
Standard Operating Procedure (SOP): Item Inspection
and Condition Assessment Guidelines
This SOP provides detailed item inspection and condition assessment guidelines, outlining standardized
procedures for examining items to ensure quality, functionality, and safety. It covers criteria for visual inspection,
identification of defects or damage, methods for assessing wear and tear, documentation of findings, and protocols for
reporting and addressing non-conformities. The purpose of this SOP is to maintain consistent evaluation standards,
support inventory accuracy, and ensure operational reliability by performing thorough and systematic inspections.

1. Purpose
To establish standardized procedures for inspecting and assessing the condition of items, ensuring quality, safety, and
compliance with inventory and operational standards.

2. Scope
This SOP applies to all personnel tasked with item inspections within the organization, covering all types of physical
assets and inventory items.

3. Responsibilities
Inspectors: Perform inspections and document findings accurately.
Supervisors: Oversee inspection processes and review reports.
Inventory Manager: Address non-conformities and oversee corrective actions.

4. Inspection Criteria
1. Visual Inspection:

Check for external defects (cracks, dents, discoloration, contamination, etc.).
Confirm all parts/components are present and intact.
Assess cleanliness and appearance according to standards.

2. Functional Testing:
Verify functionality/operation in accordance with manufacturer's specifications.
Note any abnormal noises, malfunctions, or irregularities.

3. Wear & Tear Assessment:
Evaluate levels of wear (scratches, worn labels, loose parts, etc.).
Assess against replacement or maintenance thresholds.

4. Compliance Verification:
Check for certification labels or regulatory compliance marks.

5. Documentation of Findings
1. Record item ID, description, and date of inspection.
2. Document observed conditions in the inspection log (see sample log below).
3. Attach supporting photos where applicable.
4. Submit completed inspection report to supervisors.

Item ID Description Date Condition Defects/Comments Inspector

12345 Widget A 2024-06-01 Good N/A ABrown

12346 Widget B 2024-06-01 Minor wear Surface scratch ABrown

6. Reporting & Non-Conformities
1. Report all identified defects or safety hazards to supervisors immediately.
2. Tag items requiring repair or quarantine to prevent use.
3. Initiate corrective action process for non-conforming items.



4. Document follow-up inspections and resolutions.

7. Review and Continuous Improvement
1. Supervisors review inspection findings regularly.
2. Update SOP based on lessons learned and audit feedback.
3. Provide training and refreshers to all inspection personnel.

8. References
Manufacturer manuals and specification sheets
Internal quality and safety policies
Regulatory compliance standards
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