SOP Template: Quality Assurance and Inspection
Checkpoints

This SOP details the quality assurance and inspection checkpoints to ensure product consistency, compliance with
standards, and customer satisfaction. It covers procedures for raw material inspection, in-process quality checks, final
product evaluation, documentation requirements, and corrective action protocols. Implementing these checkpoints helps
maintain high quality standards, minimize defects, and support continuous improvement efforts within the production
process.

1. Purpose

To establish standardized procedures for quality assurance and inspection at defined checkpoints throughout the
production process.

2. Scope

This SOP applies to all production, inspection, and quality management staff involved in manufacturing and quality control
processes.

3. Responsibilities

¢ Quality Assurance (QA) Team: Conduct and document inspections; ensure compliance with SOP.
¢ Production Staff: Participate in inspections and implement corrective actions.
¢ Supervisors/Managers: Monitor adherence, review reports, and facilitate training.

4. Inspection Checkpoints & Procedures

Checkpoint Procedure Responsible | Documentation

e Verify supplier certificates and
batch numbers

Raw Material ¢ Visually inspect for contamination | QA/Receiving | Raw Material Inspection Log,

Inspection or defects Staff Supplier Certificates

e Test samples as specified

e Measure key product parameters
at setintervals
g : e Visually inspect for .
In-Process Quality nonconformance QA/Production In-Process Inspection Checklist
Checks L Staff
e Record deviations and take
immediate action

e Verify product specifications and

packaging

Final Product * Testfinished goods as required .

Evaluation o Approve or reject batch for QA Team Final Product Release Form
shipment

5. Documentation Requirements

¢ Maintain up-to-date records for each inspection checkpoint.
¢ Ensure traceability of products through batch numbers and inspection logs.
e Document nonconformities and corrective actions in the appropriate register.

6. Corrective Action Protocol



Identify and document any deviations or nonconforming products.
Initiate immediate containment measures to prevent further processing.
Root cause analysis to determine underlying issues.

Implement corrective and preventive actions (CAPA).
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7. Continuous Improvement

¢ Review inspection data regularly to identify trends.
¢ Update SOP and training materials as needed.
e Encourage feedback from staff for ongoing quality improvement.

8. References

¢ Applicable quality standards (e.g., ISO 9001)
¢ Company Quality Manual
e Supplier Specifications

9. Revision History

Verify effectiveness of actions taken before resuming normal processing.

Date Version Description

Approved By

2024-06-01 1.0 Initial release

QA Manager
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