How to: Write a SOP (Template)
SOP Owner:Click or tap here to enter text.
Last Updated: September 9, 2025
SME (Subject Matter Expert):Click or tap here to enter text.
[bookmark: _f178yvnidx1r]Purpose
Write 1-5 sentences that quickly summarize:
Why following this SOP matters?
When following this procedure correctly what is achieved?
What could (or has) gone wrong if this isn't followed?
Etc.
Etc.

➡️ If you cannot produce a meaningful Purpose section, consider removing this process.


[bookmark: _h676z9tutinf]Procedure

	Inputs
	Write what you will need to start this.
➡️ This may include software access, information, or context.
Click or tap here to enter text.



➡️ These steps should represent mini results that are easily understood at a glance.
[bookmark: _sldoqhu61s2m]Step 1. Put the mini result you’d expect here (3-10 words) <-START.
Explain how to achieve this result with text, images, and/or videos here.
[bookmark: _o4otq2laqnxq]Step 2. Put the mini result you’d expect here (3-10 words).
Explain how to achieve this result with text, images, and/or videos here.
[bookmark: _z3d36ekki2ag]Step 3. Put the mini result you’d expect here (3-10 words).
Explain how to achieve this result with text, images, and/or videos here.
[bookmark: _32qqgokvkqiw]Step 4. Put the mini result you’d expect here (3-10 words).
Explain how to achieve this result with text, images, and/or videos here.
[bookmark: _um97lfun9px3]Step 5. Put the mini result you’d expect here (3-10 words).
Explain how to achieve this result with text, images, and/or videos here.
[bookmark: _t5ga6fs1ecta]Step 6. Put the mini result you’d expect here (3-10 words).
Explain how to achieve this result with text, images, and/or videos here.
[bookmark: _l23iul3ztiu8]Step 7. Put the mini result you’d expect here (3-10 words).
Explain how to achieve this result with text, images, and/or videos here.
[bookmark: _u1chv2pw0uml]Step 8. Put the mini result you’d expect here (3-10 words) <-STOP.
Explain how to achieve this result with text, images, and/or videos here. 
If you need a Step 9, consider splitting your SOP into smaller manageable SOP’s (KISS)
	Outputs
	Write the observable outcome that lets me know this has been done right.
➡️ This is the end result (or results) of following the procedure.
Click or tap here to enter text.





[bookmark: _yfb76vsgisp]FAQs
➡️ Are there questions that come up when using this, but don’t fit elsewhere?

This is a question?
This is the answer.
This is a question?
This is the answer.
This is a question?
This is the answer.
This is a question?
This is the answer.
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