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London TDM

Administration and Office Management Training
Courses

Course Venue: Malaysia - Kuala Lumpur
Course Date: From 15 February 2026 To 19 February 2026
Course Place: Royale Chullan Hotel

Course Fees: 6,000 USD
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Introduction

Developing Standard Operating Procedures (SOPs) is crucial for ensuring consistency, quality, and
efficiency in any organization. This 5-day professional course is designed to equip participants with the
necessary skills and knowledge to create, implement, and maintain effective SOPs. Through interactive
sessions, practical exercises, and real-world examples, attendees will learn how to streamline
processes and improve overall operational performance.

Objectives

e Understand the importance and benefits of SOPs.

Learn the essential components of effective SOPs.

Master the steps to develop and write clear and comprehensive SOPs.

Gain insights into implementing and maintaining SOPs within an organization.
Foster a culture of continuous improvement and adherence to SOPs.

Course Outlines
Day 1: Introduction to SOPs

e Definition and purpose of SOPs.

e Common types of SOPs used in various industries.
e Benefits of having well-documented SOPs.

e Challenges in creating and maintaining SOPs.
Overview of the SOP development process.

Day 2: Components of Effective SOPs

* |dentifying critical SOP components and structure.
e Defining scope and objectives in SOPs.

Identifying process owners and stakeholders.
Establishing clear instructions and guidelines.

» Using visual aids and templates for clarity.

Day 3: Developing and Writing SOPs

e Step-by-step SOP writing process.

e Techniques for clear and concise documentation.
Ensuring compliance with regulations and standards.
Collaborating with stakeholders during SOP development.
Conducting reviews and iterations for accuracy.

Day 4: Implementing and Maintaining SOPs

» Strategies for successful SOP implementation.
Training employees on new SOPs.

Monitoring and evaluating SOP effectiveness.
Managing changes and updates to SOPs.
Ensuring adherence to SOPs through audits.
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Day 5: Continuous Improvement and SOPs

* Fostering a culture of continuous improvement.
Using feedback to enhance SOPs.

Incorporating technological advancements in SOPs.
Case studies of successful SOP implementations.
Developing an action plan for SOP improvement.
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