Standard Operating Procedure Template
Purpose
State in one sentence what this procedure achieves and why it matters.
Purpose statement: ________________________________
Scope
Describe when this procedure applies and any situations where it does not.
Applies when: ________________________________
Does not apply when: ________________________________
Roles
Name who performs the procedure and who approves it.
Owner: ________________________________
Reviewer or approver: ________________________________
Prerequisites
List the access, tools, and information needed before starting.
System access required: ________________________________
Tools needed: ________________________________
Information to have on hand: ________________________________
Steps
Write numbered, action-first steps. Start each with a verb, cover one action, name the exact tool or field, and state the success condition.
Step 1: ________________________________
Step 2: ________________________________
Step 3: ________________________________
Step 4: ________________________________
Verification
Explain how to confirm the task was completed correctly.
Success check: ________________________________
Revision History
Record the owner and the date this procedure was last reviewed.
Owner: ________________________________
Last reviewed date: ________________________________
Change summary: ________________________________
