
Standard Operating Procedure (SOP): Daily and Weekly
Production Plan Development
This SOP details the process of daily and weekly production plan development, covering task scheduling, resource
allocation, capacity assessment, and workflow coordination. It ensures efficient production management by aligning operational
activities with demand forecasts, minimizing downtime, and optimizing labor and equipment utilization to meet production
targets consistently.

1. Purpose
To provide a standardized method for developing and executing daily and weekly production plans that meet forecasted
demand while ensuring optimal use of resources.

2. Scope
This procedure applies to Production Planners, Supervisors, and Operations Managers involved in the planning, scheduling, and
execution of production activities.

3. Responsibilities
Production Planner: Prepares and updates daily and weekly production plans based on demand forecasts and
available resources.
Supervisor: Implements the production plan and communicates requirements to the production team.
Operations Manager: Reviews and approves plans, addresses constraints, and ensures plan adherence.

4. Required Inputs
Demand forecasts (sales orders, forecasts, inventory levels)
Production capacity data (machine and labor availability, shift schedules)
Inventory levels of raw materials and components
Maintenance schedules
Previous period performance metrics

5. Procedure
5.1 Forecast Validation

1. Review sales orders and demand forecasts for the planning period.
2. Confirm with Sales/Planning teams concerning any adjustments or promotions impacting demand.

5.2 Capacity Assessment

1. Evaluate machine, labor, and material availability for the week.
2. Consider downtime for maintenance or setup changes in the capacity assessment.
3. Highlight any bottlenecks or constraints to management.

5.3 Resource Allocation & Scheduling

1. Allocate available resources (equipment, personnel, materials) to align with planned production volumes.
2. Sequence production orders to optimize workflow, minimize changeovers, and maximize equipment utilization.
3. Create a detailed schedule for each production line or work center.

5.4 Plan Review & Approval

1. Present the draft plan to Supervisors and Operations Managers for review.
2. Adjust the plan based on feedback and resolve resource conflicts or constraints.
3. Obtain final approval from the Operations Manager.

5.5 Communication & Implementation

1. Distribute the approved plan to all relevant departments and personnel.
2. Post schedules in production areas and communicate any critical changes as needed.



5.6 Monitoring & Adjustment

1. Monitor execution against the production plan in real time.
2. Track progress, address deviations promptly, and communicate adjustments.
3. Document reasons for any significant plan changes for continuous improvement.

6. Documentation & Records
Daily and weekly production plans (retained as per retention policy)
Capacity assessments and resource allocation logs
Performance reports and deviation records

7. Key Performance Indicators (KPIs)
Schedule adherence rate (%)
Downtime hours (planned vs. unplanned)
Order completion rate (%)
Resource utilization (%)

8. Review & Continuous Improvement
Hold weekly meetings to review plan adherence, discuss deviations, and capture improvement opportunities.
Update SOP as necessary based on lessons learned and operational changes.

9. Revision History

Version Date Description Author

1.0 [Insert Date] Initial release [Author Name]
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