Standard operating procedure: [Task name]
SOP details
	SOP number
	

	Process owner
	

	Version
	

	Status
	

	Effective date
	

	Next review
	

	Kept in
	



Purpose
[What this task gets done, and why it matters, in one or two sentences.]
When to use this
Use this procedure every time [what starts the task, such as a request arriving by email].
· Who does it: [Role]
· Who approves: [Role]
· Who reads this guide: [Role, and what they already know]
· Not covered: [Related cases this guide leaves out]
Inputs
Have these ready before step 1:
· [Information you need, such as dates, names or amounts]
· [Tools, files and forms, by their exact names]
· [Access you need, such as edit rights to a shared calendar]
Steps
1. [Role] [does the first thing] in [tool]. Result: [what is true when it’s done].
1. [Role] checks [what]. If [something is missing], see Exceptions.
1. [Role] [does the next thing]. Result: [what is true when it’s done].
1. [Approver] approves [what] before [the step that can’t be undone].
1. [Role] [finishes the task] and tells [who]. Result: [the task is done].
Exceptions
When the task can’t go on as written, stop and follow this table. Don’t work around a required check.
	If
	Then
	Who decides

	[Something is missing]
	[What to do, such as ask for it and wait]
	[Role]

	[A case with no rule yet]
	[Stop and ask before doing anything]
	[Process owner]

	
	
	

	
	
	



Done check
The task is done when:
· [What is recorded, and where]
· [Who has been told]
· [What has been approved, and by whom]
Revision history
	Version
	Date
	What changed
	Approved by

	0.1
	[Date]
	First draft
	

	
	
	
	

	
	
	
	

	
	
	
	



