SOP Template: Step-by-Step Assembly Process
Instructions

This SOP provides detailed step-by-step assembly process instructions to ensure accurate and efficient
construction of products, outlining each phase from initial preparation to final quality checks, minimizing errors, and
maintaining consistent production standards.

1. Purpose

Define a standardized process for assembling products to guarantee quality, safety, and efficiency throughout alll
production stages.

2. Scope

This SOP applies to all personnel involved in the assembly process within the manufacturing facility.

3. Responsibilities
¢ Assemblers: Follow documented assembly steps, report issues, and maintain workstation cleanliness.

¢ Supervisors: Oversee assembly operations, train team members, and ensure SOP compliance.
¢ Quality Inspectors: Conduct final quality checks and document non-conformances.

4. Materials & Tools Required

ltem Specification Quantity

Product Components As per Bill of Materials Varies

Assembly Tools (e.g., Screwdriver, Pliers, Wrench) As required
Personal Protective Equipment (PPE) Gloves, Safety Glasses, etc. 1 Set per Operator
Instruction Manual/Drawings Latest Revision 1

5. Step-by-Step Assembly Instructions

1. Preparation
o Review assembly drawings and instructions.
o Verify availability of all materials, tools, and PPE.
o Inspect the workstation to ensure cleanliness and organization.
2. Component Inspection
o Check each component for damage, defects, or discrepancies.
o Report any abnormality to the supervisor before assembly.
3. Sub-Assembly
o Assemble sub-components as indicated in the assembly drawing.
o Tighten to specified torque settings where applicable.
4. Main Assembly
o Integrate sub-assemblies and fit remaining parts in the specified sequence.
o Ensure components are correctly oriented and securely fastened.
5. Functional Testing
o Perform functional checks according to the testing procedure.
o Document and report any deviations or failures.
6. Final Inspection
o Visually inspect final assembly for alignment, completeness, and finish.
o Complete quality checklist and obtain supervisor sign-off.
7. Packaging & Documentation
o Package assembled product as per packaging guidelines.
o Attach all required documentation and labeling.

Note: Any deviation from the above procedures must be documented and approved by the supervisor.



6. Revision History

Version Date Description of Change Author

1.0 2024-06-01 Initial Release Production Manager
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