BA Copilot — free
Standard operating procedure (SOP) template
Replace the [bracketed] prompts with your own content.
Purpose
[State why this procedure exists and the outcome it ensures.]
Scope
[What is in scope.]
[What is out of scope.]
Roles and responsibilities
[Role: responsibilities.]
Procedure
[Step 1 — actor, action, record.]
[Step 2 — actor, action, record.]
Controls and records
[Control, evidence, owner, review trigger.]
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Use and share freely. Replace any [bracketed] text with your own.
