Standard Operating Procedure (SOP)
Replace the grey guidance text as you go, and delete any section this procedure does not need.
	Title
	

	SOP ID
	

	Version
	

	Effective date
	

	Next review date
	

	Owner (role)
	

	Approver (role)
	


1. Purpose
Why this procedure exists, in one or two sentences.

2. Scope
	Covers
	

	Does not cover
	

	Starts when
	

	Ends when
	


3. Roles and responsibilities
Name roles, not people, so the SOP survives a team change.
	ROLE
	RESPONSIBLE FOR

	
	

	
	

	
	


4. Definitions
	TERM
	MEANING

	
	

	
	


5. Before you start
	Access and permissions needed
	

	Tools, systems, or materials
	

	Inputs required (forms, tickets, approvals)
	


6. Procedure
One action per step, each with a result the reader can check.
	STEP
	ACTION
	WHO
	EXPECTED RESULT

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	


7. Decision points and exceptions
	IF
	THEN

	
	

	
	

	
	



	Stop and escalate when
	


8. Records
What to record, where it is kept, and for how long.

9. Related documents and recordings
1. 
1. 
10. Revision history
	VERSION
	DATE
	CHANGE
	APPROVED BY

	
	
	
	

	
	
	
	

	
	
	
	


Free SOP template from zight.com/guides/sop-template. Or record the process once and let Zight draft it: zight.com/sop-generator
