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[Procedure Name] - Manufacturing Standard Operating Procedure
Fill in every bracketed field. This template is built for the production floor: shift handoff, machine setup, quality checks, and safety all in one document.
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[bookmark: section-0]1. Document Control
	Field
	Value

	SOP Number
	[SOP-DEPT-XXX]

	Revision
	[Rev 0]

	Work Center / Line
	[Line or cell this SOP governs]

	Process Owner
	[Name and title]

	Effective Date
	[MM/DD/YYYY]

	Next Review Date
	[MM/DD/YYYY]


[bookmark: section-1]2. Purpose
[State what this procedure produces or controls and why it exists - e.g., "to set up and run the CNC lathe for Part #1234 so every unit meets print tolerance and the line stays safe."]
[bookmark: section-2]3. Scope
[Define which line, cell, machine, part numbers, and shifts this SOP applies to, and explicitly what it does NOT cover (e.g., maintenance, changeover to a different part).]
[bookmark: section-3]4. Responsibilities
	Role
	Responsibility

	Operator
	[Runs the procedure, performs in-process checks, records data, flags abnormalities]

	Line Lead / Supervisor
	[Confirms setup, approves first-article, authorizes restarts after a stop]

	Quality Technician
	[Performs inspections, dispositions nonconforming material, signs off first-article]

	Maintenance
	[Owns equipment readiness, lockout/tagout, corrective work]


[bookmark: section-4]5. Definitions and Abbreviations
1. [Term or abbreviation] — [Definition, e.g., "FAI — First Article Inspection"]
1. [Term or abbreviation] — [Definition]
1. [Term or abbreviation] — [Definition]
[bookmark: section-5]6. Personal Protective Equipment (PPE)
Warning: [State the single most important safety hazard for this operation - e.g., rotating machinery, pinch points, hot surfaces, chemical exposure.]
1. [Required PPE item 1 - e.g., safety glasses with side shields]
1. [Required PPE item 2 - e.g., cut-resistant gloves (NOT near rotating equipment)]
1. [Required PPE item 3 - e.g., steel-toe boots, hearing protection]
[bookmark: section-6]7. Equipment, Tooling, and Materials
1. [Machine / equipment and asset number]
1. [Tooling, fixtures, jigs, and their ID numbers]
1. [Gauges and measurement tools with calibration ID]
1. [Raw material / component part numbers and specifications]
[bookmark: section-7]8. Prerequisites and Setup
1. [Work order / traveler released and verified]
1. [Machine setup parameters loaded - speeds, feeds, temperatures, pressures]
1. [Tooling installed and verified against setup sheet]
1. [Materials staged and lot numbers recorded]
1. [Previous shift handoff reviewed; open issues resolved or noted]
[bookmark: section-8]9. Procedure
Step 1 - [Startup / Setup]
[Exact actions: power-on sequence, machine warm-up, parameter confirmation. Include the value an operator should see and what to do if it is out of range.]
Step 2 - [First-Article / Setup Approval]
[Run first piece(s), measure against print, record results, and get Quality/Lead sign-off BEFORE running production.]
Step 3 - [Production Run]
[Step-by-step operation for steady-state running. Include cycle expectations, in-process check frequency, and how to load/unload safely.]
Step 4 - [Shutdown / Changeover]
[End-of-run sequence: safe shutdown, machine state, cleanup, material reconciliation, and shift handoff notes.]
[bookmark: section-9]10. Quality Control and Inspection Points
[Describe the inspection plan: what is checked, by whom, how often, with which gauge, against which characteristic.]
	Checkpoint
	Characteristic
	Spec / Tolerance
	Frequency
	Recorded On

	[First article]
	[Dimension / attribute]
	[Nominal +/- tol]
	[Each setup]
	[FAI form / SPC chart]

	[In-process]
	[Dimension / attribute]
	[Nominal +/- tol]
	[Every X parts / Y min]
	[Check sheet]

	[Final]
	[Dimension / attribute]
	[Nominal +/- tol]
	[Each lot]
	[Inspection record]


[bookmark: section-10]11. Deviations and Nonconforming Material
Caution: Stop the process and notify the Line Lead before continuing if any check is out of tolerance or any safety device is bypassed.
1. [How to tag, segregate, and quarantine nonconforming parts]
1. [Who dispositions material (use-as-is, rework, scrap) and on what form]
1. [When to trigger a corrective action or stop-work]
[bookmark: section-11]12. Health, Safety, and Environmental
1. [Lockout/Tagout requirement and reference to the energy-control procedure]
1. [Machine guarding and interlocks that must be in place before running]
1. [Spill, waste, and disposal handling for any chemicals or coolant]
1. [Emergency stop locations and evacuation expectations]
[bookmark: section-12]13. Training and Competency
[State the training and sign-off required before an operator may run this SOP unsupervised, and how competency is re-verified.]
[bookmark: section-13]14. Records and Retention
1. [Record produced - e.g., first-article report] — [Retention period and storage location]
1. [Record produced - e.g., production / SPC log] — [Retention period and storage location]
1. [Record produced - e.g., nonconformance report] — [Retention period and storage location]
[bookmark: section-14]15. References
1. [Engineering drawing / print number and revision]
1. [Related SOPs, work instructions, or setup sheets]
1. [Applicable standard or customer spec - e.g., ISO 9001, IATF 16949, AS9100]
[bookmark: section-15]16. Revision History
	Revision
	Date
	Description of Change
	Approved By

	[Rev 0]
	[MM/DD/YYYY]
	[Initial release]
	[Name and title]

	[Rev 1]
	[MM/DD/YYYY]
	[What changed and why]
	[Name and title]
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