
SOP: Periodic Review and Update of Workflow
Approval Procedures
This SOP defines the process for the periodic review and update of workflow approval procedures, ensuring that all
approval workflows remain efficient, compliant, and aligned with organizational policies. It includes scheduled evaluations,
stakeholder consultations, documentation revisions, and implementation of approved changes to maintain optimal
operational standards and regulatory adherence.

1. Purpose
To establish a standardized method for the periodic review and update of workflow approval procedures within the
organization.

2. Scope
This SOP applies to all workflow approval processes utilized within [Organization/Department Name].

3. Responsibilities
Process Owners: Initiate and coordinate reviews, document outcomes, and implement approved changes.
Stakeholders: Participate in review and feedback sessions.
Compliance Team: Ensure updates meet all regulatory and policy requirements.
Management: Approve major changes to procedures.

4. Definitions

Term Definition

Workflow Approval Procedure The documented process outlining steps and criteria for approving work items.

Periodic Review A scheduled evaluation of procedures to ensure relevance and compliance.

Stakeholder An individual or group with a vested interest in the workflow approval process.

5. Procedure
1. Scheduling Reviews:

Reviews are conducted at least annually or as significant changes occur in regulations or operations.
The Process Owner maintains a review schedule.

2. Preparation:
Collect the latest versions of all workflow approval documents and records.
Notify relevant stakeholders and schedule review meetings.

3. Evaluation:
Assess current procedures against objectives, regulations, and best practices.
Identify inefficiencies, bottlenecks, or compliance gaps.

4. Stakeholder Consultation:
Gather input and feedback from all relevant stakeholders.
Document any proposed changes or suggestions for improvement.

5. Documentation Revision:
Update workflow documentation to reflect agreed-upon changes.
Ensure revision control and versioning of all documents.

6. Approval and Implementation:
Submit significant changes to management for approval.
Communicate updates and provide necessary training to staff.
Implement changes according to a designated rollout plan.

7. Recordkeeping:
Maintain records of review meetings, feedback received, and changes implemented.



6. References
[Insert relevant policies, regulatory guidelines, or standards here]
[Document control numbers, if applicable]

7. Revision History

Version Date Description Author

1.0 [YYYY-MM-DD] Initial release [Name]
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