SOP Template: Completion Verification and Quality
Inspection Steps

This SOP provides a detailed guide for completion verification and quality inspection steps, encompassing the
procedures to ensure products or services meet specified standards before final approval. It includes steps for thorough
inspection, documentation of findings, identifying defects or non-conformities, corrective actions, and final verification to
guarantee compliance with quality requirements and customer expectations. The purpose is to maintain high quality
standards and ensure all deliverables are completed accurately and satisfactorily.

1. Purpose

To outline a standardized process for verifying completion and conducting quality inspections, ensuring deliverables meet
all requirements and customer expectations before final approval.

2. Scope

This SOP applies to all finished products/services subject to completion verification and quality inspection before delivery
or acceptance.

3. Responsibilities

¢ Quality Inspector: Conducts inspections, documents findings, and initiates corrective actions.
¢ Project/Production Manager: Reviews inspection results and approves deliverables.
¢ Team Members: Address identified defects or non-conformities.

4. Procedure

1. Preparation
o Gather relevant documentation (drawings, checklists, customer requirements).
o Ensure the work area is safe and accessible for inspection.
2. Completion Verification
o Verify all tasks and deliverables are finalized according to project scope and specifications.
o Use checklists to confirm completion of required items or services.
3. Quality Inspection
o Perform visual and/or functional inspections as per standards.
o Check for conformity to specifications and absence of defects.
o Record all findings in the Quality Inspection Report.
4. Documentation
o Complete and file inspection checklists and reports.
o Document any defects, non-conformities, or areas of rework required.
5. Non-Conformance & Corrective Actions
o Identify and log non-conformities or defects.
o Notify responsible team/department for corrective action.
o Verify implementation of corrective actions and re-inspect as necessary.
6. Final Verification & Approval
o Perform a final check to confirm all issues are resolved and requirements are met.
o Obtain managerial (or client, if required) approval for final acceptance.
7. Record Keeping
o Store all inspection, completion, and approval documents as per record retention policy.

5. Forms & Documentation

Document/Form Description

Inspection Checklist Step-by-step list to verify all requirements and features are completed.

Quality Inspection Report | Log of inspection findings, defects, and non-conformances.

Corrective Action Log Record of actions taken to address identified issues.

Final Approval Form Sign-off document confirming completion and satisfactory inspection.




6. References

¢ Relevant industry standards (e.g., ISO 9001)
¢ Internal quality management procedures
e Customer specifications/contracts

7. Revision History

Date Version Description Author

2024-06-08 | 1.0 Initial SOP template issued | Quality Assurance Dept.

Note: This template should be customized for each specific process, product, or service as appropriate.
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