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[bookmark: _Toc234353872]Purpose
State why this procedure exists in one or two sentences. What outcome does it guarantee, and why does it matter? Example: “Establish a repeatable process to compile and reconcile monthly regional net sales so reporting is accurate and consistent.”
[bookmark: _Toc234353873]Scope
Describe what this SOP covers — and, if useful, what it does not. List the main activities:
1. [ First activity this procedure covers ]
1. [ Second activity ]
1. [ Third activity ]
[bookmark: _Toc234353874]Prerequisites
List everything someone needs before starting — access, credentials, files, tools, or knowledge.
1. [ System or tool access required ]
1. [ Files or inputs needed ]
1. [ Permissions or approvals ]
[bookmark: _Toc234353875]Definitions or Notes
Define any terms, acronyms, or assumptions a new reader might not know.
1. [ Term ] — [ plain-language definition ]
1. [ Acronym ] — [ what it stands for and means here ]
[bookmark: _Toc234353876]Procedure
Break the work into logical parts. Under each part, give clear numbered steps and add a screenshot where it helps. Copy a step block for as many steps as you need.
[bookmark: _Toc234353877]Part 1 — [ Step group title ]
1. [ Describe the first action. Start with a verb: open, click, select, enter... ]
1. [ Next action ]
	[  Screenshot — paste or drag an image here  ]


Figure X. [Caption describing what this screenshot shows]
[bookmark: _Toc234353878]Part 2 — [ Step group title ]
1. [ Describe the action ]
1. [ Next action ]
	[  Screenshot — paste or drag an image here  ]


Figure X. [Caption describing what this screenshot shows]
[bookmark: _Toc234353879]Part 3 — [ Step group title ]
1. [ Describe the action ]
	[  Screenshot — paste or drag an image here  ]


Figure X. [Caption describing what this screenshot shows]
[bookmark: _Toc234353880]Quality Checks
How does someone confirm the task was done correctly? List the checks or control totals to verify before finishing.
1. [ What to verify, and the expected result ]
1. [ Reconciliation or check figure ]
[bookmark: _Toc234353881]Troubleshooting
Common problems and how to resolve them.
	Issue
	Resolution

	[ Problem ]
	[ How to fix it ]

	[ Problem ]
	[ How to fix it ]
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	Version
	Date
	Author
	Change

	1.0
	[ Date ]
	[ Name ]
	Initial version

	[ 1.1 ]
	[ Date ]
	[ Name ]
	[ What changed ]


Tired of filling this in by hand? Let Narratus write your SOP from a screen recording.
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