SOP: Schedule for Routine File Audits and Reviews

This SOP establishes a schedule for routine file audits and reviews to ensure accuracy, compliance, and proper
documentation management. It outlines the frequency of audits, responsible personnel, audit criteria, documentation
standards, and procedures for addressing discrepancies. The goal is to maintain data integrity, identify and rectify errors
promptly, and support continuous improvement in record-keeping practices across the organization.

1. Purpose

To define a consistent process and schedule for auditing and reviewing organizational files, aiming to uphold the highest
standards of data integrity and compliance.

2. Scope

This SOP applies to all departments and personnel responsible for creating, maintaining, or managing organizational files
and records.

3. Schedule & Frequency

File Type/Location Audit Frequency Responsible Personnel
Financial Records Quarterly Finance Manager
HR/Employee Files Semi-annually HR Supervisor
Operational/Project Documents Monthly Project Leads/Department Heads
Regulatory Compliance Files Annually Compliance Officer
Digital Server and Cloud Storage Monthly IT Manager
4. Audit Criteria

Completeness (all required documents present)

Accuracy (information is up-to-date and correct)

Compliance with organizational policies and legal requirements
Proper classification and labeling

Data retention and disposal compliance

5. Audit Procedure

Access designated files according to the schedule.

Review files based on the established audit criteria.

Record findings in the File Audit Log (see Section 7).

Identify and document discrepancies or non-compliance items.

Communicate findings to relevant stakeholders and assign corrective actions.
Re-audit after corrective actions if necessary.
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6. Documentation Standards

¢ All audit findings must be documented in the File Audit Log.
e Corrective actions and dates of resolution must be tracked.
¢ Records of completed audits must be retained for a minimum of three years.

7. File Audit Log Template

File/Record . i . . Corrective Action Resolution
Date Area Auditor Findings Discrepancies Taken Date
VYYY- [Specify File [Auditor  [Summary of [List Any [Describe Corrective = [Date of

mm-dd =~ Type/Area] Name] Findings] Discrepancies]  Measures] Resolution]



8. Responsibilities
¢ Department Heads: Ensure audits are conducted as scheduled and maintain records.

¢ Auditors: Objectively review files, document findings, and escalate issues as required.
¢ Compliance Officer: Oversee overall adherence to file management policies and audit schedule.

9. Continuous Improvement

e Periodic review of the SOP and audit outcomes.
¢ Incorporate feedback and update procedures as needed to improve effectiveness.
¢ Provide training for staff involved in file management and audits.

10. Review & Approval

This SOP will be reviewed and approved annually, or sooner if organizational or regulatory requirements change.
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