SOP Template: Vendor and Contractor Onboarding
Procedures

This SOP details the vendor and contractor onboarding procedures, covering the verification of qualifications,
compliance with company policies, safety training, documentation requirements, access authorization, communication
protocols, and performance monitoring. The goal is to ensure that all vendors and contractors meet organizational
standards, operate safely, and contribute effectively to project success while maintaining regulatory compliance.

1. Purpose

To establish standardized procedures for onboarding vendors and contractors, ensuring due diligence, compliance,
and effective collaboration.

2. Scope

This SOP applies to all departments engaging external vendors and contractors, both new and returning, for goods and
services.

3. Responsibilities

Role Responsibility

Procurement Team | Initiate onboarding, collect required documentation, and coordinate verification processes.

HR / Compliance Review qualifications, conduct compliance checks, and facilitate safety training.
IT / Facilities Manage access authorization and setup.
Project Manager Oversee communication protocols and monitor performance.

4. Procedure

1. Vendor/Contractor Selection
Identify suitable vendors/contractors based on project demands and evaluate against pre-defined criteria and
approved supplier lists.
2. Qualification Verification
o Collect company profile and relevant certifications.
o Verify licenses, insurance, and accreditations.
o Evaluate references and previous performance.

3. Compliance Review
o Ensure adherence to company policies (e.g., Code of Conduct, anti-bribery, data privacy).
o Complete background checks as required.

4. Safety and Security Training
o Schedule and document completion of safety (and, if applicable, cybersecurity) inductions.

5. Documentation Requirements
o Receive signed contracts/agreements.
o Obtain completed onboarding checklists, tax forms, NDAs, and any required regulatory documents.

6. Access Authorization
o Grant necessary site, system, and resource access, using approval workflows.
o Record and periodically review access rights.

7. Communication Protocols
o Introduce points of contact and escalation paths.
o Clarify reporting lines, communication channels, and meeting schedules.

8. Performance Monitoring
o SetKPIs and service level expectations.
o Review performance regularly; document and address issues or deficiencies.



5. Required Documentation

Company profile and references
Business licenses and certifications
Insurance certificates

Background check approvals

Signed contracts/agreements
Onboarding checklist

Completed safety/cybersecurity trainings
Access approval forms

6. Review and Continuous Improvement

This procedure will be reviewed annually or as required based on changes in regulations or company policy. Feedback
from stakeholders will be used to improve the onboarding process.

7. Appendix

e Onboarding Checklist Template
e Sample Access Authorization Form
e Example Service Level Agreement (SLA)
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