Standard Operating Procedure (SOP)

Assembly Line Setup and Preparation Procedures

This SOP details the assembly line setup and preparation procedures, covering equipment inspection, workstation
organization, tool calibration, safety checks, component verification, and workflow optimization. It ensures the assembly
line is efficiently prepared to maintain production quality, minimize downtime, and promote worker safety throughout the
manufacturing process.
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1. Purpose

To outline procedures for setting up and preparing the assembly line to ensure efficient, safe, and high-quality production
outcomes.

2. Scope

This procedure applies to all personnel responsible for the setup and preparation of the assembly line within the
manufacturing facility.

3. Responsibilities

Line Supervisor: Oversees and verifies all setup steps are completed.
Assembly Operators: Perform setup tasks as outlined.

Maintenance Personnel: Conduct equipment and tool checks/calibration.
Quality Assurance (QA): Confirms component and process readiness.

4. Required Materials & Equipment

Assembly line equipment and tools
Callibration instruments

Personal protective equipment (PPE)
Authorized components and materials
Setup and inspection checklists

5. Procedure

1. Preparation & PPE
o Ensure all personnel involved have signed in and are wearing appropriate PPE.
o Verify assembly area is clean and free of obstructions.

2. Equipment Inspection
o Check all assembly machines and equipment for any physical damage or residue.
o Confirm power supply and emergency stops are functional.

3. Workstation Organization
o Arrange tools and materials according to standard layout diagrams.
o Ensure tool trays, bins, and component racks are filled and orderly.

4. Tool Calibration
o Calibrate required tools (e.g., torque wrenches, testers) using approved procedures.
o Document calibration results on the setup checklist.



5. Safety Checks

o Inspect all safety devices (e.g., guards, light curtains) for proper operation.
o Verify all workers are aware of emergency exits and procedures.

6. Component Verification
o Match received components/parts to work order and issuance list.
o Check for part number, quantity, and condition (no damage or expiry).

7. Workflow Optimization
o Align workstations for optimal part flow and minimal bottlenecks.
o Display current work instructions and quality standards at each station.

8. Final Review
o Supervisors/QA perform a walkthrough using the setup checklist.
o Address and correct any discrepancies before production starts.

6. Documentation

e Maintain completed setup and calibration checklists for each shift/startup.
¢ Log and report any issues or deviations to the supervisor immediately.

7. Safety & Quality Notes

¢ Never operate equipment if any safety check fails.
¢ Follow lockout/tagout protocols during maintenance or troubleshooting.
¢ Adhere to quality standards for all materials and tools used.

8. Revision History

Revision Date Description Author

1.0 [Enter Date] Initial release. [Name]
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