SOP: [Task name]
	Owner
	[Job title]

	Version
	[1.0]

	Last reviewed
	[Date]

	Next review
	[Date]



Purpose
[Why this task matters and the result it produces, in one sentence.]
Who does it
[Job title]. Ask [Job title] if anything is unclear.
Before you start
1. [Tools, systems and access you need]
1. [Information or materials to have ready]
Steps
1. [Verb and action, such as Open the booking calendar]
1. [Verb and action]
1. [Verb and action]
1. If [condition], [action]. Otherwise, go to step [number].
1. [Verb and action]
1. [Verb and action]
Before you finish
☐  [How to know it was done right]
☐  [What to record, and where]


How to use this template
1. Pick one task. An SOP covers one task with a clear start and end. If you cannot name both, it is probably several SOPs.
2. Fill in every highlighted part. Remove the highlighting when you are done (select all, then set the highlight color to none).
3. Write the steps with the person who does the task, ideally while watching them do it. One action per step, each starting with a verb, and every decision written as “if…, go to step…”.
4. Delete what does not apply, such as safety warnings for an office task, instead of leaving it empty.
5. Test it with someone who has never done the task. Watch without helping, and fix every place they hesitate.
6. Give it an owner and a review date, and update it whenever the process, tool or policy changes.
7. Delete this page before you share the SOP. 

Free template from coavon.com/templates/sop-template. How to write an SOP: coavon.com/blog/what-is-an-sop
