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INSTRUCTIONS: This is a template that may be used when creating a new Checklist for the Standard Operating Procedure Manual.  To use this template, overwrite every item in blue with information relevant to the new Checklist.  All text in black should be left unchanged.  When done, erase all instructions in red and follow the standard Checklist approval process.
Background

This procedure establishes the process that Take this text from Section 1 of the SOP: Purpose of the SOP.   The procedure includes:

· List content of  the table in Section 2 of the SOP, Responsibilities column;
· First item;

· Next item;

· Last item.
Checklist Usage Information
	Purpose of Use
	[  ] **Employee guide      [  ] Evaluate employee performance      [  ] Test SOP     
[  ] Employee Training      [  ] Other – Explain: 

	Comments
	

	Participant Name
	Job Title
	Dates of Participation
	Comments

	
	Job name 1
	
	List Job Titles from Section 2 of the SOP, Role column

	
	Job name 2
	
	

	
	Term used for an external role (e.g. Company Owner)
	
	

	
	
	
	


* Instructions on use of this checklist are available as part of the SOP Manual on the NAME OF BUREAU SOP website.
** Employees can use this checklist as a guide while they do the work

Results Summary
	Outcome
Check all that apply
	[  ] All steps produced expected outcome  

[  ] Procedure was completed      

[  ] Test Passed        [  ] Test Failed 1 or more steps
	[  ] One or more steps did not match expected outcome 

[  ] Procedure was not completed

	SOP Trigger
	Copy the trigger information from Section 4.1 of the SOP
	Status
	[  ] Met        [  ] Simulated (for testing) 

	Inputs were Available
	[  ]Yes        [  ] No        [  ] Partial – Explain: 

	Outputs were completed
	[  ]Yes        [  ] No        [  ] Partial – Explain:

	Comments
	


Primary Procedure
Step Description is from Section 4.2 Primary Procedure of the SOP.  Compose an Expected Result as required.  Include Yes/No in the Actual Result column only when a result is expected.  Add rows as needed.  Always include End Procedure as the last step.
	Step #
	Step Description
	Expected Result
	Actual Result as Expected
	Comment

	4.2.1
	First step
	Result 1
	[  ] DME     [  ] ME     [  ] EE
	

	4.2.2
	Next step
	Result 2
	[  ] DME     [  ] ME     [  ] EE
	

	4.2.3
	Next step
	Result 3
	[  ] DME     [  ] ME     [  ] EE
	

	4.2.4
	End Procedure
	
	
	


DME = Does not Meet Expectations
ME = Meets Expectations
EE = Exceeds Expectations

Alternative Procedure – Put the title of Alternative Procedures in the SOP here.  Create as many Alternative Procedure tables here as there are Alternative tables in the SOP
	Step #
	Step Description
	Expected Result
	Actual Result as Expected
	Comment

	4.3.1
	First step
	Result 1
	[  ] DME     [  ] ME     [  ] EE
	

	4.3.2
	Next step
	Result 2
	[  ] DME     [  ] ME     [  ] EE
	

	4.3.3
	End Procedure
	
	
	


Exception Procedure
 - Put the title of Exception Procedures in the SOP here.  Create as many Exception Procedure tables here as there are Exception tables in the SOP
	Step #
	Step Description
	Expected Result
	Actual Result as Expected
	Comment

	4.x.1
	First step
	Result 1
	[  ] DME     [  ] ME     [  ] EE
	

	4.x.2
	Next step
	Result 2
	[  ] DME     [  ] ME     [  ] EE
	

	4.x.3
	End Procedure
	
	
	


 Expected Outputs: List all outputs mentioned in the procedures
	Outputs from Primary Procedure
	Produced as Expected
	Comment

	Output 1
	[  ] DME     [  ] ME     [  ] EE
	

	Output 2
	[  ] DME     [  ] ME     [  ] EE
	

	Outputs from Alternate Procedure
	Produced as Expected
	Comment

	Output 1
	[  ] DME     [  ] ME     [  ] EE
	

	Output 2
	[  ] DME     [  ] ME     [  ] EE
	

	Outputs from Exception Procedure
	Produced as Expected
	Comment

	Output 1
	[  ] DME     [  ] ME     [  ] EE
	

	Output 2
	[  ] DME     [  ] ME     [  ] EE
	


Signoff (Put your signature in the appropriate space)
	Participant Name
	Job Title
	Signature 
	Date
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