
SOP Template: Documentation and System Update
Requirements
This SOP defines the documentation and system update requirements essential for maintaining accurate records
and ensuring timely updates to all operational systems. It covers procedures for creating, reviewing, approving, and
storing documents, as well as protocols for software and system updates to enhance efficiency, security, and compliance.
The goal is to maintain consistency, traceability, and reliability in documentation and system performance across the
organization.

1. Purpose
To ensure all documentation and system updates are performed in a structured, compliant, and traceable manner to
maintain operational integrity and meet regulatory or internal standards.

2. Scope
This SOP applies to all personnel involved in creating, modifying, reviewing, approving, and managing organizational
documentation, as well as those responsible for the implementation and verification of software and system updates.

3. Responsibilities
Document Owners: Initiate and maintain documentation.
Reviewers: Review and suggest changes for accuracy and completeness.
Approvers: Approve final documents and changes.
IT/System Administrators: Oversee software/system updates, testing, and deployment.
All Employees: Adhere to the latest versions of procedures and provide feedback as needed.

4. Procedure
4.1 Documentation Requirements

1. Create documents using approved templates. Include title, version, author, date, and status.
2. Submit documents for peer review. Document feedback and revisions.
3. Obtain approvals from designated authorities prior to release.
4. Store final documents in the centralized document management system with restricted access as needed.
5. Review and revise documents at least annually or when changes occur.
6. Archive obsolete documents for a minimum of 3 years or as per compliance requirements.

4.2 System Update Requirements

1. Maintain an inventory of all operational systems and software versions.
2. Monitor for updates (patches, security, enhancements) from vendors on a routine basis.
3. Assess all updates for relevance, security impact, and compatibility. Document findings.
4. Schedule and communicate planned updates to all affected users in advance.
5. Test updates in a controlled environment before full deployment.
6. Deploy updates as per the approved schedule, following a backup procedure if necessary.
7. Record all updates in the system log, including date, version, person responsible, and outcomes.
8. Verify and validate the functionality post-update, addressing any issues as needed.

5. Records Management
All documentation and update records must be stored in secure, backed-up repositories.
Records must be indexed and easily retrievable for audits and internal/external reviews.
Retain records per organizational or regulatory guidelines.

6. Compliance & Review
Periodic audits will be carried out to ensure adherence to this SOP.
This SOP shall be reviewed annually or upon significant organizational/system changes.



7. Revision History

Date Version Description of Change Author

2024-06-14 1.0 Initial SOP release. [Your Name]
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