Standard operating procedure: [Task name]
	SOP ID
	[ID, such as OPS-001]

	Version
	[1.0]

	Owner
	[Job title of the person who keeps this SOP current]

	Approved by
	[Job title]

	Effective date
	[Date]

	Next review
	[Date, or sooner if the process, tool or policy changes]

	Applies to
	[Teams, locations or products]



1. Purpose
[One or two sentences: why this procedure exists and the result it produces.]
2. Scope
This procedure covers [what it covers].
It does not cover [related situations]. For those, see [Related SOP ID and title].
3. Roles and responsibilities
	Role
	Responsibility

	[Job title]
	[What this role does in the procedure]

	[Job title]
	[What this role approves or checks]

	[Job title]
	[Who to ask when something is unclear]



4. Definitions
	Term
	Meaning

	[Term or abbreviation]
	[Plain meaning]

	[Term or abbreviation]
	[Plain meaning]



5. What you need
1. [System or tool, and the access needed]
1. [Forms, templates or saved replies]
1. [Materials or equipment]
1. [Information to have ready before starting]
6. Safety and warnings
1. [Hazard, and how to avoid it]
1. [Protective equipment, if any]
1. [Anything that must never be done]
7. Procedure
	Step
	What to do
	Who
	Notes

	1
	[Verb and action, such as Open the order in the order system]
	[Role]
	[Screen, field, form or tip]

	1a
	[Sub-step, if the step has several actions]
	[Role]
	

	2
	[Verb and action]
	[Role]
	

	3
	If [condition], go to step [number]. Otherwise, go to step [number].
	[Role]
	[Decision point]

	4
	[Verb and action]
	[Role]
	Warning: [what to watch for]

	5
	[Verb and action]
	[Role]
	

	6
	[Verb and action]
	[Role]
	



8. Checks
☐  [How to confirm the task was done correctly]
☐  [A second check, such as the record matches the system]
If a check fails: [what to do, and who to tell].
9. Records
	Record
	Where it is kept
	How long

	[Log, form or file]
	[System or folder]
	[Period set by your records policy]



10. References
1. [Policy ID and title]
1. [Related SOP ID and title]
1. [Form, work instruction or training material]
11. Revision history
	Version
	Date
	What changed and why
	Approved by

	1.0
	[Date]
	First version
	[Job title]

	[Version]
	[Date]
	[What changed and why]
	[Job title]





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
