OPERATIONS
Standard Operating Procedure
Fill in each section so anyone on your team can follow this process to your standard. Keep it short, clear, and up to date.
	Process name
	

	Owner (responsible)
	

	Last updated
	

	Version
	


1 · Purpose
What does this process accomplish, and when should it be used?
	



2 · Tools & access needed
List the systems, logins, files, or templates someone needs before starting.
	



3 · Step-by-step instructions
Write each step plainly enough that someone new could follow it without asking you. Add or remove rows as needed.
	Step
	What to do

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	


4 · What “done right” looks like
Describe the quality standard, so anyone can tell whether the work was done correctly.
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