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STANDARD OPERATING PROCEDURE AUDIT CHECKLIST

DOCUMENTATION AND STRUCTURE

Q# QUESTION SCORE
1 Does each SOP have a clear and descriptive title? /)
2 Does the SOP clearly outline its purpose and objectives?

3 Are SOP versions and revisions properly documented? /)
4 Is there consistency in formatting and structure across all SOPs? an)
CONTENT AND INFORMATION

Q#  QUESTION SCORE
5 Does the SOP define its scope and applicability clearly? am
6 Are procedures described in a detailed and sequential manner? an)
7 Are responsibilities outlined for each process step?

8 Arerelevant references or supporting documents included? an)
COMPLIANCE AND ACCURACY

Q#  QUESTION SCORE
9 Does the SOP adhere to relevant regulatory requirements? (/1)
10 Is the information within the SOP accurate and up-to-date? )
11 Does the SOP reflect industry best practices? ()]
12 Are SOPs reviewed and approved by authorized personnel? )
ACCESSIBILITY AND TRAINING

Q#  QUESTION SCORE
13 Are SOPs easily accessible to all relevant personnel? an
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14 Are training requirements specified within the SOP? an  YES
15 Is there documentation of personnel trained on SOPs?
CHANGE MANAGEMENT AND REVISION (3/3)100.0 %
Q#  QUESTION SCORE  RESPONSE PREVIOUS
16 Isthere a defined process for SOP revisions or updates? an) - YES
17 Are changes documented, and is there a revision history? am  YES
18 Are changes effectively communicated to relevant stakeholders? anm  YES
PERFORMANCE MEASUREMENT AND FEEDBACK (2/2)100.0 %
Q#  QUESTION SCORE  RESPONSE PREVIOUS
19 Are there defined metrics to measure SOP effectiveness? anm - YES
20 Isthere a system for soliciting feedback on SOPs? anm  YES
21 Are there provisions for continual SOP enhancements?
AUDIT AND REVIEW (3/3)100.0 %
Q#  QUESTION SCORE  RESPONSE PREVIOUS
22 Are SOPs reviewed periodically for relevance and accuracy? am  YES
23 Do SOPs comply with internal audit requirements? an  YES
24 Are corrective actions implemented based on audit findings? am  YES
DECLARATION
Auditor
(Aashige Rasul)
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