SOP Template: Photographic Evidence and Condition
Assessment Procedure

This SOP details the photographic evidence and condition assessment procedure, which includes guidelines for
capturing clear and accurate images, documenting physical conditions, and ensuring proper storage and presentation of
photographic records. The procedure aims to provide reliable visual documentation to support inspections, evaluations, and
decision-making processes across various applications.

1. Purpose

To establish a standardized procedure for capturing, documenting, and managing photographic evidence and condition
assessments for inspections and evaluations.

2. Scope

This SOP applies to all personnel responsible for conducting and documenting photographic evidence as part of
inspection, evaluation, or condition assessment processes.

3. Responsibilities

¢ Personnel: Capture and document photographic evidence as per guidelines.
¢ Supervisors/Managers: Ensure correct application of the SOP and approve records.
¢ Data Custodians: Store and manage photographic records securely.

4. Procedure

1. Preparation
o Obtain necessary equipment (camera, smartphone, lighting, measuring scale, etc.).
o Verify battery charge and data storage capacity.
o Gather relevant documentation forms/templates.

2. Image Capture Guidelines
o Photograph subject from multiple angles as required.
o Use adequate lighting; avoid shadows/reflections.
o Include a reference scale/object for size context.
o Ensure images are clear, focused, and unaltered.
o Record date, time, and location for each photo (use device metadata and log sheet).

3. Condition Assessment Documentation
o Annotate photographs with observations as needed.
o Complete condition assessment forms, describing any damage, wear, or irregularities.
o Correlate each photo with its respective observation.

4. Storage of Photographic Records
o Rename image files with clear, consistent naming conventions (e.g., YYYYMMDD _ Location_Subject).
o Upload images and forms to designated secure storage (digital archive, cloud repository).
o Backup data regularly according to organization policy.

5. Reporting and Presentation
o Compile photographic evidence and assessment findings into a report.
o Presentimages in logical sequence with concise captions and references.



o Review for accuracy and completeness before submission.

5. Quality Control

¢ Verify image clarity, relevance, and metadata accuracy.
¢ Cross-check all documentation for completeness and consistency.
¢ Conduct periodic audits of photographic record management.

6. Safety Considerations

¢ Ensure all photo-taking activities are conducted in compliance with site safety protocols.
¢ Do not compromise personal safety to obtain photographs.

7. References

¢ Organizational Recordkeeping Policy
¢ Inspection and Evaluation Guidelines

8. Revision History

Version Date Description Approved By

1.0 2024-06-20 Initial release Jane Smith
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