
Checklist

NEW SOP DOCUMENTATION 
QUALITY CONTROL 

____ 

This checklist ensures your newly created Standard Operating 
Procedures (SOPs) meet quality standards and are ready for 
implementation. Use this checklist to verify completeness, clarity, 
and effectiveness of your SOP documentation. 

1. Document Structure and Basic Elements
Include clear purpose statement
Clearly state why this procedure exists and what it aims 
to achieve. This provides context and helps users 
understand the SOP's importance. 
Define precise scope boundaries
Explicitly outline what the procedure covers and doesn't 
cover to prevent confusion about when to apply this SOP. 
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​ List required resources and tools​

Document all necessary equipment, materials, software, 
or access permissions needed to complete the 
procedure, including specific versions where relevant. 

​ Specify role assignments​

Clearly define who performs each task and who's 
responsible for oversight to prevent confusion about 
responsibilities. 

2.​ Content Quality and Clarity 
​ Break down into sequential steps​

Ensure all steps are in logical order and written with clear, 
action-oriented language. 

​ Include visual aids where appropriate​

Add relevant flowcharts, diagrams, screenshots, or 
photos to enhance understanding of complex steps. 

​ Add quality control checkpoints​

Insert verification steps throughout the procedure to help 
users confirm correct execution. 

​ Include troubleshooting guidelines​

Provide clear instructions for handling common issues or 
exceptions that may arise. 

3.​ Safety and Compliance 
​ Document safety considerations​

Include all relevant safety warnings, required protective 
equipment, and precautionary measures. 
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​ Verify regulatory compliance​

Ensure the procedure aligns with all applicable 
regulations and industry standards. 

​ Add version control information​

Include document version number, date of last update, 
and approval status. 

4.​ Usability and Testing 
​ Test with fresh users​

Have employees who weren't involved in creating the 
SOP attempt to follow it and provide feedback. 

​ Verify completion times​

Document expected time frames for completing each 
major section of the procedure. 

​ Check for technical accuracy​

Have subject matter experts review and verify all 
technical information. 

5.​ Documentation Maintenance 
​ Create review schedule​

Establish when and how often the SOP should be 
reviewed for updates. 

​ Define update procedures​

Document the process for suggesting and implementing 
changes to the SOP. 
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​ Set performance metrics​

Identify specific metrics that will be used to measure the 
SOP's effectiveness. 

​ Establish feedback mechanisms​

Create clear channels for users to report issues or 
suggest improvements. 

6.​ Training Considerations 
​ Outline training requirements​

Specify any training or certifications needed before using 
the SOP. 

​ Include assessment criteria​

Define how user competency with the procedure will be 
evaluated. 
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