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OPERATIONS & DELIVERY — MODULE 13
SOP Writing Template
Write SOPs that are simple, accessible, and co-created.
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	SOP Title
	Version
	Date
	Author
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PURPOSE (ONE SENTENCE: WHY THIS SOP EXISTS)
 
 
SCOPE (WHO DOES THIS APPLY TO?)
 
EQUIPMENT/PRODUCTS NEEDED
 
 

Steps
Write each step as one action. Active voice. If a step contains ‘and,’ split it into two steps.
	Step
	Action
	Standard/Notes

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 



CO-CREATED WITH (TEAM MEMBER NAME)
 
LOCATION (WHERE IS THIS SOP DISPLAYED?)
 
REVIEW DATE
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