SOP Template: Bill of Materials Preparation and
Approval Protocols

This SOP details the bill of materials preparation and approval protocols, covering the systematic process for
accurately compiling, reviewing, and approving bills of materials. It includes guidelines for material identification, quantity
determination, documentation standards, cross-departmental coordination, verification procedures, and authorization
workflows to ensure that all materials required for production are correctly specified, accounted for, and approved prior to
procurement or manufacturing activities.

1. Purpose

¢ Define clear protocols for preparing, reviewing, and approving bills of materials (BOM).
¢ Ensure all required materials for production are accurately specified and approved.
e Maintain consistency and accountability across departments.

2. Scope

e This SOP applies to all personnel involved in the preparation, review, and approval of bills of materials related to
product manufacturing or procurement.
¢ Includes engineering, procurement, production, and quality assurance departments.

3. Responsibilities

Role Responsibilities

BOM Preparer Create and compile the initial bill of materials, ensuring accuracy and completeness.
Engineering Validate part specifications, material types, and technical requirements.
Procurement Confirm availability, lead times, and cost estimates for listed materials.

Quality Assurance Review compliance with standards and ensure documentation accuracy.

Approving Authority Final review and approval of the BOM for release to procurement/manufacturing.

4. Procedure

1. Material Identification
o Document each material with part numbers, descriptions, units of measure, and relevant specifications.
o Ensure unique identification for all items.

N

. Quantity Determination
o Accurately calculate and record required quantities for each material based on engineering drawings and
production forecasts.

3. BOM Documentation Standards
o Utilize standard BOM templates or formats as defined by the organization.
o Include revision history and date/time stamps on all documentation.

N

. Cross-Departmental Coordination
o BOM preparer circulates the draft BOM for input from Engineering, Procurement, and QA as required.
o Address all feedback or required changes before finalization.

5. Verification Procedures
o Check all entries for accuracy, completeness, and compliance with organizational standards.
o Verify quantities, part numbers, and specifications against source documents.

»

. Approval Workflow
o Route the verified BOM to the designated Approving Authority for final review and sign-off.



o Record approval with documented signature, date, and revision reference.
o Release the approved BOM to Procurement and Production departments for execution.

5. Documentation and Records

¢ AllBOMs and related approvals must be stored in the designated document management system.
e Maintain revision history and ensure traceability of all changes and approvals.
¢ Retention period for BOM records is minimum of X years (set according to company policy).

6. References

BOM Template/Form
Engineering Drawings
Procurement Policy Manual
Quality Assurance Guidelines

7. Revision History

Version Date Description Approved By

1.0 2024-06-15 Initial SOP Release
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