
STANDARD OPERATING PROCEDURE (SOP)

1. Document Information

SOP Title: [Process Name]

Department: [Department Name]

Prepared By: [Name]

Approved By: [Name/Position]

Effective Date: [Date]

Version: 1.0

2. Purpose

This SOP describes the standard method for performing [process name] to ensure consistency,
safety, and quality of outcomes.

3. Scope

This procedure applies to all personnel involved in [process/activity] within [department or
organization].

4. Responsibilities

Supervisor: Ensure staff follow this SOP and provide necessary training.

Staff/Operator: Perform tasks according to the procedure and report issues.

Quality Control (if applicable): Verify compliance with standards.

5. Required Materials / Equipment

[Equipment or tools]

[Software or system]

[Forms or documents]

6. Procedure

Step 1: Preparation

- Verify required materials and equipment are available.

- Check that equipment is in working condition.



- Review task requirements.

Step 2: Execution

- Perform [specific action].

- Record necessary data in [system/form].

- Follow safety and quality guidelines.

Step 3: Completion

- Confirm task completion.

- Clean and store equipment properly.

- Submit or save records as required.

7. Safety Considerations

Follow all workplace safety policies.

Use required personal protective equipment (PPE).

Report hazards immediately.

8. Documentation and Records

[Logbook name]

[Digital system]

Retention period: [Duration]

9. Revision History

Version Date Description of Change Approved By

1.0 [Date] Initial Release [Name]


