
Standard Operating Procedure (SOP): Compliance
Checks and Audit Preparation
This SOP details the compliance checks and audit preparation steps, including identification of relevant
regulations and standards, systematic review of internal policies and procedures, documentation gathering and
organization, internal audits and gap analysis, corrective action planning, staff training and awareness, scheduling and
coordination with auditors, and post-audit follow-up. 
Objective: To ensure full regulatory compliance, minimize risks, and achieve successful audit outcomes through
thorough preparation and continuous improvement.

1. Scope
This SOP applies to all employees and departments involved in regulatory compliance and audit processes.

2. Responsibilities

Role/Department Responsibilities

Compliance
Officer

Oversees compliance checks, audit preparation, and coordination
with auditors

Department
Heads Ensure departmental compliance and staff participation

Staff Participate in training, provide documentation, and implement
corrective actions

3. Procedure Steps
1. Identify Relevant Regulations and Standards

Review applicable local, state, federal, and industry-specific regulations and standards relevant to
organizational operations.

2. Systematic Review of Internal Policies and Procedures
Compare internal policies with external requirements to ensure alignment and identify any discrepancies.

3. Documentation Gathering and Organization
Collect and organize all required documents, such as licenses, certificates, training records, operational
procedures, and audit logs.

4. Conduct Internal Audits and Gap Analysis
Perform self-assessments to identify compliance gaps and areas for improvement.

5. Corrective Action Planning
Develop and implement corrective action plans to resolve any identified gaps or deficiencies.

6. Staff Training and Awareness
Ensure all staff understand relevant compliance requirements and the importance of audit readiness through
targeted training sessions.

7. Scheduling and Coordination with Auditors
Contact auditors to schedule audits, provide requested information in advance, and coordinate audit
logistics.

8. Post-Audit Follow-Up
Review audit findings, address recommendations, and implement continuous improvement measures based
on audit outcomes.

4. Records and Documentation
Compliance checklists

Audit schedules

Training records

Internal audit reports and corrective action plans



Correspondence with auditors

5. Review and Update
This SOP must be reviewed annually or upon significant regulatory changes to ensure ongoing compliance and
effectiveness.

Effective Date: __________________
Approved By: _____________________
Next Review Date: ________________
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