Standard Operating Procedure Template
Control Header
Capture the identifying and version information so anyone can trust this document is current and know who is accountable.
SOP Title: ________________________________
Unique ID (e.g., DELIV-001): ________________________________
Owner (Accountable Role/Person): ________________________________
Version Number: ________________________________
Last Reviewed Date: ________________________________
Next Review Date: ________________________________
Purpose, Scope & Trigger
State in plain language what this procedure achieves and why, when it applies, and the exact event that starts it.
Purpose (1-2 sentences): ________________________________
Scope (where it applies / does not apply): ________________________________
Trigger (the event that starts the procedure): ________________________________
Materials, Tools & Roles
List everything needed before starting and who performs the work, so no one begins without the right access or context.
Software / Logins Needed: ________________________________
Equipment / Templates Needed: ________________________________
Role(s) Performing the Steps: ________________________________
Step-by-Step Instructions
Write numbered steps, one action each, starting with an action verb and stating any decision as an if-then rule. Add screenshots, photos, or a short video link where showing beats telling. A new hire should be able to follow this cold.
Step 1 (action verb...): ________________________________
Step 2 (action verb...): ________________________________
Step 3 (action verb...): ________________________________
Decision rules (if X then Y): ________________________________
Screenshot / Video link(s): ________________________________
Definition of Done & Quality Check
Describe exactly how to know the task is finished correctly, so quality does not depend on opinion.
Definition of Done: ________________________________
Quality Checklist (killer items): ________________________________
Who Verifies / Signs Off: ________________________________
