
SOP Template: Standardized Work Procedures
Documentation
This SOP details the process for creating and maintaining standardized work procedures documentation to ensure
consistency, accuracy, and efficiency in task execution. It includes guidelines for documenting step-by-step instructions,
roles and responsibilities, quality standards, and compliance requirements. The aim is to provide clear, accessible, and
regularly updated procedures that support employee training, operational excellence, and continuous improvement across
all departments.

1. Purpose
To define the process for developing, reviewing, updating, and storing standardized work procedures to promote
consistency, accuracy, and compliance across the organization.

2. Scope
This SOP applies to all employees responsible for documenting, updating, or following work procedures within the
organization.

3. Roles and Responsibilities

Role Responsibility

Procedure Owner Drafts, updates, and reviews work procedures; ensures accuracy and clarity.

Department Manager Approves finalized documentation; ensures adherence to standards and compliance
requirements.

Quality/Compliance
Team Reviews procedures for compliance with legal, regulatory, or internal quality standards.

All Employees Follow documented procedures; provide feedback for improvements.

4. Procedure
1. Identify Procedure Need: Determine tasks or processes lacking standardization or requiring

documentation updates.
2. Draft Procedure:

Use approved templates.
Include clear step-by-step instructions with necessary details (who, what, when, where, why, and
how).

3. Assign Roles & Responsibilities: Define who performs each step, who reviews, and who approves.
4. Incorporate Quality and Compliance Standards: Reference applicable regulations, guidelines, and

performance standards.
5. Review and Approval: Submit draft for review by compliance/quality and management.
6. Finalize and Publish: Store approved procedures in a centralized, accessible location (e.g., intranet or

document management system).
7. Training: Communicate updates and provide training if necessary.



8. Regular Review and Update: Review documentation annually, or following process changes, and
update as needed.

5. Documentation Standards
Use clear, concise language.
Number all steps sequentially.
Define all acronyms and technical terms.
Use graphics or flowcharts where helpful.
Include revision history and version control.

6. Compliance and Quality Assurance
Ensure documented procedures adhere to applicable legal, regulatory, and internal policy requirements.
Quality/Compliance team to verify accuracy and completeness during scheduled reviews.

7. Revision History

Version Date Description Author

1.0 2024-07-05 Initial template release SOP Team

8. References
Company Policy Manual
Regulatory Guidelines (specify as needed)
Document Management Standard Operating Procedures

9. Appendix
Procedure Template Form (attached or linked)
Sample Completed Procedure
Process Flowchart (if applicable)
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