
Standard Operating Procedure (SOP)
Production Scheduling and Material Requisition Protocols
This SOP details production scheduling and material requisition protocols, establishing systematic procedures
for planning production timelines, coordinating resource allocation, and managing the timely requisition of materials. It
aims to optimize workflow efficiency, minimize downtime, and ensure that all necessary materials are available to meet
production targets. The guidelines cover schedule creation, approval processes, communication among departments,
inventory checks, supplier coordination, and documentation standards to maintain seamless production operations.

1. Purpose

To define standardized procedures for developing production schedules and requisitioning materials, ensuring
efficiency, accountability, and uninterrupted production flow.

2. Scope

This SOP applies to all production planning personnel, inventory management staff, and procurement teams involved in
scheduling production and requisitioning materials.

3. Responsibilities

Production Planner: Prepare and update production schedules.
Inventory/Materials Manager: Monitor inventory levels and process material requisitions.
Procurement Officer: Place and track orders with suppliers.
Department Managers: Approve schedules and material requests.

4. Procedure

1. Schedule Creation
a. Review sales orders, forecasts, and backlog reports.
b. Draft a preliminary production schedule based on demand and available resources.
c. Coordinate with relevant departments for input, resource allocation, and conflict resolution.

2. Schedule Approval
a. Circulate the draft schedule to department managers for review.
b. Incorporate feedback and finalize the schedule.
c. Obtain formal approval from the Production Manager and other stakeholders.

3. Material Requirement Planning
a. Calculate material requirements based on the approved production schedule and Bill of Materials

(BOM).
b. Check current inventory levels and identify shortages.
c. Create a material requisition form for required items not in stock.

4. Material Requisition and Procurement
a. Submit material requisition forms to the Inventory/Materials Manager.
b. Materials Manager reviews, consolidates, and approves requisition requests.
c. Procurement Officer issues purchase orders to suppliers and tracks delivery timelines.
d. Update stakeholders on any procurement delays or discrepancies.

5. Inventory and Supplier Coordination
a. Monitor inventory receipts and issue materials to production as scheduled.
b. Maintain regular communication with suppliers to ensure timely delivery.
c. Escalate urgent shortages to procurement and management for immediate resolution.

6. Documentation and Records
a. Retain all schedules, material requisition forms, purchase orders, and delivery records for audit

purposes.
b. Maintain version control and backup of all scheduling and material requisition documents.

5. Communication

Hold scheduled inter-departmental meetings to review production progress and material statuses.
Inform relevant teams of changes to the production schedule or material deliveries promptly.
Document critical communications in official records.

6. Review and Revision

This SOP shall be reviewed annually, or as necessary, to ensure its relevancy and effectiveness.



Updates and improvements should be documented and communicated to all relevant personnel.

7. References

Company Production Policy
Inventory Control Manual
Supplier Management Guidelines
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