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Thus, documenting processes is no more a choice but an inevitable element of every organization, be
it a corporate or a conglomerate, a midscale or an SME. SOP development is the biggest investment
any company can make towards getting organized, transparent and QMS compliant. Read our
privacy policy. Out of these cookies, the cookies that are categorized as necessary are stored on your
browser as they are essential for the working of basic functionalities of the website. We also use
thirdparty cookies that help us analyze and understand how you use this website. These cookies will
be stored in your browser only with your consent. You also have the option to optout of these
cookies. But opting out of some of these cookies may have an effect on your browsing experience.
This category only includes cookies that ensures basic functionalities and security features of the
website. These cookies do not store any personal information. It is mandatory to procure user
consent prior to running these cookies on your website. This can help you clinch major clients and
demonstrate your professionalism. We’ve included Microsoft Word templates and Process Street
ones too. You'll also find a guide for writing SOPs to help you get started. That’s why we’ve put it at
the beginning of the article It is filled with extra resources and best practice examples just in case
you need them. But here are some quicklinks in case you don’t want to scroll If you follow our
collaborative guidelines, it could even be quite fun! Fun not guaranteed This step is about choosing
your template to fit the needs of the process. In certain industries you will have requirements which
you need to adhere to. The layout of your SOPs will be influenced by the kind of information you
need to display. Investigate which international standards apply to your business operations. To
properly map the processes in use within the company, you need to have relevant members of the
company present.http://ezphotodisplay.com/userfiles/case-skid-steer-operator-manual.xml
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These standard operating procedures must reflect reality so that they can be adapted and optimized
to improve reality. Are you documenting your standard operating procedures in order to adhere to
industry standards. Or are you confident your operations already adhere, you just need to document
them. Are you doing this out of a general process optimization push. Knowing the answers to
questions like these will help you prioritize your approach. There are different forms an SOP
document can take. Before beginning one, understand whether this is to be a manual, a minimanual,
or a procedure document. The larger your company, the more likely it is you'll be creating an
incredibly indepth manual. If you're mapping only one procedure within the document you are
working on then you need to understand exactly where the procedure starts and where it finishes. It
is important to clearly define the scope in order to reduce overlap with other procedure documents.
Not doing so would lead to inefficiencies. This is more writing advice, but you need to think about
the purpose of the document to understand how it should be written. If this is a document used
solely for demonstrating to the industry that you have documented SOPs, then maybe the language
will be technical and trite. However, if workers are going to be using this document as a reference
point, then you’ll need to make the language clear and actionable. There may well be standardized
forms of conveying processes within your company, but if not you could begin to implement them.
Business process model and notation BPMN provides a universal way to explain processes in a
concise visual style. Assess the process from start to finish and note down each task required along
the way to complete the process. This can be done in the form of a bullet point list with pen and
paper or a notetaking app. If you're looking to improve your process as you work through your
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documentation, now is a good opportunity to do
so.http://www.goldstarautosolutions.com/cmsCart/upload/case-service-manual.xml

Assess the basic steps you have recorded and ask if anything else could be added or removed. If
something were to go wrong in the process, where would it occur. Where does it currently occur in
real life This is a great opportunity to make your standard operating procedures actionable and to
find a way of assessing their positive impact. What metrics you choose to use will depend on the
process you're documenting. The key metrics may be related to performance or speed or a formula
utilizing both of those variables. Make sure they are able to give feedback on the procedures
presented so that you can make alterations to the process, procedures, or simply the document style
before submission. Submit your process for review by your line manager. Alternatively, if you do not
have a line manager, find a colleague whose feedback you value and send the SOP document to them
before declaring it to be complete. A standard operating procedure document should track its own
revisions over time. However, it is useful to have a general system in place to govern these revisions
and how and when they occur. Creating a process for process optimization is an effective means of
delivering this iterative change. A process involves people or data or something somewhere which
can be hurt, damaged, or lost. Make sure to run a risk assessment on your processes to make sure
you’re not opening up your company'’s risk exposure. A visual aid to help other people understand
the overview of the process will prove useful for people both assessing and following the process
presented in the standard operating procedures. Including one increases the userfriendly level of the
document. Once all participants and stakeholders have signed off on the document and people have
agreed to its use, implement the standard operating procedure document for the necessary process
and file the document appropriately.

