SOP Template: Self-Assessment and Preparatory
Documentation Guidelines

This SOP provides comprehensive self-assessment and preparatory documentation guidelines, detailing the
processes for conducting thorough internal evaluations and preparing required documents. It ensures accurate identification
of strengths, weaknesses, compliance status, and readiness for audits or project initiation. The guidelines promote
consistency, accountability, and thoroughness in documentation practices to support organizational objectives and regulatory
adherence.

1. Purpose

To establish a standardized method for conducting self-assessments and preparing pertinent documentation, ensuring
organizational compliance, readiness, and continuous improvement.

2. Scope

This SOP applies to all departments and personnel involved in internal assessments, compliance reviews, project
onboarding, or audit preparation activities.

3. Responsibilities

Assessment Team: Conducts self-assessment as per guidelines.

Department Heads: Ensure departmental compliance and documentation readiness.
Quality Assurance: Reviews assessment reports and verifies documentation completeness.
Document Owner: Maintains and updates documentation per schedule.

4. Procedure

1. Planning the Assessment
o Define scope and objectives.
o Identify relevant regulations, standards, and policies.
o Develop an assessment schedule and team assignment.
2. Conducting the Self-Assessment
o Gather and review existing documentation.
o Evaluate current practices against standards and objectives.
o Document observations, strengths, weaknesses, and non-conformities.
3. Documentation Preparation
o Compile required documents (checklists, reports, evidence files).
o Ensure all documents are current, complete, and properly formatted.
o Use appropriate templates and file naming conventions.
4. Reporting Findings
o Draft a comprehensive self-assessment report.
o Summiarize key findings, gaps, and improvement recommendations.
o Submit report for review and approval.
5. Follow-up Actions
o Address identified weaknesses and non-conformities.
o Update documentation as needed.
o Schedule follow-up reviews to verify completion of corrective actions.

5. Documentation Checklist

Document Description Responsible
Self-Assessment Report Summary of findings, strengths, weaknesses, and recommendations | Assessment Team
Corrective Action Plan Steps/plans to address identified issues Department Heads
Compliance Checklist Completed checklist of regulatory requirements Quality Assurance

Document Register List and status of all preparatory documents Document Owner



Supporting Evidence Files = Records, logs, data, or evidence supporting assessment Assessment Team

6. Review and Revision

This SOP shall be reviewed annually or upon significant process or regulatory changes. All revisions must be documented
and communicated to relevant personnel.

7. References

¢ Internal Compliance Manuals
¢ Applicable Regulations and Industry Standards
¢ Organizational Policies and Procedures

Note: This is a general template and may be tailored to fit organization-specific requirements and industry standards.
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