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Appendix 8: 
Description of workflow and activities

General: The workflow description should show the interactions between people, equipment, and work object. A possible approach would be e.g. dividing it into work sequences. 

Example 1 (rough description):
1. prepare sample in room xy with equipment xxx and yyy
2. pack the samples and transport to room zz
3. perform analysis with equipment xxx and yyy
4. store samples in freezer in room yy
5. evaluate the results on computer
6. repeat analysis if necessary 
7. dispose of sample

Example 2 (detailed sequence – here you can refer to e.g. an existing SOP ( Appendix 5), listing it twice is not necessary): 
1. switch machine on, 
2. place the box with the components on the right side of the cart, 
3. take a predetermined number of components out and place them to the right, next to the machine on the benchtop, 
4. insert components in the machine and align, 
5. press foot pedal with left foot, 
6. remove the final product and stack on the left side, 
7. take the stack away and place in the box on the left, 
8. put the full left box on the shelf. 


Description of the workplace and the work environment

Photographs or a floor plan can be used to document the position and the spatial arrangement of the workplace in the room.
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