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Standard Work Instruction

A complete, controlled instruction for one task: safety, tools, steps with key
points, checks and sign-off.

LEVEL OF DETAIL BEST SUITED FOR

High Any repeatable task that must be done the same
way every time
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About this template

A work instruction (WI) describes exactly how to perform one task within a wider SOP. Where an SOP says what
happens and who is responsible, the WI shows the operator how to do it, step by step, with the key point and
reason for each step. This standard format works for most tasks in manufacturing, warehousing, labs and offices.

_

Level of detail High

Best suited for Any repeatable task that must be done the same way every time

* Replace every [grey bracketed placeholder] with your own details.
» Delete the orange Guidance boxes and green Example boxes before you publish or circulate it.

* Add or remove table rows as needed; keep the section order so readers can find things quickly.

WI title WI number
Revision Parent SOP
Area / workstation Owner
Approved by Effective date
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Task Summary

One short paragraph: the single task this instruction covers, where it is done and who does it. A work instruction
covers one task; the parent SOP covers the wider process.

Task
Parent SOP
Where
Who

When

Time to complete

Safety & Quality Requirements

List hazards, required PPE and any quality-critical points before the steps begin.

PPE
Hazards
Quality-critical

Stop if...

Tools, Materials & Documents

List exactly what is needed at the workstation, with part numbers where relevant.
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Steps

One action per step, in order, starting with a verb. State the key point (how to do it well) and the reason (why it
matters).

1

Visual Aids

Add a photo or diagram for any step that is easy to get wrong.

[Insert photo]

Quality Checks

What the operator confirms before the task counts as done.

-
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Troubleshooting

Approval & Training Sign-off

Approval makes the instruction official; sign-off shows each operator has been trained on this revision.

_

Prepared by

Approved by
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YOUR TEMPLATE IS READY. YOUR TIME IS LIMITED.

Need this document written,
reviewed or formatted for you?

Documentation Services Lab turns your processes, systems and know-how into clear,
audit-ready documents your team will actually use. Hand us your notes, recordings or
rough drafts and we deliver a finished, on-brand Standard Work Instruction and
anything else you need.

SOPs & process docs Technical & APl docs

Standard, checklist, visual and compliance SOPs, API references, integration guides, manuals, specs
process maps, operations manuals. and knowledge bases.

Quality & compliance Project & construction

ISO-ready QMS documents, registers, audit Charters, plans, RFIs, submittals, daily reports,
checklists, training records. closeout packages.

Visit our website >

cal.com/documentationservices/inquiry documentationserviceslab.com

Free to use and adapt for your own organisation. Remove the orange guidance boxes before publishing.
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