Standard Operating Procedure (SOP)

Production Scheduling and Workflow Coordination

This SOP details the processes involved in production scheduling and workflow coordination, including the
planning and allocation of resources, timeline management, task sequencing, and interdepartmental communication.
The objective is to optimize production efficiency, minimize downtime, ensure timely delivery, and maintain a smooth
workflow across all stages of the manufacturing or service process.

1. Purpose

To establish standardized procedures for effective production scheduling and workflow coordination within the
organization, ensuring consistent results and continuous improvement.

2. Scope

This SOP applies to all personnel involved in production planning, scheduling, execution, and workflow management. It
covers the coordination among production, inventory, quality, maintenance, and relevant support departments.

3. Responsibilities

¢ Production Manager: Oversee scheduling, approve changes, and ensure workflow efficiency.

¢ Schedulers/Planners: Develop and update production schedules, allocate resources, monitor progress.

¢ Department Heads: Communicate resource availability and constraints, participate in coordination meetings.
¢ Operators/Staff: Follow the scheduled tasks and report issues or delays promptly.

4. Procedure

1. Forecasting & Demand Analysis
o Review sales forecasts and order backlog.
o Estimate resource requirements based on demand.
2. Production Planning
o Develop a master production schedule (MPS) outlining major tasks, deliverables, and deadlines.
o Break down the MPS into daily/weekly tasks.
3. Resource Allocation
o Assign available resources (personnel, machinery, materials) to scheduled tasks.
o Coordinate with maintenance and inventory teams to confirm resource readiness.
4. Task Sequencing & Workflow Coordination
o Sequence tasks to optimize throughput and minimize downtime.
o Communicate task schedules to all involved departments.
5. Monitoring & Adjustment
o Track order progress and workflow in real time.
o |dentify bottlenecks or delays and implement corrective actions.
o Adjust schedules as necessary, documenting all changes.
6. Interdepartmental Communication
o Hold regular coordination meetings to align priorities and resolve conflicts.
o Ensure timely dissemination of schedule changes or urgent updates.
7. Documentation & Reporting
o Maintain records of production schedules, adjustments, and outcomes.
o Report performance metrics (e.g., on-time delivery rate, downtime incidents) to management.

5. Documentation

Document Type Description Responsible
Master Schedule High-level overview of production plans. Production Planner

Daily/Weekly Schedules Detailed breakdown of tasks for each shift. Schedulers



Document Type Description Responsible

Resource Allocation Surr_1mary of personnel, equipment, and material Department Heads
Sheets assignments.
Progress Reports Updates on workflow status and any deviations. Schedulers
Performance Metrics KPI dashboards or reports for management review. Production
Manager

6. Revision History
Revision Date Description Author
1.0 2024-06-05 Initial Release SOP Team

This SOP is to be reviewed annually or when significant changes occur in production processes.
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