The key advantage in using Process Street for this is that each process can be run as a checklist by
staff members following the procedures. Within Process Street’s system a template acts as the
standard procedures for a particular task. You then run the checklist from that template when you
undertake the process without it affecting the original documentation. At its heart, that is exactly
what standard operating procedures are in the real world. If your processes are actionable then they
are much more likely to be adhered to. No one likes picking up an SOP manual and sorting through
page after page to find something useful. In short, running your SOPs through Process Street helps
improve process adherence. The initial few sections cover the key information pertaining to the
template while the procedures section where the process is documented follows. Your team could
then run the copied template as a checklist every time they come to undertake the task. The Key to
ISO 9000 Free ISO 9000 SelfAudit Checklist ISO 90042018 This will provide a clean copy of your
SOPs with the task list structured as being a table of contents from which other sections follow. Do
keep in mind there are plenty more templates accessible from our checklist template library ! I'll
explain why. Lives are at stake and stated processes must be very carefully followed. Given that is
template is a result of collaboration between one of the best universities in the world and the world’s
largest healthcare provider, I think we should take it pretty seriously. That’s why we’ve included a
range of other options for you to choose from. Other than that, this is a fully actionable outline which
is ready to go without changes or adaptations. Fair warning. At only 2 pages long, it’s less of an
intimidating template for a beginner yet to take off their training wheels. It has steps already labeled
in regards to dealing with controlled chemicals and other such hazards.

http://superbia.lgbt/flotaganis/1649461575

The goal is to record each time you have ran a test and to track the processes with the table
provided. The same principles generally apply. If you're a company that handles highlevel client
data, you need to have these kinds of processes in place to demonstrate your commitment to data
security. These should show you how to construct complex SOPs while providing you with the
templates to employ in your business if you have these needs. The real detail lies in the procedures
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which you can write to fit your specific needs. Though originally geared toward the healthcare needs
of the NHS, this provides a valuable template for any organization looking to implement document
controls. In particular, applications to ethics committees. This standard operating procedure
template aims to create a clear means of changing those established practices through the correct
channels. This research may be qualitative or quantitative. Either way, you need to have standard
operating procedures in place for how this research is conducted. We have two templates
specifically geared for risk assessing standard operating procedures plus one example document to
show you how the finished version might look. We then have two more general purpose risk
assessments for those of you not aspiring to ISO levels, and performing a more casual
documentation process. This PDF works as both a template and a guide to risk assessing your
standard operating procedures and further risk management. This risk management strategy and
standard operating procedure document demonstrates what a risk oriented section of your SOP
manual would look like. Check out page 30 for some actionable risk assessment insights. This PDF
template provides a guide to how to manage risk management and its impacts. This risk assessment
form is general purpose and helps you predict and manage risks and hazards in any given situation.
This is the example template created by the university.
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This template is easily actionable and not overly complex while remaining effective. This is my
recommended risk assessment given it is produced by a standard setting body. What resources
would you recommend for someone approaching it for the first time. Let us know in the comments
below! Right now neither of the approaches you suggest seem to fit the bill. There’s not an ideal
workaround right now, but we’re looking into letting users store static documents in Process Street
folders, too. Can you share please I hope this helps! Do you have templates that I could use I need to
structure SOP for sales department. Request if you can help. Rgds, Lalit But you can see a bunch of
different IT related templates we’ve done in these following links At the moment, I am using but it
would be nice if there was a way to do all this in Process Street. Your processes are in there and
your checklists are in there. So, it’'s maybe more about how to leverage that. You could export and
print that document and have a physical manual if you ever needed it. That’s one kind of approach.
But you can do yours any way you like! They then go through and check off the items in the list. You
can just message them from inside the app, and I'm sure they’d be happy to run through how other
customers make the most of certain features! Which template could you recommend for a small
catering business. This is not for an external audit except maybe in case the business gets sold one
day. Thanks! It’s a nice read, but the more interesting tidbits for you might be toward the end in
regards to how McDonalds systemized their operations, and then there’s a bit showing how Toyota
approach systemization in a practical easytoreplicate kind of way Feel free to shoot me any
questions I need to do a SOP on optic fibre works. From Civil Construction to the installation of the
fibre. That’s underground, aerial and indoor. Looking forward to hearing from you.

