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Introduction
SOP Writing, Process Documentation and Compliance Training Course gives professionals
the skills to document how work is done and to keep that documentation accurate, usable,
and audit-ready. Participants work through process mapping, SOP structure and writing,
roles and responsibilities, control points, version control, review cycles, and documentation
compliance as one connected discipline. The programme links the way a process actually
runs with the written procedure that governs it. As a result, learners gain a practical method
for documenting processes. Furthermore, the course strengthens writing clarity, control
thinking, and audit readiness.

SOP Writing, Process Documentation and Compliance
Course Objectives
- Explain why documented procedures matter to control and compliance.

- Map processes using flowcharts, swimlanes, and SIPOC.

- Structure an SOP with purpose, scope, definitions, and steps.

- Write clear, unambiguous, and actionable procedure steps.

- Define roles, responsibilities, and decision points using RACI.

- Identify control points and embed them in documented steps.

- Apply version control, approval, and document numbering.

- Apply review cycles, change control, and obsolescence handling.

- Apply documentation compliance and audit evidence standards.

- Apply training, rollout, and adoption practices for procedures.

Course Methodology
- Interactive sessions built on process documentation and SOP cases.



- Workshops on process mapping, SOP drafting, and control identification.

- Group exercises on RACI design, version control, and review cycles.

- Hands-on practice with process maps, SOP templates, and approval workflows.

- Simulation of an SOP approval meeting and a documentation audit.

- Facilitator coaching and peer review on personal documentation plans.

Who Should Take This Course
- Quality assurance and process documentation professionals.

- Operations and department managers who own procedures.

- Compliance officers and internal control professionals.

- Business analysts and process improvement specialists.

- Internal auditors covering documentation and control evidence.

- Consultants advising on SOP programmes and process documentation.

SOP Writing, Process Documentation and Compliance
Course Outlines

Day 1: Why Documentation Matters
- Documented procedures as a control and compliance requirement.

- Cost of poor documentation: errors, disputes, and audit findings.

- Documentation hierarchy: policy, SOP, work instruction, form.

- Regulatory and standard expectations for documented procedures.

- Documentation governance and ownership models.

- Documentation culture and adoption challenges.

- Case discussion: a procedure nobody followed.



Day 2: Process Mapping and Analysis
- Process mapping fundamentals and levels of detail.

- Flowcharts, swimlane diagrams, and SIPOC.

- Identifying inputs, outputs, and handoffs.

- Decision points, exceptions, and rework loops.

- Value-added analysis and waste identification.

- Validating the map with process owners.

- Workshop: mapping a real process end to end.

Day 3: Writing Effective SOPs
- SOP structure: purpose, scope, definitions, responsibilities, procedure.

- Writing clearly: active voice, simple sentences, and imperatives.

- Sequencing steps, timing, and acceptance criteria.

- RACI charts and role clarity.

- Embedding control points and verification steps.

- Forms, records, and appendices.

- Exercise: drafting an SOP for a selected process.

Day 4: Control, Versioning, and Change Management
- Document numbering and identification conventions.

- Version control, revision history, and superseded documents.

- Approval workflows and authorisation levels.

- Change control and impact assessment for procedure updates.

- Periodic review cycles and review triggers.



- Obsolescence, withdrawal, and archiving.

- Simulation: processing a change request and approval.

Day 5: Compliance, Training, and Audit Readiness
- Documentation compliance and evidence standards.

- Records generated by procedures and retention duties.

- Training, competence, and rollout for new procedures.

- Monitoring adherence and measuring documentation quality.

- Audit preparation, sampling, and responding to findings.

- Continuous improvement of documentation.

- Capstone: presenting a documentation and compliance plan.

Conclusion
By successfully completing SOP Writing, Process Documentation and Compliance,
participants will gain a practical command of process mapping, SOP structure and writing,
control point design, version and change control, and documentation compliance. They will
acquire skills in flowcharting, procedure drafting, RACI design, and audit-ready
documentation that make processes repeatable and defensible. Gentex Training Center
designs the programme to help professionals document processes with clarity.

FAQs



Q1  What is the "SOP Writing, Process Documentation
and Compliance" course about?
It gives professionals the skills to document how work is done and to keep that
documentation accurate, usable, and audit-ready. The course spans why documentation
matters, process mapping and analysis, writing effective SOPs, control, versioning and
change management, and compliance, training and audit readiness.

Q2  What are the key benefits of the "SOP Writing,
Process Documentation and Compliance" course?
You gain a practical method for documenting processes that connects how work actually
runs with the procedure that governs it. The course improves process mapping and SOP
clarity, strengthens control point design and RACI practice, sharpens version control and
change management, and gives you audit-ready documentation that reduces errors and
findings.

Q3  What skills will I gain from the "SOP Writing,
Process Documentation and Compliance" course?
You will develop four core skills: process mapping with flowcharts, swimlanes and SIPOC,
SOP writing with clear structure and actionable steps, control point identification with RACI
and verification design, and version control, change management and documentation audit
readiness.



Q4  What tools, methods, or standards are covered in
the "SOP Writing, Process Documentation and
Compliance" course?
The course covers documented procedures as a control and compliance requirement, the
cost of poor documentation, the documentation hierarchy of policy, SOP, work instruction
and form, regulatory and standard expectations for documented procedures,
documentation governance and ownership models, process mapping fundamentals and
levels of detail, flowcharts, swimlane diagrams and SIPOC, inputs, outputs and handoffs,
decision points, exceptions and rework loops, value-added analysis and waste identification,
process map validation with owners, SOP structure covering purpose, scope, definitions,
responsibilities and procedure, writing clarity with active voice and imperatives, sequencing
steps and timing and acceptance criteria, RACI charts and role clarity, embedding control
points and verification steps, forms, records and appendices, document numbering and
identification conventions, version control and revision history and superseded documents,
approval workflows and authorisation levels, change control and impact assessment,
periodic review cycles and review triggers, obsolescence, withdrawal and archiving,
documentation compliance and evidence standards, records retention duties, training,
competence and rollout, monitoring adherence and measuring documentation quality, audit
preparation and sampling and responding to findings, and continuous improvement of
documentation.

Q5  How is the "SOP Writing, Process Documentation
and Compliance" course applied in real-world practice?



Participants apply it to real work such as mapping a process end to end, drafting an SOP
with clear steps and RACI, embedding control points and verification checks, processing a
procedure change request through approval, rolling out a new procedure with training, and
preparing documentation for an audit. The same methods support periodic review cycles
and document archiving.


