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STANDARD OPERATING PROCEDURE 

Technical Documentation Review 
Document Review · Approval · Release 

1. Purpose 
This Standard Operating Procedure (SOP) specifies the process for reviewing technical 
documentation before publication or release. The review process helps ensure that 
documentation is technically precise, clear, complete, consistent, and suitable for its intended 
audience. 

 

2. Scope 
This SOP applies to technical documentation that requires review before publication or release. 
This includes user guides, standard operating procedures, technical instructions, 
troubleshooting guides, and reference materials. The process includes document preparation, 
technical and editorial review, revision, approval, and release. 

 

3. Roles and Responsibilities 
Role Responsibility 
Technical Writer Prepares the document for review, incorporates reviewer 

feedback, maintains document consistency, and prepares 
the final version for approval. 

Subject Matter Expert (SME) Reviews technical content for accuracy, completeness, and 
alignment with the system, product, or process being 
documented. 

Editorial Reviewer Reviews the document for clarity, grammar, terminology, 
formatting, organization, and adherence to documentation 
standards. 

Approver Confirms that required reviews are complete and authorizes 
the document for release. 
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4. Review Criteria 
Technical documentation should be evaluated using the following criteria before approval and 
release. 
 
 
 
 
 

Review Area Criteria Primary Reviewer 
Technical Accuracy Technical information, specifications, 

procedures and system operations are 
accurate and verified. 

SME 

Completeness Required information is included, and 
procedures contain the necessary steps, 
prerequisites, warnings, and supporting 
information. 

Technical Writer / 
SME 

Clarity and Usability Content is concise, understandable, 
clearly structured, and applicable for the 
intended audience. 

Technical Writer / 
Editorial Reviewer 

Consistency Terminology, formatting, headings, units, 
labels, and style guidelines are used 
consistently throughout the document. 

Editorial Reviewer 

Safety and 
Compliance 

Suitable warnings, cautions, 
requirements, and safety information are 
accurate and clearly presented. 

SME / Approver 

 

5. Review and Approval Procedure 
Complete the following review and approval process before technical documentation is 
released. 

1. Prepare the Document 
The Technical Writer completes the draft, confirms that mandatory sections are included, and verifies 
that the document is complete and ready for review. 

2. Conduct Technical Review 
The SME evaluates the document for technical accuracy, completeness, system behavior, and 
technical requirements. The SME records required corrections or provides feedback to the Technical 
Writer. 

3. Conduct Editorial Review 
The Editorial Reviewer evaluates the document for clarity, organization, grammar, terminology, 
consistency, formatting, and suitability for the intended audience. 

DOCUMENT QUALITY STANDARD 

Documentation should be accurate, complete, clear, consistent, and appropriate 
for its intended audience. 
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4. Revise the Document 
The Technical Writer evaluates reviewer feedback, incorporates required changes, and resolves 
questions with the appropriate reviewer. Significant technical changes are returned to the SME for 
verification. 

5. Obtain Approval 
After required revisions are complete, the Approver verifies that the review process has been completed 
and authorizes the document for release. 

6. Prepare for Release 
The Technical Writer prepares the approved version for release and verifies that the document contains 
the correct title, version number, approval status, and other required document-control information. 

 

6. Revision and Release 
6.1 Document Control 

Before release, ensure that the approved document contains the accurate document title, 
version number, approval status, and release date. Release only the approved version through 
the designated documentation system or distribution method. 

Superseded versions should be identified and managed according to established document-
control procedures to prevent unintended use. 

6.2 Revision History 
Document revisions should be recorded to maintain an accurate history of significant 
changes. 

Version Date Description of Change Approved By 
1.0 September 2026 Initial release Portfolio Sample 
 
 

 

PORTFOLIO NOTE 
This independent portfolio project was created to demonstrate technical-
writing, documentation-quality, and process-development skills. The 
organization and review process described in this document are fictional. 
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