SOP Kit Sample
One editable SOP outline plus a rollout checklist
Sample SOP control page
	Document no.
	Version
	Owner
	Next review

	[DEPT-01]
	1.0
	[Role]
	[YYYY-MM-DD]



Purpose
[State the result this SOP guarantees.]
Scope
[State the start, end, included teams and exclusions.]
Roles and steps
	Step
	Role
	Action, deadline and acceptance rule

	1
	[Role]
	[Start with a verb and name the system or record.]

	2
	[Role]
	[State the approval or decision threshold.]

	3
	[Role]
	[State what evidence is retained.]



Rollout checklist
	Check
	Owner
	Done

	Process owner and approver named
	
	☐

	People who do the work walked through the steps
	
	☐

	Forms, links and thresholds verified
	
	☐

	Old version withdrawn
	
	☐

	Training or briefing recorded
	
	☐

	Review date scheduled
	
	☐



