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	STANDARD OPERATING PROCEDURE
Template



Standard Operating Procedure
Template for a clear, trainable, auditable procedure
Intended for: owners, managers, and compliance leads writing or updating a procedure.   |   Version 2.0 · Content reviewed September 26, 2026
	How to use this template. Replace every [bracketed] field. Delete the italic guidance before you publish. Keep each SOP to one task, write steps a new hire could follow, and name a person, not a department, as owner. Record any location-specific difference as an approved local variation rather than editing the procedure for one site. Set the review cycle yourself unless a rule, license condition, or insurer sets one; the cycle is a suggestion, not a requirement.



	SOP title
	[Name of the procedure]

	SOP number
	[Such as OPS-004]
	Version
	[1.0]

	Effective date
	[Date]
	Next review date
	[Date on a fixed review cycle]

	Owner (named person)
	[A named person, not a department]
	Approved by
	[Name and title]

	Applies to locations
	[All locations, or list each one]

	Approved local variation
	[None, or describe the variation, the location it applies to, who approved it, and the date]



1. Purpose
One or two sentences on what this procedure achieves. For example: This SOP sets out how staff check age and identification before every sale.
[What this procedure achieves.]
2. Scope
Which locations, roles, products, and situations this covers, and what it does not cover.
Covers: [locations, roles, situations]
Does not cover: [related tasks handled by another SOP]
3. Why this matters
Name the rule, license condition, or business risk behind this procedure in plain language. Point to the source document so staff can check it. Confirm current requirements with your regulator, since they vary by jurisdiction and change.
Rule or risk: [plain-language summary]
Source document: [license conditions, regulator guidance, lease clause, or internal policy]
4. Roles and responsibilities
Use role titles here. The named owner goes in the header block above.
	Role
	Responsibility in this procedure

	[Role]
	[What this role does and decides]

	
	

	
	



5. Materials and systems
Equipment, forms, software, and logs needed to do the work, such as an ID scanner, the POS system, or an incident log.
[Item or system]
[Item or system]
[Item or system]
6. Procedure
One action per step, in the order it happens. Start each action with a verb. Say who does it and what record shows it was done.
	Step
	Action
	Who
	Record kept

	1
	[Action, starting with a verb]
	[Role]
	[Log, form, or system entry]

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	



7. Exceptions and escalation
What staff do when something does not fit the steps: who they contact, how fast, and what they must not do, such as guess at an answer or override a system block.
If [situation], then [action], and tell [named person or role] within [time].
If [situation], then [action], and tell [named person or role] within [time].
Never: [actions staff must not take]
8. Records and retention
Every record this procedure creates, where it lives, and how long it is kept. Confirm retention periods with your regulator; they vary by jurisdiction.
	Record
	Where it is kept
	Retention period
	Owner

	[Record name]
	[System or location]
	[Period]
	[Named person]

	
	
	
	

	
	
	
	



9. Training and sign-off
Everyone who performs this procedure signs off after training and again after any major revision.
	Name
	Role
	Date trained
	Trainer

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



10. Revision history
Record every change, however small, so anyone can see what changed, when, and who approved it.
	Version
	Date
	Change summary
	Changed by
	Approved by

	1.0
	[Date]
	First issue
	[Name]
	[Name]
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