
SOP Template: Work Order Generation and Tracking
This SOP details the process of work order generation and tracking, covering the creation, assignment, monitoring,
and completion of work orders. It ensures accurate documentation, timely updates, and effective communication among
team members to enhance productivity, resource allocation, and project management efficiency.

1. Purpose
To establish a standardized process for generating, tracking, and closing work orders for efficient resource allocation,
project management, and communication.

2. Scope
This SOP applies to all personnel involved in the creation, assignment, and fulfillment of work orders within the
organization.

3. Responsibilities

Role Responsibility

Requestor Submits requests for work orders with relevant details.

Supervisor/Manager Reviews, approves, assigns, and prioritizes work orders.

Technician/Assignee Executes assigned work orders and provides status updates.

Administrator Maintains tracking system and ensures records are up to date.

4. Procedure
1. Work Order Creation

Requestor completes and submits a work order request form (manual or via digital system).
Include all pertinent details: description, location, urgency, and required resources.

2. Review and Approval
Supervisor reviews the request for completeness and relevance.
If approved, assign a unique work order number and categorize according to type and priority.

3. Assignment
Work order is assigned to an appropriate technician or team.
Assignee is notified via email or system alert.

4. Execution and Monitoring
Assigned personnel perform the specified tasks.
Progress and status updates are logged in the tracking system.

5. Completion and Documentation
Upon task completion, technician updates work order with results, actions taken, and closure date.
Supervisor reviews completed work order for accuracy and closes it in the system.

6. Reporting and Review
Regularly generate reports for open, in-progress, and closed work orders.
Identify trends, bottlenecks, and areas for process improvement.

5. Documentation and Records
All work orders must be documented and stored electronically or physically for a minimum of [define period].
Maintain a log of all changes and updates for audit and review purposes.

6. Communication
Ensure stakeholders are promptly informed of major updates, delays, or completion via designated
communication channels (e.g., email, system notifications).
Encourage feedback and clarification requests at any stage.



7. Revision History

Version Date Description Author

1.0 [Insert Date] Initial SOP creation [Insert Name]
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