Standard Operating Procedure (SOP) Compliance
Format

SOP Title Compliance with [Process/Policy Name]
SOP Number SOP-XXX-YYYY
Department [Department Name]
Effective Date [YYYY-MM-DD]
Revision No. 01
Prepared by [Name/Designation]
Approved by [Name/Designation]
1. Purpose

To outline the procedures and responsibilities for ensuring compliance with [describe the applicable
regulations, processes, or policies].

2. Scope

This SOP applies to [define who and what is covered, e.g., all employees within the department, specific
activities, or business units].

3. Definitions

Provide definitions of key terms and acronyms relevant to this SOP.

4. Responsibilities

¢ [Role/Position] - [summary of responsibility]
¢ [Role/Position] - [summary of responsibility]

5. Procedure
1. Step 1: [Brief description of action/process]

2. Step 2: [Next sequential action]
3. Step 3: [Continue as needed]

6. Records and Documentation

List of documents and records maintained as evidence of compliance (e.g., forms, logs, reports).

7. Review and Revision

This SOP is to be reviewed annually or as needed to ensure accuracy and relevance.

Important Notes:

SOPs should be clear, concise, and specific to actual workflow and compliance needs.
Always specify roles and responsibilities for accountability.

Keep procedures easy to follow; avoid jargon when possible.

Update the document as processes or regulations change.

Ensure accessible distribution to all relevant staff.
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