
SOP Template: Quality Control and Assurance
Checkpoints
This SOP details quality control and assurance checkpoints designed to ensure product consistency, compliance
with industry standards, and customer satisfaction. It includes procedures for inspection, testing, documentation, and
corrective actions at critical stages of the production process to maintain high-quality outcomes and minimize defects.

1. Purpose
To define standard procedures for implementing quality control and assurance checkpoints throughout the production
process.

2. Scope
This SOP applies to all production processes, team members, and quality assurance staff involved in manufacturing,
inspection, and testing of products.

3. Responsibilities
Production Staff: Follow inspection and testing procedures; report anomalies.
Quality Control (QC) Personnel: Perform inspections, document findings, and ensure compliance.
Supervisors/Managers: Review records, approve corrective actions, and facilitate training.

4. Definitions
Checkpoint: A designated stage in the production process where quality is assessed.
Corrective Action: Steps taken to resolve identified non-conformities.
Non-conformance: Deviation from product specifications or standards.

5. Quality Control and Assurance Checkpoints

Stage Checkpoint Activity Documentation Responsible
Party

1. Incoming
Materials

Inspect material for quality, verify against
specifications Material Inspection Log QC Personnel

2. Pre-Production Review job order, confirm equipment calibration Pre-Production
Checklist

Production
Staff/QC

3. In-Process Sample testing, dimension checks In-Process QC Report QC Personnel

4. Final Inspection Physical and functional testing, visual inspection Final QC Report QC Supervisor

5. Pre-Shipment Verify packing, labeling, compliance
documentation

Shipping Inspection
Record

QC/Shipping
Staff

6. Procedures
1. At each checkpoint, perform the activity listed in the table above.
2. Record all findings and test results in the appropriate documentation.
3. Any non-conformance identified must be immediately communicated to the supervisor.
4. Initiate corrective actions as outlined in the Non-Conformance Procedure SOP.
5. Final approval for product release must be authorized by the QC Supervisor.

7. Documentation and Records
All inspection and testing records must be maintained in accordance with company policy and regulatory
requirements.
SOP documentation should be reviewed and updated annually or as necessary.



8. Corrective Actions
Identify root cause of non-conformance.
Implement corrective/preventive measures.
Verify effectiveness of corrective actions before resuming production.
Document all corrective actions taken.

9. References
ISO 9001:2015 Quality Management Systems
Internal Quality Policy Documents
Non-Conformance Procedure SOP

10. Revision History

Version Date Description Approved by

1.0 2024-06-01 Initial Release QA Manager


	SOP Template: Quality Control and Assurance Checkpoints
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Definitions
	5. Quality Control and Assurance Checkpoints
	6. Procedures
	7. Documentation and Records
	8. Corrective Actions
	9. References
	10. Revision History


