SOP: Standardized Work Procedures and Workflow
Steps

Purpose

This SOP defines standardized work procedures and workflow steps to ensure consistency, efficiency, and quality
in task execution. It includes detailed instructions for each task, sequential workflow steps, roles and responsibilities,
quality control checks, and documentation requirements. The purpose is to streamline operations, minimize errors, and
enhance productivity across all departments by adhering to uniform work standards.

Scope

This SOP applies to all personnel involved in the execution of [Specify Process/Activity/Department].

Roles and Responsibilities

Role Responsibilities

Process Owner Oversee execution of procedures, ensure compliance, review performance.

Team Member Follow procedures, execute assigned tasks, report issues.

Quality Control Perform checks at designated steps, document findings, escalate issues as needed.

Manager/Supervisor Approve task completion, provide guidance, ensure resourcing.

Workflow Steps

Initiation: Receive task request and validate requirements.

Preparation: Gather necessary resources, tools, and information.

Execution: Perform the task according to procedure steps detailed below.

Quality Control: Conduct quality checks and verify outputs as per checklist.

Documentation: Record all relevant data, outcomes, and issues encountered.

Review & Closure: Submit documentation for review, obtain approval, and close out the task.

ok wbh=

Detailed Procedure

1. Task Receipt
o Log task details in the management system.
o Assign responsibility to appropriate personnel.
. Preparation
o Verify resource availability.
o Review relevant documentation and guidelines.
. Stepwise Task Execution
o Follow each step as prescribed in the task checklist.
o Mark completion of each step in the workflow tracker.
. Quality Verification
o Complete quality assurance checklist.
o Document and report any deviations or defects.
5. Documentation & Reporting
o Fill out required forms and update logs/systems.
o Attach supporting documentation as evidence.
. Approval & Closure
o Submit all documentation for review and approval.
o Archive records as per organizational standards.
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Quality Control Checks

e Use standardized checklists at each critical step.



e Random sampling or 100% verification, as required.
¢ Immediate reporting and correction of any non-conformance.
e Regular audits of process adherence.

Documentation Requirements

Task logs and workflow checklists

Quality assurance forms

Issue and escalation reports, if any

Approved final deliverables and records of completion

References

e Related SOPs
e Organizational policies and guidelines
e Applicable standards and regulations
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