SOP Template: Component and Material Tracking
Through Production Stages

This SOP details the process for component and material tracking through production stages, ensuring accurate
monitoring and documentation from initial receipt to final assembly. It encompasses inventory management, barcode and
RFID scanning protocols, stage-by-stage status updates, quality control checkpoints, and traceability measures. The
objective is to maintain efficient workflow, minimize errors, enhance accountability, and support compliance with
regulatory and quality standards throughout the manufacturing process.

1. Purpose

To outline standardized procedures for tracking components and materials through all production stages, ensuring
traceability, quality assurance, and compliance with relevant regulations.

2. Scope

This SOP applies to all personnel involved in receiving, handling, processing, assembling, storing, and shipping
components and materials within the production facility.

3. Responsibilities

Warehouse Staff: Receive, inspect, and record incoming components/materials.
Production Staff: Scan and update statuses at each production stage.

Quality Control (QC) Staff: Conduct inspections and document QC checkpoints.
e Supervisors: Oversee compliance and validate records.

Inventory/Logistics Personnel: Maintain traceability and reporting.

4. Procedure

1. Receipt and Inspection
o Verify shipment contents against purchase orders.
o Inspect materials/components for damage or discrepancies.
o Assign unique identification (barcode/RFID tag) to each batch/lot.
o Log into inventory management system.
2. Storage and Inventory Management
o Store according to established guidelines (location, conditions, etc.).
o Update system location and status records.
3. Material Issuance
o Confirm work order and material request.
o Scan components/materials out of inventory and into production.
4. Production Stage Tracking
o At each production stage, scan components/materials to update status.
o Annotate production records with time, date, and operator ID.
5. Quality Control Checkpoints
o Conduct QC inspections at designated stages.
o Document findings and scan to link QC records with materials/components.
6. Assembly and Final Verification
o Ensure all components used are properly scanned and verified.



o Log final assembly details and status.

7. Shipping/Dispatch
o Scan and update status as completed/ready for shipment.
o Archive complete records for traceability.

5. Documentation

¢ Inventory logs

e Receiving and inspection forms

e Barcode/RFID scanning records
e Production and status update logs
e Quality control reports

e Shipping and dispatch records

6. Traceability Measures

e Ensure all items have unique, scannable identifiers (barcodes or RFID tags).
e Maintain operation histories, linking each component/material to relevant production stages and QC outcomes.
e Store and back up records in accordance with regulatory requirements.

7. Quality and Compliance

e Regularly audit tracking records and processes for accuracy and completeness.
¢ Implement corrective actions for discrepancies or process deviations.
e Train personnel on tracking protocols and system updates as needed.

8. Revision History

Version Date Description of Change Approved By

1.0 2024-06-12 Initial issuance Production Manager
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