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	SOP
	Title

	Scope / Area / Machine
	

	Owner
	

	Version
	
	Date
	



1. Purpose & Scope
	Briefly describe the purpose of this SOP and its scope (2–3 lines max).




2. Safety & PPE
	☐ Safety glasses            ☐ Gloves            ☐ Ear protection            ☐ Steel-toe shoes 

	Other:
	



3. Tools / Materials Needed
	Tool / Material
	Notes

	Example: Torque wrench


	Use for tightening bolts to spec





4. Approval and Sign-off
	
	Name
	Signature / Date

	Prepared by
	
	

	Approved by
	
	





How to Use These Templates
The following pages provide four alternative SOP body layout examples. Each serves a different use case: visual work instructions, logistics processes, maintenance tasks, or training SOPs. Keep the one that fits your process and delete the rest. These examples also serve to illustrate the fact that for SOP's, form should follow function. Amend these templates freely to best suit the procedure you are describing, with maximum clarity. 

Template A – Visual Work Instruction
Use for hands-on tasks where photos or diagrams help clarify each step.

Template B – Logistics / Warehouse SOP
Use for sequential warehouse or logistics flows involving multiple stages or handovers.

Template C – Maintenance SOP
Use for preventive or corrective maintenance routines with defined roles and frequency.

Template D – Training SOP
Use when the SOP doubles as a training or onboarding guide.



Visual Work Instruction
Use for hands-on tasks where photos or diagrams help clarify each step.
5. Instructions
	Step
	1
	[image: An Example of an Effective Lockout-Tagout Procedure - IFMA Knowledge Library]Photo / Diagram

	Action
	Power off and lockout main switch
	

	Key Check
	Power indicator OFF
	



	Step
	2
	Photo / Diagram

	Action
	Remove guard and clean surfaces
	

	Key Check
	No debris
	



	Step
	3
	Photo / Diagram

	Action
	
	

	Key Check
	
	




Logistics / Warehouse SOP 
Simple sequential task structure. Use for example for warehouse or logistics flows involving multiple stages or handovers.  For example: Receive goods → Check → Record → Store → Report discrepancies.
5. Instructions
	Step
	Task
	Notes
	Responsible
	Record

	1
	Verify shipment ID and paperwork
	
	
	

	2
	Inspect for visible damage
	
	
	

	3
	Log receipt in ERP
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






Template C – Maintenance SOP
Use for routines with defined roles and frequency, like preventive or corrective maintenance.
5. Instructions
Responsibilities
	Role
	Responsibility

	Operator
	Perform steps and record results

	Technician
	Verify and sign off

	
	

	
	



Steps table
	Step
	Task
	Frequency
	Role
	Record

	1
	Inspect belts for wear
	Weekly
	Technician
	Maintenance log

	2
	Lubricate bearings
	Monthly
	Operator
	Checklist

	3
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Decision flow
If an issue is found: tag and report → Maintenance Leader assesses → Repair or replace.

	


 

Template D – Training SOP
Use when the SOP doubles as a training or onboarding guide & template. 
Print extra pages to manually complete during the training.
5. Instructions
	Step
	Trainer actions

	1
	Demonstrate safety lockout procedure

	2
	Observe trainee performing procedure

	3
	

	
	



	Assessment Criteria

	Describe what successful completion looks like





6. Assessment
	Step
	Action
	Trainer Notes
	Trainee Initials

	1
	Perform safety lockout procedure
	

	

	2
	
	

	

	3
	

	

	



	
	Name
	Signature / Date

	Trainer
	

	


	Trainee
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