http://genesisrealtycorp.com/images/c600-manual-pdf. pdf

We book examination centres for clients looking conducting large scale computer based exams in
different parts of the country. [ am often asked for an SOP from the prospective clients. Thank you.
There’s a little post here on how to do that as quickly as possible Please could you assist on what
format to use and how to generally go about it. Can your pl share templates relevant to that A
revision date would be updated every time additions or improvements are made to the process. You
would list the revision dates in order so that there’s a historical list of all the revisions to the
process, if you were using the Word doc templates I need to do a SOP on Software Testing. I have
been looking at available templates which makes up for a great resource, but still not something i
can readily make use of. Can you please help me with Software Testing SOP document. It would be
really a great deal of help. Thank you for all the efforts !!! Please, could you assist on what format to
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use and how to generally go about it But it also means that you can export the minimanual as a
document to have a physical paper copy you can show people.We have a structure template you can
work from, and an example completed template too. Need to list best practices along with photos. Is
there any examples that follow this format What we do have is a little project we created recently
which mirrors how a lot of our clients use Process Street alongside their property management
CRMs. This includes the front office, Customer Service, Sales, Buying etc. I would greatly appreciate
a template to work off of as this a pretty huge project I am taking on. Please advise. How to Improve
Your Support Team 17 Free Processes I have been tasked with creating SOP and processes that will
maximize host as well as renter satisfaction. Can you help me to decide which template should I go
about. Btw, great post you got here! I will appreciate if it’s also an advice on where to get one.

I have to make the SOP for all departments including fabric inhouse, cutting, sewing and finishing.
Also, i have to make a manual for the same. So, Sir could you please assist me on what format to use
and how to proceed When you have it all on paper then you can start improving it and discussing it
with other team members. Ideally, you'll test it in the factory and find out what to add or remove.
Can you please guide which format would be best. Regards It will be structured so that it has an
overview of the steps in the SOP at the top like a contents section and then it will be followed by
each step in the process with any text boxes or clarifying information included. That should do well
for you. Or, you create SOPs which involve different teams in the company and so different tasks in
the process are assigned to different people. Simple. Can you help me with an SOP for an online
wellness yoga, meditation etc classes business. Thank you! I might have some useful ones for you
hidden away somewhere. Well, it’s a meditation and yoga classes business. We are going to operate
it online, so all the process stating from the purchase, scheduling etc is on the web.Can you help me
with an SOP for an online wellness classes business Cheers, Adam Can you please help me with the
same. Rather than tackle the entire manual at one time of the year, it is preferred that we look at
individual policies and procedures on an ongoing basis. Can you please advise which templates
might be most helpful for this You then work through that checklist sequentially, assessing each set
of items one by one. This evidences your progress through a systemized approach You use this
checklist to make sure the procedure in question adheres to the quality standards you've set, that it
is accurate, and that it is approved or marked for an update. You can choose to improve them as you
go; section by section as you work through the first checklist.

Or, you can improve them in one go at the end, or send them back to their relevant department with
guidelines as how those members of staff can improve their own procedures. Required fields are
marked. Bloggers. Who needs to do them. What are the best ways to approach these tasks The
creation of processes and workflows will define the way in which your day to day activities function.
The simple definition provided by IBM for standard operating procedures is And that’s what we’re
going to give you. The international standard you probably use if you work in a large company is ISO
9000, or some variant of that. Here’s a structure template for writing a single procedure which has
all the benefits of being compliant to top international standards for big businesses while also being
simple, easy to edit, and collaborative. A solopreneur might want something a little different, and as
good as the ISO method is for documenting SOP s, it has limitations in regards to how actionable it
is. We’ll look to improve on that with the use of tools and tech! Then each section will be presented
individually in full. The image below shows broadly how standard operating procedure
documentation is presented. Two birds, one business process management system. If you work for a
large multinational you’ll need to have standard operating procedures which adhere to the
company’s internal policies and standardizations. If you're a solopreneur, you may want to have a
much simpler layout of your SOPs for your own reference. This kind of approach has benefits for the
solopreneur, or small teams, who don’t require detailed instructions. This flexibility can aid startups
who are trying new things on a regular basis. If the detail is not recorded then optimization and
improvement are harder to attain. This checklist should record as much detail in the process as



possible. You can consider whether a single task requires a subchecklist of further tasks to spell it
out.

