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% yourlogo here SOP template

Manufacturing

Title SOP for Product Assembly Line
SOP number MFG-SOP-2024 July 1, 2024 Prepared by Samantha Lee, Manufacturing Supervisor
_ July 1, 2025 Approved by Thomas Clark, Director of Manufacturing

To outline a standardized This SOP applies to all staff Line workers: Responsible for performing specific tasks in the assembly
procedure for the assembly line working on the [Your product process as assigned.

of [Your product namel, name] assembly line,

ensuring consistent quality and including line workers, Supervisors: Oversee the assembly line operations, ensure SOP
maximizing production supervisors, and quality compliance, and manage worker schedules.

efficiency while maintaining a control inspectors.

safe working environment. Quality control inspectors: Conduct regular inspections to ensure product

quality standards are met.

Procedures

Preparation and setup:
- Verify that all necessary materials and tools are available and in good condition.
- Ensure the assembly line is clean and organized.
- Conduct a safety check of all equipment.

Assembly process:

Start the assembly line at the scheduled time.

Line workers fo perform their specific tasks as per training and guidelines.
Supervisors to monitor the workflow and adjust as needed for efficiency.
Follow all safety protocols to prevent accidents and injuries.
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Quality control:
- Inspect assembled products at designated checkpoints.
- Address any quality issues immediately and document the actions taken.

Post-assembly procedures:
- Shut down the assembly line following the completion of the day's production.
> Clean the work area and secure all tools and materials.
- Record production data, including quantity produced, defects identified, and any deviations from the SOP.

Documentation References and Review and
and records supporting information revision history
Maintain logs of daily production, quality - Product assembly guidelines. Document any SOP revisions, including reasons
control checks, and any incidents or and dates of changes.

deviations from the SOP. - Equipment manuals and safety protocols.
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