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Standard operating procedure (SOP) template
Document a process once so it is done the same way every time, by anyone.
How to use this template: replace the grey italic guidance with your own words, then delete the guidance. Keep it short; a plan you read is better than a long one you do not.
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1. Purpose
One or two sentences: why this procedure exists and what outcome it guarantees. For example: "To make sure every new customer order is entered, confirmed and scheduled within one business day."
 
 
2. Scope
What the procedure covers and what it does not. Which teams, locations, products or situations it applies to.
 
 
3. Roles and responsibilities
	Role
	Responsibility in this procedure

	
	

	
	

	
	


4. Definitions
	Term
	Meaning

	
	

	
	


5. What you need
Systems, logins, templates, tools, materials or safety equipment needed before starting.
 
 
6. Procedure
Write one action per step, starting with a verb. Add screenshots or photos where they help. If a step has a decision, say what to do in each case.
	Step
	Action
	Responsible
	Notes, standards or screenshots

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	


7. Quality checks
How you know the procedure was done correctly: the check, who does it and how often.
	Check
	Standard
	Who checks
	How often

	
	
	
	

	
	
	
	


8. Risks and safety
Hazards, privacy or compliance risks in this process and the controls that manage them.
 
 
9. Related documents
 
 
10. Revision history
	Version
	Date
	Changed by
	Summary of change

	1.0
	
	
	First version
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