You can understand how you’re going to document workflows; when do tasks involve multiple people
and how do they fit in together. Including detail means you have more variables to iterate when you
come to optimizing the process. Our goal is to have processes so watertight that anyone could take
over the task and be able to complete it. This was one of our methods for improving our customer
support process. When we hired new members of staff, we gave them this checklist with detailed
instructions and explanations and gave them level 1 support in their first week. This system built
optimization into the execution of the process. It wouldn’t have been possible without having a
detailed process to begin with. Flow diagrams are, in general, less actionable than a linear
structured checklist. However, flow diagrams are extremely useful for communication of processes.
A process flow chart will help you explain your process structures to others while also easing the
analysis of a process when you come to iterate and improve. This approach results in
welldocumented processes while also providing highly actionable instructions. If you're going to be
creating standard operating procedures for particular tasks, processes, or workflows, then you
should probably contact the people who will be, or are already, responsible for those duties. After
all, these are the people you pay to perform these recurring tasks day in day out. Teamwork is vital
for any business. By working in this manner, the process feels like less of a diktat and more of an
agreement. But you also want them to function well, and you need to make sure the priorities within
the process are aligned with the priorities within the business. Or, more likely, you’'ve recognized
that the current system is too slow or the final product is not consistently of a high quality. You have
a pain point which you wish to target. He told us a story of one of the clearest process related pain
points he had experienced.

Payroll kept going wrong. There always ended up being mistakes. Nonetheless, this approach is
founded on common sense structure and it’s a good idea to follow it. This way, we’re able to operate
by our processes with the flexibility of the platform while also giving clients who need it the ability to
save processes as PDFs for reference purposes in line with ISO9000. Learn where to draw the line to
stop you wandering off into other teams or departments. Define the limits of your investigation or
you’ll end up with mission creep. What action initiates the process you're working on. What action
finishes the process you're working on. Define your scope. However, we do have some tips and tricks
built up over time which are broad suggestions applicable in all scenarios. Always use a verb at the
beginning of a statement for a task. This kind of language makes it clear what you have to do and it
packs a punch. Be clear and convey the important information only. Talk to the air rather than the
reader. Don’t make readers sift through paragraphs of text every time they want to follow the SOPs.
Some of these systems are a little idiosyncratic and tied to the company. Most, however, will use a
standardized form of notation like BPMN. Think of tools like BPMN as universal languages, the
Esperanto of business process management. Allow for input and discussion across the team, and
record down any further steps which are suggested. Are there subtasks which can be added to that
task to further explain either how it is done, or by recommending productive ways to do it. If so,
include the subtasks too. Within Process Street, you can create subchecklists in tasks to tackle this
need. Subchecklists provide a simple way to make processes appear straightforward while also
adding actionable detail. And if they can go wrong, where would that failure likely happen Maybe
your process results in high output in terms of production but puts strain on distribution.

You know your business better than I, you can make those assessments. If the work was being
finished too close to the deadline, then there was always the possibility that the deadline would be
missed.This way, the whole team can work one or two weeks ahead of schedule and risk can be
minimized. Sometimes the most effective changes to a process can be some of the most simple. We
need to understand how it is performing so that we can optimize it. How were you performing



against these questions previously. Has the new process improved these numbers. What longterm
targets do you want to set for staff to work towards How you implement them is up to you and it
depends on the resources you have available. For example, we have an internal customer support
process, I've previously mentioned, which we run every time we deal with a customer question. One
of the methods we used to test how easy it was to follow was to put new hires in the company on
level 1 support in their first week. They were left with customers and a process. If the process was
good enough, the job would be done well regardless of experience. Someone who was not involved in
the collaborative creation process, and can look at the flows with fresh eyes. If you're a small
business, this could be an investor, someone from your network, or even a valued customer! If so,
make sure to send the results of any testing you have undertaken along with the draft SOPs. I'm
under the belief that the process should be thought of as a living document. The processes can,
however, be as good as we can possibly make them. It is important to remember that we work as a
team and the processes’ strengths and weaknesses might be found by the people who follow them
each day. Stay collaborative in the optimization process. If they are the means by which you’re
measuring performance, then they will likely guide you in your pursuit of the perfect process.

