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Checklist

PERFEGT SOP READINESS
ASSESSMENT

This checklist helps organizations evaluate their preparedness for
implementing Standard Operating Procedures (SOPs) and
identifies key areas that need attention before beginning the
implementation process. Use this assessment to ensure your
organization has the necessary foundation for successful SOP
adoption.

1. Process Documentation Readiness

O Identify critical processes requiring immediate
documentation
Review core business functions, frequency of use, error
rates, and compliance requirements to prioritize which
processes need SOPs first.

O Map existing workflows and procedures
Document current practices and identify gaps or
inefficiencies in existing processes that need addressing.



O

Create standardized templates for SOP documentation
Develop consistent formats including purpose
statements, scope definitions, role assignments, and
step-by-step instructions.

2. Infrastructure & Resources

O

Assess available technology tools for SOP management
Evaluate current systems for document management,
version control, and accessibility needs.

Establish dedicated process improvement team
Assign responsibilities for SOP development,
implementation, and maintenance.

Allocate budget for training and implementation
Ensure sufficient resources are available for training
materials, technology solutions, and ongoing support.

3. Training Framework

O

Design multi-modal training approach
Develop various training methods (written, visual,
hands-on) to accommodate different learning styles.

Create evaluation mechanisms
Establish assessment tools to measure understanding
and competency in following SOPs.

Plan for ongoing support and refresher training
Prepare resources for continuous education and skill
maintenance.



4. Quality Control Systems

O Define key performance indicators (KPIs)
Identify metrics to measure SOP effectiveness, including
error rates, completion times, and compliance rates.

0O Establish feedback collection mechanisms
Create channels for employees to provide input on SOP
effectiveness and suggest improvements.

O Develop audit procedures
Design regular review processes to ensure SOPs remain
current and effective.

5. Change Management Strategy

O Create communication plan
Develop strategy for introducing SOPs and maintaining
ongoing dialogue about process improvements.

O Address potential resistance
Identify possible sources of resistance and prepare
mitigation strategies.

O Plan for continuous improvement
Establish a framework for regular updates and
refinements based on operational feedback.

6. Compliance & Risk Management

O Review regulatory requirements
Ensure SOPs align with industry regulations and
standards.



7.

Assess risk factors
Identify potential risks in processes and include
appropriate controls in SOPs.

Create documentation retention policy
Establish guidelines for maintaining and archiving SOP
documentation.

Scaling & Automation Preparation

O

O

Evaluate automation potential
Identify processes suitable for future automation.

Plan for business growth
Ensure SOPs can accommodate expansion and changing
business needs.

Consider integration requirements
Assess how SOPs will integrate with existing and future
systems.
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