
SOP: Work Order Initiation and Scheduling Procedures
This SOP details the work order initiation and scheduling procedures, covering the process of creating, prioritizing, and
assigning work orders, scheduling tasks efficiently, resource allocation, and monitoring progress. The objective is to
streamline maintenance and operational workflows, ensuring timely and organized completion of all work orders to enhance
productivity and minimize downtime.

1. Purpose
To establish standardized procedures for initiating, prioritizing, assigning, and scheduling work orders to optimize efficiency,
resource management, and timely completion of tasks.

2. Scope
This procedure applies to all staff involved in maintenance and operational workflows requiring the use of work orders.

3. Responsibilities

Role Responsibilities

Maintenance
Supervisor

Review and approve work orders, assign resources, oversee scheduling, and monitor
progress.

Technicians/Operators Execute assigned tasks, report completion, and document issues or delays.

Requestor Initiate work orders with clear, accurate descriptions.

4. Definitions
Work Order: A documented request for maintenance, repair, or operational tasks.
Scheduling: The process of allocating time and resources to specific work orders.
Priority Level: The urgency assigned to a work order based on safety, operational impact, or downtime risk.

5. Procedure
1. Work Order Initiation

a. Requestor completes a work order form or submits a digital request, providing all required details (description,
location, urgency, contact info).

b. Work order is submitted to the Maintenance Supervisor for review.

2. Review and Prioritization
a. Supervisor reviews work order details for completeness and accuracy.
b. Assigns a priority level (Emergency, High, Medium, Low) based on established criteria.
c. Logs the work order in the tracking system (manual log or CMMS).

3. Assignment and Resource Allocation
a. Assign technicians or teams based on skillset, workload, and availability.
b. Identify and allocate necessary materials, tools, and safety equipment.

4. Scheduling
a. Schedule the work order considering priority, resource availability, and operational constraints.
b. Enter the scheduled date/time in the system and notify assigned personnel.

5. Execution and Monitoring
a. Technicians perform assigned tasks as scheduled, updating the work order status as work progresses.
b. Supervisor monitors progress, addresses issues or delays, and adjusts scheduling as necessary.

6. Completion and Documentation
a. Upon task completion, technicians update the work order with details of work performed and materials used.
b. Supervisor reviews and closes the work order in the system.
c. Archived for future reference and performance analysis.

6. Records



Work order forms and logs
Scheduling records (manual or electronic)
Completion reports and analysis

7. Related Documents
Maintenance Request Form
Priority Assessment Guidelines
Work Order Tracking SOP

8. Revision History

Version Date Description Author

1.0 2024-06-10 Initial creation [Your Name]
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