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STANDARD OPERATING PROCEDURE MANUAL

INSTRUCTIONS: This is a template that may be used when creating a new SOP for the Standard Operating Procedure Manual.  To use this template, overwrite every item in red with information relevant to the new SOP.  All text in black should be left unchanged.  When done, recolor all text as black, and then follow the standard SOP approval process.  Replace or erase all instructions in red, including this one.
1. PURPOSE and SCOPE

Purpose

This SOP establishes the procedure used to Explain a little about the purpose of the procedure.  This procedure has the following goal(s):

· Describe as many goals as are relevant to the procedure;

· Another goal;

· Another goal;

· Describe the last goal.
Scope

Describe what is included in this procedure. This should be an overview of the whole process in just a few sentences.
Regulations

The following statutes, rules and/or codes must be followed while performing this SOP:

Name of standard (e.g. National Electric Code)
Name of rule, code violation list or other guiding document
List them here

Enter N/A if there are none
2. PERSONNEL RESPONSIBILITIES  

The following is a list of each role who participates in the procedure and the overall responsibilities of each role.  
	Role
	Responsibilities

	Name of a bureau role, e.g. Office Manager
	· Describe as many responsibilities for this role as are relevant to the procedure;
· Another responsibility;

· Another responsibility;

· Describe the last responsibility.

	Put each role in a separate row of the table
Add rows as needed.
	· Responsibility;
· Responsibility.


3. HEALTH AND SAFETY ISSUES

The following health and safety issues may arise if this procedure is not followed correctly and in a timely manner.  As available, related Health & Safety regulations and/or procedures are provided for each issue.
	Potential Issue
	Health & Safety Regulation / Procedure

	List each issue in its own row
	Do any of the following: reference SOP#; provide the name of the regulation; describe the procedure; etc.

	Use N/A if there are none
	

	Add rows as needed
	


4. PROCEDURE
Trigger

This procedure is triggered when 

Describe the action or condition that indicates that the procedure should be performed. 

 Primary Procedure

The main process, i.e. the one that is done most commonly and where everything works as planned, goes in this section
Put each step on a separate line

Sub step
Sub step
List each step of the procedure individually
End of procedure

Alternative Procedures – Give each Alternative Procedure a name
If there are other ways to perform the procedure, e.g. how the procedure is done depends on some external factor, describe the factor and then describe the procedure here

Use N/A if there are none
End of procedure

Exception Procedures – Give each Exception Procedure a name
If there are common ways the procedure runs into trouble, describe the error condition and then describe what is done in the face of that error condition here

Use N/A if there are none

End of procedure

5. CUSTOMER SERVICE REQUIREMENTS

The following table lists the customer service requirements that must be satisfied for each Customer of the procedure.

	Customer
	Requirements

	Enter Name of Customer here, where a customer is anyone who receives output from the procedure.  Note: a customer can be an employee of the Bureau.
	Describe the Customer’s expectations about the output, e.g. its quality or how it will be produced

	Put each Customer on a separate row of the table
	

	
	


6. DATA AND RECORD MANAGEMENT

Reports run as part of this procedure
Name of Report
Describe the report
List each report on a separate line
Describe the report

Use N/A if there are no reports
Storage locations of saved materials
Describe each saved item (e.g. computer file; signed form) where it is stored and who stores it.   EXAMPLE OF A COMPUTER FILE STORAGE LOCATION 
MyDocuments\BureauX_OfficeFiles\MonthlyReport\YEAR
where YEAR is the year of the report in "2013" format.  For example:
MyDocuments\EADB_OfficeFiles\MonthlyReport\2014
List each saved item individually.
Use N/A if there are no saved materials

7. Suppliers, Inputs, Process, Outputs, Customers (SIPOC)

The SIPOC table provides the following information about this procedure:

Input: This includes anything that must be available in order to complete the procedure, e.g.  information, equipment, supplies and materials  
Suppliers: Source(s) of inputs.  A Source can be, for example, a person, system or report
Outputs: Products, services and results of the procedure

Customer: Recipient of Outputs.  A recipient can be, for example, a person, system or downstream process
Process: High level graphical depiction of the Primary Procedure in for form of a flowchart or swimlane diagram
SIPOC Table

	Inputs
	Suppliers
	Outputs
	Customers

	Name of input item (e.g. information, report, tangible item)
	Source of input item
	Item produced by the procedure
	Who or what uses the output (e.g. person or system)

	Put each input in its own row of the table
	There should be a source for each input
	Put each output in its own row of the table
	There should be a customer for each output

	There can be more inputs than outputs
	
	There can be more outputs than inputs
	

	SOP Name 
INSTRUCTION: Replace this chart with one relevant to the new SOP
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8. Glossary

A glossary of terms used in this SOP is available on the SOP website.  It contains acronyms, abbreviations and special terms used in this document.

9. Document History

	Revision #
	Description of Changes
	Author
	Date

	0
	First release of this SOP (or use other text as needed to describe the change)
	Name of author
	xx/xx/2014

	
	
	
	

	
	
	
	

	
	
	
	


10. Exhibits

Exhibits are examples of forms, letters, checklists, reports or other documents that are used or created during the execution of this SOP.  Exhibits referenced in this SOP are available for view on the SOP website.
List each exhibit on its own line
Second exhibit
Last exhibit
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