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1. Purpose
State the outcome this procedure guarantees in one or two sentences, for example: "Pay only for goods that were ordered and received."
2. Scope
Covers: [start event, end event, sites, teams, systems]
Does not cover: [exclusions, and the SOP that handles each one]
3. References
The related SOPs, forms, system guides, policies and external requirements a reader needs open while doing the work.
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4. Roles and responsibilities
Every role that acts in the procedure, by job title rather than by name, with what each one is accountable for.
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	Responsibility

	
	

	
	

	
	

	
	



5. Procedure
Numbered steps in the order they happen, each one action that starts with a verb and names the role doing it, with the deadline, threshold or system in the step itself.
	Step
	Who
	What to do
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6. Controls and checks
The checks that stop mistakes and fraud, such as approvals, segregation of duties, reconciliations and second-person reviews, with who performs each.
	Control
	Performed by
	Evidence it happened

	
	
	

	
	
	

	
	
	



7. Records
The evidence the procedure leaves behind, where each record lives and how long it is kept.
	Record
	Where it is kept
	How long

	
	
	

	
	
	

	
	
	



8. Revision history
Version, date, a one-line description of what changed and who approved it, newest last.
	Version
	Date
	Change
	Approved by

	1.0
	[YYYY-MM-DD]
	First issue
	[Name, role]
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