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= The What = What We Found
; :
o Standard Operating Procedures (SOPs) are: e
Z documented and understood guidelines Z
g that an organization or an individual agrees upon and follows 8
é = to perform 2 ptfoci’jss;tas; e § Standard Operating Procedures for electrical
in a consistent and standardized manner
=2 |
% @ that are updated as needed. (z) contractors are rare!
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Equip electrical contractors with the essential
resources to effectively establish SOPs.
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The What

| Standard rk Instructions

Standard Operating Procedures

= General and overarching

ideli = Task-specific and detailed
guidelines

instructions
= Provides high-level view of

p = Step-by-step guide for executing
procedures

specific tasks
= Aligns tasks with organizational

e = Removes ambiguity and ensures
goals and policies

consistent quality
= Strategic documents outlining

e = Provides granular, technical
methods and principles

instructions

Project Deliverables

Generated
SOPs & Tools

SOP for SOPs

Learn more about
about SOP through
this infographic.

SOP for SOPs

Generated
SOPs & Tools

Access generated
SOPs and associated
tools for  specific
activities.
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Project
Deliverables

Construction
SOP-Pro Tool Activities SOP
Generate SOPs using Access a template to
the SOP Production . P generate SOPs
Tool. Field Activities specifically for
SOP-Pro Tool SOP construction  field

activities.

Part of the figure credited to © Copyright PresentationGO.com
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Standard Operating Procedures (SOPs) are documented
guidelines and instructions that an organization or an individual follows

to perform a task of a process in a consistent and standardized manner.

SOP for SOPs

Why use SOP?
Consistency: SOP ensures Lasks are
performed the same way every time.
Efficiency: SOP saves time, resources,

~

Phases to create an SOP
3. Training Tool: SOP helps new 1. The Initiation Phasc
employee understand their job 2. The Planning Phase
functions 3. The Development Phase
4. Compliance and Safety: SOP adheres | | 4. The Implementation Phase
to regulations and ensures safety.
. Set-up the project for success: SOP
provide a common vision for how
Pprojects are to be executed.

and reduces errors.

@

What to include?
« Title
+ Scope

NECA
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« Users
* Definitions

« Roles and Responsibilities
+ Procedure Steps

+ Revision History

+ Appendices

SOPs should be living documents,
updated regularly to cnsurc ongoing
efficiency, consistency, and regulatory
compliance.

SOP Format
- Written Procedures
= Flowcharts or Diagrams
- Checklists
- Videos
« Interactive F-T.earning Modules
« Ifographics

BLECTR EZWTEAATIONAL
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SOP for SOPs

The Initiation Phase

= Recogaize the need for updating or cr
= Fualuato impact of non-standardized
= Deline clear vision for new SOPs,

= Communicate vision to stakeholders,

Consensus¥ass)

+ Grasp individual and team motivations for SO changos.
+ Empliasize SOPS' benefits on efficiency, salety, and quality.

= Gain stakeholder consensus on SOPs' necessity and
bencfits.
= Lead discussionsto agree on SOPS' key elements and goals.

= Identify skills needed for SOP development, implementation,
and adherence,
= Assess tho existing skill sel

o

= Resources

= Assessresourees nuaded for SOP planning develapment,
and implementation.
= Aliocate resources for efficient SOP development.

= Utilize SOP infographie for planning, development, and
implementation,

» Define roles, responsibilties, and timelines for SO¥
production

Action Plan

The Lippitt-Knoster Model for
= siilis & Motivations

aging Complex Change

wrces ) Action Plan (51 Sucee
"

v
v
v
v
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SOP for SOPs

The Planning Phase

Create SOP Log
Identify the Need
Which processes needs an
Define the Scope S0P
What is the goal of the SOP?
Ty s the process important? Identify the
he SOP isto used? Audience

o the SOP Is10 be used?

Who will be

Identify necessary
Resources

Plan for Input
Collection

formation?
and

Deploy & Enforce
How Lo train?
Who will conduct the
How to enfore

Planning Tools

What planning taols should we

CONVENTION EDUCATION

SOP for SOPs

The Development Phase

Collect Input
Gather data per the planning
phase
Decide on Format
Writen Procedures,
Flas

3 Draft the SOP

Title, Purpose, Seape,
nitions, Roles and

ties, Procedure
on listory,

dew ®° Appendiees
v review

jeedback

Refine the SOP

nbased on feedback

— e revies as needed
Train & Implement %
Intraduction plan to users , 202
Training materials §
‘Iraining sessions/warkshaps SOP Updates &
Management

Regular SOP check
Distribution & Feedback mechanism
Enforcement
e Finalize the SOP
SOP storage

Accessibilily %N Aprova
Enforcement policy & Tmplementtion readiness

CONVENTION EDUCATION

SOP for SOPs

e

D

The Implementation Phase

Deploy the SOP

Train SOP users

Execute
accountability plan
Com esand
responsibilities formal

p reminders for SOP
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SOPs for 5 Essential Processes

01 02 03 04 05

Lookahead Change and Document
Schedules Additional Management
SOP Tickets SOP SOP

Daily Logs Procurement
SOP SOP

Daily Logs SOP

‘The Daily Log SOP outlines the information that needs to be captured in a Daily Log at
the end of a working day. The purpose is to establish a standardized method to ensure
consistency, efficiency, and transparency in project execution.

CONVENTION EDUCATION

. Maintain good documentationand accountability.

H . Ensure quality control.
Daily Logs eationand
. Serveas valuable evidencein dispute

SOP

. Improve project monitoringand decision-making.
. Increase knowledge retention for future projects.
. Provide the means to train new team members.

NoOAWN S

Users: The Daily Log is to be completed by the Field Leader.

CONVENTION EDUCATION
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Daily Logs SOP

Daily Log at the end.

Project Information

Project Conditions

S
A0 JLLCOOECSANEY FEOH LA

Daily Logs SOP

= Informational SOP — Word Document

= Fillable Excel Form -

= Fillable PDF Form
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Procurement SOP

Procurement
SOP

sssss

)) CONVENTION EDUCATION

Procurement SOP

= Informational SOP — Word Document
= Vendor Evaluation Tool (VET) — Excel Tool

= Excess Materials Handling Tool — Excel Tool
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SOP Tickets SOP SOP
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SOP-PRO Tool

= The SOP-Production Tool is designed to:
= Streamline the creation of SOPs
= Centralize SOPs

SOP for Construction Activities

Construction Activity SOP - The ITTEM Template

Scope: __ Providea iption of the

Why: 1. Add why this SOP i
2. Add why this SOP i
3._Add why this SOP i

Users: ___Define SOP users.

— Information
<What Information is needed to complete the activity?>

— Team .

<Who is the on Team? Identify all stakeholders that are involved with the activity?>

CONVENTION EDUCATION

) CONVENTION EDUCATION

— Tools
<What Tools are needed to complete the activity?>

)

— Equipment

<What Equipment is needed to complete the activity?>
_/NECA —— _/INECA
/) Q <What Materials and Material Management Activities are needed?> /N <

I ﬁ 2024 I\ ﬁ 2024

Final Report

SOP-PRO Tool

View Summary of SOPs
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5 Kev Tak 5 Please complete the Online
= ey Takeaways = .
3 g Evaluation
8 . . . a https://www.surveymonkey.com/r/NECA2024SanDiegoConvention
w Build ownership — Identify key areas for Keep SOPs simple, w
% adopt a bottom-up SOPs — prioritize clear, and accessible. g
= approach. high-risk areas and SOPs need to be right! =
Z gradually expand. Z
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— Make SOPs Continuously —
P accessible. review and
improve.
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