[Company name]	[WI-000] · Rev. [A]
WORK INSTRUCTION
[Operation title, starting with a verb]
	Product / part no.
	[ ]
	Operation no.
	[ ]
	Station / cell
	[ ]

	Takt time
	[ ] s
	Standard time
	[ ] min
	Status
	[Draft / In review / Approved]



	Document no.
	[WI-000]
	Revision
	[A]
	Effective date
	[YYYY-MM-DD]

	Prepared by
	[Name, role]
	Reviewed by
	[Name, role]
	Approved by
	[Name, role]

	Date, signature
	[YYYY-MM-DD]
	Date, signature
	[YYYY-MM-DD]
	Date, signature
	[YYYY-MM-DD]

	Controlled copy
	[Where the master is kept: system, folder or link]
	Supersedes
	[Previous revision, or None]
	Retention
	[Superseded revisions: how long, then archive or destroy]



	Required PPE
Tick what applies
	[image: ]
☐ Safety glasses
	[image: ]
☐ Gloves
	[image: ]
☐ Hearing protection
	[image: ]
☐ Safety shoes
	[image: ]
☐ Hard hat
	[image: ]
☐ Mask / respirator
	Other:
[ ]



	Tools and equipment
	Parts and materials

	• [Tool, size or setting]
• [Tool, size or setting]
	• [Part number, description, quantity]
• [Part number, description, quantity]



	Step
	Image
	What to do
	Key points
	⚠ Safety
	✓ Quality

	1
	Insert a photo or 3D view of this step: the part, the tool and the hands, from the operator’s position
	[Short step title]
[One action, starting with a verb]
	[What makes it right: torque, orientation, feel, sound]
	[Hazard and precaution]
	[Check and criterion]

	2
	Insert a photo or 3D view of this step: the part, the tool and the hands, from the operator’s position
	
	
	
	

	3
	Insert a photo or 3D view of this step: the part, the tool and the hands, from the operator’s position
	
	
	
	

	4
	Insert a photo or 3D view of this step: the part, the tool and the hands, from the operator’s position
	
	
	
	





Revision history
	Rev.
	Date
	Description of the change
	Prepared by
	Approved by

	A
	[YYYY-MM-DD]
	First issue
	[Name]
	[Name]

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Distribution list
	Copy
	Holder or location
	Format
	Issued on
	Withdrawn on

	Master
	[Where the controlled copy is kept: system, folder or link]
	[Electronic]
	[YYYY-MM-DD]
	

	1
	[Station, cell or person]
	[Paper / electronic]
	[YYYY-MM-DD]
	

	2
	
	
	
	

	3
	
	
	
	



When a new revision is issued, withdraw every copy of the previous one and write the date here.
Operator training record
	Operator
	Trained by
	Revision
	Date
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





DELETE THIS PAGE BEFORE RELEASE
How this template answers ISO 9001, clause 7.5
ISO 9001 does not prescribe a format for work instructions, and using this template does not make an organization certified or compliant. Clause 7.5, on documented information, says what a controlled document needs; this template gives each point a place. Your quality system decides how they are filled in.
	Clause
	What it asks for
	Where it goes in this template

	7.5.2
	Identification and description
	Title, document no., revision, effective date and prepared by. The number and the revision repeat in the page header.

	7.5.2
	Format and media
	A Word file, in one language and one paper size. The controlled copy field says where the master is kept.

	7.5.2
	Review and approval
	Reviewed by and approved by, each with a date and a signature.

	7.5.3
	Available where and when it is needed
	Station / cell, and the distribution list.

	7.5.3
	Protected
	The controlled copy field names the one master. Access rights are set in the system that holds it; printed copies say “Uncontrolled when printed”.

	7.5.3
	Distribution, access, retrieval and use
	Distribution list: holder or location, format, issued on, withdrawn on.

	7.5.3
	Storage and preservation
	Controlled copy field.

	7.5.3
	Control of changes
	Revision, supersedes and the revision history.

	7.5.3
	Retention and disposition
	Retention field, and the withdrawn-on date of each copy.



Sub-clause numbers are those of ISO 9001:2015. ISO 9001:2026, published in September 2026, replaces it: check clause 7.5 in the edition you are audited against. The standard: iso.org/standard/9001
›	Number it once. The document number and the revision in the page header print on every page: double-click the header to change them.
›	Approve before release. Fill in reviewed by and approved by, with dates, before the effective date.
›	Keep one master. Store the controlled copy in one place and list every other copy in the distribution list.
›	Change it by revision. Raise the revision letter for every change, describe it in the revision history and withdraw the old copies.
›	Train on the revision. The training record says who was trained on which revision.
The same instruction without the document-control block, an Excel version and a filled-in example: twinworks.com/templates/work-instruction-template.html
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