Workflow software which integrates with other platforms can supercharge your operations!
Whenever you have actual real human beings doing something under your direction, you're
responsible for making sure they’re not going to be hurt in the process. These aids can contextualize
information from the beginning, improving the clarity of your more detailed written explanation.
Flow diagrams provide employees with a visual way of understanding what is being asked of them.
But that’s not all. Helping make sure that your employees understand their position within a broader
whole makes the process work better and improves employee accountability in the workplace, to
boot. If you've followed the process from beginning to end, your SOPs are essentially guaranteed to
improve performance. They should have been tested, they have optimization strategies built in, and
you’'ve made sure they’re safe. For instance, under the marketing section, you’ll find our Client
Onboarding for a Marketing Agency SOP template.I’'m pretty sure I've delivered. By doing so, you're
internally and externally certifying them as reliable, high quality, and effective. How to Get Certified
For Beginners The Definitive QMS Guide Free ISO 9001 Template The Key to ISO 9000 Free ISO
9000 SelfAudit Checklist ISO 90042018 The Definitive QMS Guide Free ISO 9001 Template How do
you approach standard operating procedures in your business. Write down your thoughts in the
comment section below. You covered a lot of ground though. Regards, Terry. I know I need to create
SOPs for all of the tasks in my practice but it was difficult to find the time to even read this blog let
alone create the SOPs. And I can guarantee you my staff will not read this whole thing. One thing
that I will say, I have definitely taken away from this article is to make it a collaborative effort. What
I do is have each of my team members to write a staff training on one of the tasks in their job

7 “"

description or one of our office’s “pain points”.

This helps to clarify to everyone how this particular task should be run in the office. By doing this,
I'm hoping to take your 16 Essential steps, apply them to the individual staff trainings and eventually
have SOPs for every job in our office. Again, not an easy feat but your great article I do believe will
definitely help. Thanks again for the info! There seem to be two schools of thought. 1. Effective date
is the date of the last signature 2. Effective date is about one month, dependent on the business,
from the last signature in order for staff to be trained prior to the SOP becoming effective. Thoughts
I currently have an SOP and am doing a review, i have learnt the need to do a measurement To test
the performance and risk assessment. I would take a relaxed approach and suggest that it would be
fine to use them. For me, the most important thing about SOPs is that they can be followed. So I
wouldn’t mind too much what the language was within them. I am currently working on one now and
wondering if you're open to reviewing the work once complete. I won’t post my email here publicly,
but you can reach me on my contact form on my site and we can exchange emails. People want to
see what is relevant to them, not a huge manual. But it’s still important to be able to understand the



overall procedure and for each team to see how their actions fit into that procedure. This way you
only create one overview of the whole process, but it’s very easy for each member of each team to
see where they fit into that process and what they’'re responsible for. Because you would be using
software, people would receive notifications when they are needed to complete a task. So it makes it
easy for everyone. If you have any other questions feel free to reach out! Great article! Thanks for all
the details. Thank you so much for your great efforts. Thank you for the effort. SOPs are so
important. And equally important is to keep them updated.

They are great for people involved in project and process management. There are detailed steps and
it is well thought out. The steps covers all the necessary tasks that are done in and out of project
management. Thanks for sharing this.I am going to use this a lot. Share and like this. Cheers,
Isonedir. Required fields are marked. Bloggers. A customer comes in one day and says they need to
return a bag of bread. Most likely, the store you work for already has a set of written rules in place
for how to handle this situation. That written set of rules is what is known as a standard operating
procedure. Freedom without rules doesn’t work. And communities do not work unless they are
regulated by etiquette. Judith Martin Standard operating procedures are written, stepbystep
instructions that describe how to perform a routine activity. Employees should complete them in the
exact same way every time so that the business can remain consistent. It should be brief, easy to
understand and contain actions steps that are simple follow. A good standard operating procedure
should clearly outline the steps and inform the employee of any safety concerns. The standing
operating procedures should be the basis for training any new employees. They should also be
updated every year to ensure they stay relevant to the current needs of the organization. Whats the
easiest way to have your company playbooks in one place. Find out here Why Do You Need Standard
Operating Procedures. Some business owners have a hard time grasping why standard operating
procedures are necessary. They already trained their employees so why do they need a written
document outlining the process as well. This is sort of like asking why doctors have a written list of
procedures they follow before performing surgery. Or why the FDA has a written list of procedures
for how restaurants can handle food.
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