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BA COPILOT SOP TEMPLATE

[Process name] - Standard Operating
Procedure
Standard Operating Procedure

Document control

DOCUMENT ID

PROCESS OWNER

PROCESS NAME

EFFECTIVE DATE

REVIEW CYCLE

1. Purpose

PURPOSE STATEMENT

2. Scope

In scope

IN SCOPE 1

IN SCOPE 2

IN SCOPE 3

Out of scope
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OUT OF SCOPE 1

OUT OF SCOPE 2

3. Roles and responsibilities

ROLE 1

ROLE 1 RESPONSIBILITY 1

ROLE 1 RESPONSIBILITY 2

ROLE 2

ROLE 2 RESPONSIBILITY 1

ROLE 2 RESPONSIBILITY 2

ROLE 3

ROLE 3 RESPONSIBILITY 1

ROLE 3 RESPONSIBILITY 2

ROLE 4

ROLE 4 RESPONSIBILITY 1
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ROLE 4 RESPONSIBILITY 2

4. Procedure

STEP 1 TITLE

STEP 1 OWNER

STEP 1 ACTION

STEP 1 RECORD / EVIDENCE

STEP 2 TITLE

STEP 2 OWNER

STEP 2 ACTION

STEP 2 RECORD / EVIDENCE

STEP 3 TITLE

STEP 3 OWNER

STEP 3 ACTION

STEP 3 RECORD / EVIDENCE

STEP 4 TITLE

STEP 4 OWNER
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STEP 4 ACTION

STEP 4 RECORD / EVIDENCE

STEP 5 TITLE

STEP 5 OWNER

STEP 5 ACTION

STEP 5 RECORD / EVIDENCE

STEP 6 TITLE

STEP 6 OWNER

STEP 6 ACTION

STEP 6 RECORD / EVIDENCE

5. Controls and records

CONTROL 1

CONTROL 1 RECORD

CONTROL 1 OWNER

CONTROL 1 REVIEW TRIGGER

CONTROL 2
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CONTROL 2 RECORD

CONTROL 2 OWNER

CONTROL 2 REVIEW TRIGGER

CONTROL 3

CONTROL 3 RECORD

CONTROL 3 OWNER

CONTROL 3 REVIEW TRIGGER

6. Exceptions

EXCEPTION 1 SCENARIO

EXCEPTION 1 RESPONSE

EXCEPTION 1 ESCALATION

EXCEPTION 2 SCENARIO

EXCEPTION 2 RESPONSE

EXCEPTION 2 ESCALATION

EXCEPTION 3 SCENARIO

EXCEPTION 3 RESPONSE
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EXCEPTION 3 ESCALATION

7. Review and sign-off

SIGN-OFF 1 ROLE

SIGN-OFF 1 NAME

SIGN-OFF 1 DATE

SIGN-OFF 2 ROLE

SIGN-OFF 2 NAME

SIGN-OFF 2 DATE

SIGN-OFF 3 ROLE

SIGN-OFF 3 NAME

SIGN-OFF 3 DATE

8. Version history

VERSION 1 NUMBER

VERSION 1 DATE

VERSION 1 AUTHOR

VERSION 1 CHANGE

Template source: https://ba-copilot.com/sop-template. Adapt this document and complete sign-off before use.
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