
Standard Operating Procedure (SOP) Compliance
Checklist
Document Information

SOP Title [Enter SOP Title]

SOP Number [Enter SOP Number]

Department [Enter Department/Team]

Checked By [Enter Reviewer Name]

Date of Review [Enter Date]

Compliance Checklist

# Checklist Item Compliant
(Yes/No)

Comments/Follow-up

1 Is the SOP document up to date with the latest revision? [ ]

2 Are all responsible personnel trained on this SOP? [ ]

3 Are all required records and logs maintained according to
SOP?

[ ]

4 Have any deviations or nonconformities been reported and
documented?

[ ]

5 Is the SOP accessible to all relevant staff? [ ]

6 Are corrective actions tracked and closed as required? [ ]

Important Notes
This checklist helps ensure all SOP requirements are routinely met and documented.
Non-compliance items should be addressed promptly, and corrective actions implemented where necessary.
Regular reviews and updates of SOPs are essential for continuous improvement and regulatory compliance.
Keep completed checklists for record-keeping and audit purposes.
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