Standard Operating Procedure (SOP)
Legal and Regulatory Compliance Checks

1. Purpose

This SOP details the procedures for conducting legal and regulatory compliance checks, encompassing
verification of adherence to applicable laws, regulations, and industry standards. It aims to ensure that all organizational
operations meet legal requirements, minimize risks of non-compliance, maintain ethical business practices, and
prepare for audits and inspections through systematic monitoring and documentation.

2. Scope

This procedure applies to all departments and operations within the organization that are subject to legal or regulatory
requirements, including but not limited to labor laws, data protection, environmental standards, financial regulations,
and industry-specific standards.

3. Responsibilities

e Compliance Officer: Oversees the compliance check process, coordinates compliance activities, and
reports findings to management.

¢ Department Heads: Ensure departmental compliance with applicable laws and regulations and provide
necessary documentation during checks.

¢ Employees: Cooperate during compliance checks and comply with all regulatory requirements.

4. Procedure

1. Ildentification of Applicable Requirements
o Compile a list of all relevant laws, regulations, and industry standards applicable to the organization's
operations.
o Review and update this list at least annually or whenever there are significant regulatory changes.
2. Assessment Planning
o Develop a compliance check schedule, prioritizing high-risk areas.
o Notify relevant departments of upcoming checks.
3. Conducting Compliance Checks
o Review internal policies, procedures, and records for adherence to legal and regulatory requirements.
o Interview staff, inspect facilities, and examine key documentation, as necessary.
4. Documentation
o Record findings using the Compliance Checklist (see Appendix A).
o Document any non-conformities and areas of concern.
5. Reporting and Remediation
o Present findings to management via a Compliance Check Report.
o Recommend corrective and preventive actions for identified non-compliance issues.
o Assign responsibility and set deadlines for remediation efforts.
6. Follow-Up
o Verify the completion of corrective actions and update documentation accordingly.
o Monitor for recurrence of issues in subsequent checks.

5. Documentation and Records



¢ Maintain records of all compliance check schedules, checklists, reports, and corrective actions for a minimum
of X years (specify as per organizational policy or regulation).
e Ensure records are securely stored and accessible only to authorized personnel.

6. Review and Continuous Improvement

e Regularly review this SOP for effectiveness and update as necessary to reflect changes inlegal and
regulatory requirements.
e Solicit feedback from stakeholders to identify areas for process improvement.

Appendix A: Compliance Checklist (Sample)

Compliant
(Yes/No)

Responsible

Area/Process Requirement
Person

Findings/Comments

Adherence to labor laws and

HR Records :
data privacy

Environmental

Practices Waste disposal regulations

Finance Tax compliance

7. References

e |istof applicable laws and regulations
® Internal policies and procedures
e Previous compliance reports

8. Version Control

Version Date Description of Change Approved By

1.0 2024-06-XX Initial release
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