SOP Template: Work Order Generation and Job
Assignment Procedures

This SOP details the work order generation and job assignment procedures, encompassing the creation, review,
and approval of work orders, job prioritization, resource allocation, communication protocols, and tracking of progress.
The objective is to ensure efficient task management, optimal workforce utilization, and timely completion of maintenance
and operational jobs while maintaining clear documentation and accountability.

1. Purpose

To provide a standardized process for generating work orders and assigning jobs to ensure efficient workflow, resource
optimization, and timely completion of tasks with clear accountability.

2. Scope

This SOP applies to all personnel involved in the creation, approval, assignment, and execution of work orders within the
organization.

3. Definitions

Term Definition

Work Order A formal document authorizing and describing maintenance or operational tasks to be performed.
Job Assignment | The act of allocating specific work orders to designated personnel or teams.

Requestor Individual submitting the initial work request.

Approver Authorized person who reviews and approves work orders.

4. Responsibilities

Requestor: Initiates work order requests with accurate details.

Approver: Reviews, prioritizes, and approves work orders.
Supervisor/Manager: Assigns jobs, allocates resources, and monitors progress.
Assigned Personnel: Executes assigned tasks and updates status.

5. Procedure

5.1 Work Order Creation

1. Requestor submits a work order request via the approved system (e.g., CMMS platform or paper form).
2. Work order request must include:

o Description of task

o Location

o Priority level

o Requested due date

o Supporting documents or images (if applicable)

5.2 Review and Approval

1. Approver reviews the submitted work order for completeness and accuracy.
2. Approver assigns a priority based on urgency and impact.
3. Approver approves or rejects the work order and notifies the requestor.

5.3 Job Assignment and Resource Allocation
1. Approved work order is assigned to appropriate personnel or team by the Supervisor/Manager.

2. Resource needs (personnel, tools, materials) are identified and allocated.
3. Assignees are notified of their tasks and deadlines via official communication channels.



5.4 Communication Protocols

1. Maintain clear and timely communication between all stakeholders via email, system notifications, or meetings.
2. Document all decisions and changes in the work order system for traceability.

5.5 Tracking and Progress Monitoring
1. Assigned personnel update work order status at key milestones (started, in progress, completed).

2. Supervisors regularly review statuses to ensure adherence to schedules and resolve bottlenecks.
3. All completed work orders are formally closed in the system with detailed completion notes.

6. Documentation and Records

e Allwork orders, approvals, assignments, and completion records must be retained as per company policy.

7. Key Performance Indicators (KPIs)

Work order completion time
Number of overdue work orders
Resource utilization rate
Feedback from stakeholders

8. Revision History

Date Revision Description Author

YYYY-MM-DD 1.0 Initial SOP implementation [Name]
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