
Hello MOD Team, 

  

Since we’re embarking upon a major standard operating procedure 

writing process, I thought I’d try to add some value in that the first few 

SOP’s I write (even before we have an accessible repository) are in fact 

about writing SOP’s. 

  

Attached are two documents: 

  

1.       A SOP template that will add consistency to our 

documentation.  

Writing SOP’s doesn’t always follow, or need to follow the 

same structure, however it’s usually more helpful to start from 

a template than from a blank page. 

2.       A SOP best practices guide to help with writing SOP’s. 

  

Also below, are some links to some great information on writing SOP’s 

that Mike provided. Thanks Mike! 

  

  

http://www.bizmanualz.com/blog/how-to-create-a-standard-

operating-procedure-template.html 

  

http://www.writingassist.com/resources/articles/the-well-written-

sop-critical-for-continuous-improvement/ 

  

http://www.supplychainbrain.com/content/research-

analysis/gartner/single-article-page/article/sop-change-management-

how-to-get-out-of-the-starting-gates-1/ 

  

http://ibisassoc.co.uk/standard-operating-procedures/ 

  

http://www.princetoncenter.com/standard-operating-procedure-

software/ 

  



http://empireflippers.com/standard-operating-procedures/ 

  

http://www.digicast.com.au/blog/bid/88627/5-Mistakes-Companies-

make-with-their-Standard-Operating-Procedures 

  

I hope this helps those of you who are writing SOP’s for the first time 

or those who’ve written many. 

  

Please don’t hesitate to contact me if I can be of assistance during this 

project. 

  

Jeff McCaffrey 

Operations Manager 

P: 530.723.2632 | Jeff.M@MyOutDesk.Com 

MyOutDesk.com, Inc. |  8:00 AM to 5:00 PM (US-PDT) 
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