Standard Operating Procedure (SOP): Work Order
Generation and Task Allocation Process

This SOP details the work order generation and task allocation process, covering the creation, approval, and
prioritization of work orders, assignment of tasks to appropriate personnel, tracking progress, and ensuring timely
completion. The procedure aims to streamline workflow management, enhance productivity, and maintain clear
communication across teams by systematically organizing work orders and effectively allocating resources.

1. Purpose

To establish a standardized process for generating work orders, allocating tasks, and tracking completion to ensure
efficient workflow and optimal resource utilization.

2. Scope

This procedure applies to all departments involved in requesting, processing, and executing work orders within the
organization.

3. Responsibilities

Role Responsibility

Requester Submits work order request and provides necessary details.
Supervisor/Manager Reviews, approves, and prioritizes work orders.

Work Coordinator Allocates tasks to appropriate personnel and updates tracking systems.
Assigned Personnel Executes assigned tasks and updates work status.

Quality Assurance Verifies task completion and compliance with standards.

4. Procedure

1. Work Order Creation
o The requester completes and submits a work order request form with detailed scope, urgency,
location, and contact information.
o All relevant supporting documents must be attached.
2. Review and Approval
o Supervisor/Manager reviews the work order request for completeness and necessity.
o Work order is approved, rejected, or returned for clarification.
3. Prioritization
o Approved work orders are ranked based on urgency, impact, and available resources.
4. Task Allocation
o Work Coordinator assigns tasks to qualified personnel based on skill set, workload, and availability.
o Assignment details are communicated to all relevant staff.
5. Tracking and Progress Monitoring
o All work orders and tasks are logged and tracked in the workflow management system.
o Progress is updated regularly by assigned personnel.
6. Completion and Closure
o Upon task completion, assigned personnel mark the work order as &€ complete’ in the system and
notify the Work Coordinator.
o Quality Assurance verifies the outcome meets required standards before final closure.
. Feedback and Continuous Improvement
o Requesters and staff provide feedback to identify areas for process improvement.

~

5. Documentation

Work Order Request Form

Task Assignment Logs

Progress Tracking Sheets/Software Reports
Work Order Completion and Verification Records



e Feedback Forms

6. References

e Company Policies on Workflow Management
e Software User Manuals
¢ Regulatory & Compliance Guidelines (if applicable)

7. Revision History

Version Date Description of Change Author/Approver

1.0 2024-06-05 Initial template issued SOP Administrator
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