Standard Operating Procedure (SOP): Quality
Inspection and Assurance Checklist

Purpose:

This SOP defines the process for conducting a quality inspection and assurance checklist to ensure products meet
specified standards and customer requirements. It covers the systematic examination of materials, components, and
finished goods, identification of defects, documentation of findings, and implementation of corrective actions. The goal is
to maintain consistent product quality, minimize defects, and enhance customer satisfaction through thorough quality
control and assurance practices.

1. Scope

This procedure applies to all materials, in-process components, and finished goods during receiving, production, and pre-
shipment inspection stages.

2. Responsibilities

¢ Quality Inspectors: Conduct inspections, record findings, and report defects.
¢ Production Supervisors: Facilitate inspections, implement corrective actions.
¢ Quality Assurance Manager: Review reports, oversee process adherence, approve corrective actions.

3. Procedure

Obtain the latest inspection standards and relevant product documentation.
Prepare inspection tools and checklists.

Identify and label the inspection lot.

Conduct inspection using the checklist (see Section 5).

Document findings and non-conformities.

Segregate non-conforming products for review.

Notify relevant personnel of defects and initiate corrective actions.
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Retain records of all inspections and actions taken.

4. Documentation

Quality inspection checklist (see below)
¢ Inspection logs and reports
Non-conformance reports

Corrective action records

5. Quality Inspection and Assurance Checklist Template

Result Comments / Action

Inspection ltem Standard / Criteria Method (Pass/Fail) Required

Material Type & Reference to purchase Visual/Document
Specification order/specifications check



Dimensions / Engineering Measurement

Tolerances drawings/tolerances tools
éﬁff:s;agi(;]?s/h Elrﬁss;ratches/dents, correct Visual inspection
Functional Testing Product functions as intended Operation/Test
Packaging & As per shipping and safety Visual/Checklist
Labelling standards

Other (specify)

6. Corrective Actions

All non-conformities must be communicated to the responsible department for investigation and rectification. Corrective
actions shall be monitored for effectiveness and documented accordingly.

7. Records Retention

Allinspection and corrective action records shall be retained for a minimum of 3 years or as required by
regulation/company policy.

8. Review and Revision

This SOP and checklist shall be reviewed annually or as needed to ensure continued effectiveness and compliance with
standards.
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