies to all production staff, supervisors, and managers involved in planning, scheduling, and managing
workflow processes in the production department.

3. Responsibilities
Production Manager: Oversees overall production schedule, monitors performance, and manages
adjustments.
Schedulers/Planners: Develop and update the production schedule based on priorities, resource availability,
and order requirements.
Supervisors: Implement the production schedule on the floor, allocate resources, and report progress/issues.
Operators/Staff: Perform assigned production tasks as scheduled and report completion or problems.

4. Definitions
Production Schedule: A detailed plan outlining which products are to be produced, in what quantities, and at
what times.
Workflow: The sequence and process flow of tasks within production.
Resource Allocation: Assigning available resources (labor, equipment, materials) to scheduled tasks.
Downtime: Periods when production is halted due to equipment failure, lack of materials, or other issues.

5. Procedure
1. Production Planning

Review sales orders, forecasts, and inventory levels.
Set production targets and priorities based on delivery deadlines and resource availability.

2. Developing the Production Schedule
Identify required tasks and estimated durations.
Sequence tasks considering dependencies and resource availability.
Enter schedule into the production management system.

3. Resource Allocation
Assign personnel, machines, and materials to scheduled tasks.
Ensure resource availability matches the schedule; resolve conflicts promptly.

4. Task Prioritization
Rank tasks by urgency, customer requirements, and process bottlenecks.
Adjust as needed for rush orders or urgent changes.

5. Monitoring and Tracking Workflow
Track progress with visual boards, software, or regular status meetings.
Document issues causing delays or resource shortages.

6. Adjusting Plans
Analyze variances regularly (daily or per shift).
Revise schedule to accommodate changes, breakdowns, or urgent orders.
Communicate changes to all relevant teams promptly.

7. Reporting and Documentation
Log completed tasks, downtime incidents, and production yields.
Submit daily/weekly production reports to management.



6. Documentation & Records

Document Responsible Retention Period

Production Schedules Schedulers/Planners 2 years

Daily Production Reports Supervisors 2 years

Downtime Logs Supervisors 2 years

7. Key Performance Indicators (KPIs)
Schedule adherence rate
Production lead time
Downtime frequency and duration
Order fulfillment rate
Resource utilization rate

8. Review & Continuous Improvement
Regularly review production scheduling and workflow performance in departmental meetings. Identify process
bottlenecks and improvement opportunities. Update the SOP as required to reflect changes in technology, process
improvements, or company policy.
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