SOP Template: Request Closure and System Updating
Processes

This SOP defines the request closure and system updating processes, covering the standardized procedures for
formally closing requests, verifying completion criteria, recording closure details, updating related system records,
ensuring data integrity, and maintaining accurate documentation. The goal is to streamline the closure workflow, enhance
communication between stakeholders, and ensure all system information reflects the current status to support operational
efficiency and accountability.

1. Purpose

To outline the standardized process for request closure and associated system updates, ensuring accurate
documentation, data integrity, and clear communication with stakeholders.

2. Scope

e All service, support, or work requests that require formal closure within the organization's system(s).
¢ Applicable to staff responsible for closing requests and maintaining related system records.

3. Responsibilities

Role Responsibility
Request Owner Ensure fulfillment of request requirements and initiate closure process.
System Administrator Verify and update system records, maintain data integrity.
Stakeholders Review closure notifications and provide feedback if necessary.

4. Definitions

* Request: Any ticket, order, or documented need for action that is tracked in the system.
¢ System: The platform or application used to track and manage requests.
¢ Closure: The formal process of marking a request as complete within the system.

5. Procedure

1. Verify Completion Criteria
o Review that all requirements for the request have been met.
o Ensure required documentation and stakeholder sign-offs are completed.
2. Initiate Request Closure
o Access the relevant request in the system.
o Change status to 8€ceCompleteda€ or a€ceClosed,a€ as applicable.
3. Record Closure Details
o Document final actions taken, completion date, and responsible personnel.
o Attach supporting documentation, if required (e.g., completion reports, test results).
4. Update Related System Records
o Verify that all linked fields, dependencies, and related requests reflect the closure.
o Ensure relevant stakeholders are notified of the closure via system notifications or email.
5. Verify Data Integrity
o Perform routine checks to confirm accuracy and completeness of request data.
o Correct discrepancies or escalate issues as necessary.
6. Maintain Accurate Documentation
o Archive completed requests according to retention guidelines.
o Ensure audit trails are complete and accessible.

6. Documentation and Records

Closure reports and associated attachments
System audit logs

Stakeholder communications

Request lifecycle history



7. Review and Improvement

e SOP to be reviewed annually or as needed.
¢ Feedback from stakeholders will be considered for process improvement.

8. References

¢ Related SOPs: Request Fulfillment, Issue Management
e System user manuals
¢ Organizational data retention policy

9. Revision History

Version Date Description Author

1.0 2024-06-08 Initial SOP template release [Your Name]



	SOP Template: Request Closure and System Updating Processes
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Definitions
	5. Procedure
	6. Documentation and Records
	7. Review and Improvement
	8. References
	9. Revision History


