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About this template

The Process SOP describes how work moves across teams rather than every keystroke. It maps stages, owners,
inputs, outputs and handoffs, and links out to detailed task-level SOPs where needed. It is ideal for order-to-cash,

hiring, client onboarding and similar processes.
N
Level of detall Moderate

Best suited for Complex multi-departmental operations

* Replace every [grey bracketed placeholder] with your own details.
» Delete the orange Guidance boxes and green Example boxes before you publish or circulate it.

* Add or remove table rows as needed; keep the section order so readers can find things quickly.

SOP title SOP number
Revision Department
Process owner Approved by
Effective date Next review date
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Purpose

One or two sentences on what this procedure achieves and why it matters. Do not describe the steps here.

EXAMPLE This SOP ensures every new client account is set up correctly within two business days, so billing, access and
reporting work from day one.

Scope

State exactly what is covered and what is not. Clear exclusions stop people applying the SOP to the wrong
situation.

Process Map

Show the main stages from trigger to outcome. Keep it to 4-7 stages; detail goes in the stage table.

Stakeholders & RACI

Show who is Responsible, Accountable, Consulted and Informed for each stage.

R A C |

R = Responsible - A = Accountable - C = Consulted - | = Informed
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Stage Details

For each stage, describe inputs, key activities, outputs and the system used. Link to task-level SOPs.

Handoffs & SLAS

Handoffs are where processes fail. Define what is passed, how, and how quickly.

Process KPlIs

Measure the whole process, not just individual steps.
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Exceptions & Escalation

Name the common exceptions and who resolves them.

Records & Related Documents

List the records this procedure creates, where they are kept, and for how long. Link related policies and SOPs.

Approval

Signatures make the SOP official. Do not use it until it is approved.

S S S S

Prepared by
Reviewed by

Approved by
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YOUR TEMPLATE IS READY. YOUR TIME IS LIMITED.

Need this document written,
reviewed or formatted for you?

Documentation Services Lab turns your processes, systems and know-how into clear,
audit-ready documents your team will actually use. Hand us your notes, recordings or
rough drafts and we deliver a finished, on-brand Process SOP and anything else you

need.
SOPs & process docs Technical & APl docs
Standard, checklist, visual and compliance SOPs, API references, integration guides, manuals, specs
process maps, operations manuals. and knowledge bases.
Quality & compliance Project & construction
ISO-ready QMS documents, registers, audit Charters, plans, RFIs, submittals, daily reports,
checklists, training records. closeout packages.

Visit our website >

cal.com/documentationservices/inquiry documentationserviceslab.com

Free to use and adapt for your own organisation. Remove the orange guidance boxes before publishing.
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