SOP Template: Initial Review for Completeness and
Jurisdiction

This SOP details the process for conducting an initial review for completeness and jurisdiction, ensuring all
submitted documents and information meet required standards and fall within the appropriate legal or organizational
authority. The procedure includes verifying the accuracy and completeness of submissions, confirming the relevant
jurisdictional scope, and identifying any missing or inconsistent elements to facilitate efficient and compliant processing.

1. Purpose

To provide a standardized procedure for initial assessment of submissions, verifying their completeness and confirming
jurisdiction to enable efficient processing and compliance.

2. Scope

This procedure applies to all staff responsible for receiving, reviewing, or processing incoming applications, documents,
or requests subject to organizational or legal jurisdiction.

3. Responsibilities

¢ Reviewer/Intake Officer: Conducts initial review and ensures documentation is complete and within
jurisdiction.
¢ Supervisor/Manager: Provides guidance and oversight, resolves complex jurisdictional questions.

4. Procedure

1. Receive Submission
o Log the date, time, and method of receipt (e.g., email, web portal, in-person).
2. Preliminary Document Check
o Review documents against the submission checklist (see Section 6).
o Identify any missing or incomplete information.
3. Jurisdiction Verification
o Confirm submission falls within the organization’s legal or operational scope.
o Refer unclear cases to supervisor/manager.
4. Completeness Review
o Verify all required fields and documents are included and appropriately filled.
o Check consistency across all information provided.
5. Document Findings
o Record review findings in the appropriate tracking system or log.
6. Communicate with Submitter (if needed)
o Notify submitter of missing or incomplete items.
o Provide clear instructions on required corrections or additional documentation.
7. Escalate/Refer
o If unsure about jurisdiction, escalate to supervisor/manager for further review.
8. Proceed with Further Processing
o If complete and within jurisdiction, move to next stage of workflow.

5. Documentation and Records

e Maintain all review records, communication logs, and checklists in accordance with organizational
recordkeeping policies.

6. Submission Checklist (Sample)

ltem Required Provided Notes
Application Form Yes
Proof of Identity Yes

Supporting Documents As Needed



ltem Required Provided Notes

Payment (if applicable) As Needed

7. References

¢ Organizational policy documents
¢ Relevant legislation and regulations
e Submission forms and templates

8. Revision History

Date Version Description Author

2024-06-21 1.0 Initial Draft [Your Name/Dept]
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