
Identify a need for Standard 
Work Instruction

Fill out information and 
request Form

Review of 
request by 

Lead or 
Manager

Select resources (in house 
or outside services)

Is Change 
Control 

Required 
outside of 

Department

Gather data: Current SWI, 
vendors, Engineering, 

maintenance

Develop or modify the SWI

Is Formal 
Training 

Required?

Communicate changes and 
properly document

Determine resources and 
how to optimize training.

Develop and present  
Training

Certify Work Force

Review SWI Annually

Need More information Not a valid request, 
communicate to requestor

Fill out change control 
request and use this 

process

Standard Work 
Request 

Development 
Process


