
Standard Operating Procedure (SOP)
Review of Production Schedules and Work Orders
This SOP details the process for the review of production schedules and work orders, ensuring accurate alignment
of resources, timelines, and priorities to optimize workflow efficiency. It covers responsibilities for schedule assessment,
verification of work order details, coordination with relevant departments, and documentation protocols to maintain
seamless production operations and timely delivery.

1. Purpose

To establish a standardized process for systematically reviewing production schedules and work orders, ensuring clarity,
accuracy, and coordination across all involved departments.

2. Scope

This SOP applies to all personnel responsible for production planning, scheduling, work order management, and
interdepartmental coordination within the production facility.

3. Responsibilities

Role Responsibilities

Production Scheduler Reviews schedules, verifies work order accuracy, and updates timelines as needed.

Department Supervisors Confirm resource availability and provide feedback on scheduling constraints.

Quality Assurance Ensures compliance with production standards before schedule approval.

Production Manager Approves final schedules and resolves conflicts as required.

4. Procedure

1. Receive and Review Schedules:
Obtain the latest production schedule from the scheduling system.
Check for completeness and accuracy of listed work orders.

2. Verify Work Order Details:
Confirm details such as product codes, quantities, deadlines, and special instructions.
Ensure availability of raw materials and tools for each order.

3. Coordinate with Relevant Departments:
Share schedules with affected departments (e.g., logistics, maintenance, quality assurance, and inventory).
Address departmental concerns and document any adjustments required.

4. Document and Approve Schedules:
Update schedules and work orders based on feedback.
Secure approvals from the Production Manager and file all documents per company protocol.

5. Distribute Final Schedules:
Send the final approved schedules and work orders to all relevant teams.
Ensure acknowledgment of receipt and understanding of schedules by team leads.

6. Monitor Implementation:
Track production progress in relation to the schedule.
Address deviations promptly and update all parties as necessary.

5. Documentation

All versions of production schedules and work orders must be archived electronically with version control.
Meeting notes, feedback, and approval records must be retained as per company policy.
Change logs documenting edits or rescheduling must be maintained for audit purposes.

6. References



Production Planning System Manual
Quality Management Documentation Policy
Interdepartmental Communication Guidelines

7. Revision History

Version Date Description Approved By

1.0 2024-06-20 Initial release Production Manager
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