QMS-005 Preparation of Standard Operating Procedure

Figure 1: Using Style Heading 1 & Heading 2 for numbering

1. Level 0 Main Heading
11. Level 1 Sub-Heading
1.1.1. Level 2 Sub-Heading
1.1.1.1. Level 3 Sub-Heading
1.1.1.2. Level 3 Sub-Heading
1.1.2. Level 2 Sub-Heading
1.2. Level 1 Sub-Heading

Figure 2: Example of a simple Flowchart

Receive Order Prepare Materials »| Process Order
Despatch < Assemble Order
navment

Figure 3: Branching Flowchart
Goods received by warehouse
Match the material name and the manufacturer’s lot Raise a deviation report for any
number with the invoice and consignment note. damage or non-compliance.
Notify purchasing team.

A 4

Check Raw material code.
Print a blank GRS form
Print blank company label/s
Print blank Bin Sheet per pallet
Write raw material description and the
code number on the GRS form and labels.

!




