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Why SOPs Matter
as Your Team Grows

and How to Keep Them
Useful

Service area:

. | Bothare
[ 000 | called SOPs.

4", Keytakeaway:

[ ¥ AnSOP only helps when it is

-4 shortenough to use and
accurate enough to trust.
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What an SOP
can and cannot do
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7~ AnSOPcan

./ AnSOP provides a repeatable reference.
It helps people complete a task the same
way, reduces dependence on memory,
makes training faster, and creates a
baseline for improvement.

7~ ~_ An SOP cannot

An SOP cannot repair a process that is
unclear, unnecessary, or broken.
Documenting a confusing workflow
pruduces a confusing document.

Address workarounds, duplicate steps,
and ownership disagreements before
writing the procedure or note them
clearly.

Key takeaway:
. Document a process after making its
©  purpose and ownership clear.
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Choose the
right first procedure

.‘ Do Now' Next | Later

Client (g Aduanced
1

intake

Prioritization checklist

done often enough
that consistency matters

mistakes affect customers,
money, or compliance

new people
repeatedly need hands-on explanation.

You do not need to document
' every activity at once.

Key takeaway:
Start with the procedure that
delivers the most practical value.
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Build the
minimum
useful SOP

A 10-part SOP blueprint

why the task matters
= STANDARD OPERATING PROCEDURE

Scope —
what it covers and 1. PURPOSE
what it does not

2. SCOPE
Owner —
who maintains the 3. OWNER
procedure

4. TRIGGER
Trigger — g
what starts the task 5. PREREQUISITES
Prerequisites — ;= 6.STEPS
access, information,
or materials needed
Steps — 7. EXPECTED OUTPUT
numbered, specific,
and in order ] 8.QUALITY CHECK
Expected output — 9. EXCEPTION
what a finished result '
looks like

10. VERSION DATE

Quality check —
how to confirm it
was done correctly

Exceptiones —
common variations
and what to do

|
‘ If a step needs a paragraph
| v to explain, it may actually
% be two steps or a sign that
the process needs
Version date — simplifying.
when it was last |

reviewed

4 . Keytakeaway:
Keep each SOP small,
specific, and usable.
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Validate Against
Actual Work

N A procedure written from memory
almost always misses something.

¥/ Where a new person hesitates or
asks a question, you have found a gap.
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Walk through Test the draft Record gaps
the task with an with someone and update
experienced less familiar the document
employee

Observe the work, not just whether
someone reads the instructions.

Key takeaway:
Real-world testing turns a draft SOP
into a trusted reference.
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Connect
documentation
to onboarding

SOPs are most valuable when
they are part of how people learn.

link SOPs from an
organized knowledge base

assign tasks that
use the procedure

verify understanding
through the work

capture questions and
update the SOP

Key takeaway:
Make SOPs part of practice and
observation, not just reading.
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Keep
procedures current

An outdated SOP can be worse than none,
because people stop trusting the whole library.

Give each procedure an owner
and a clear review trigger.

@ Tool or system update when the tool

change or system used changes
f Repeated review when errors
errors on the task recur
New review when customer,
requirements change
Scheduled review every six
: review or twelve months.

Key takeaway:

'« Assign every procedure an owner

h "-"' fhs ;’" and a clear reason to review it.
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Reader
exercise:
choose your
first SOP

Select one recurring
task in your business.

P
n Recurring task

Could a trained teammate complete it
without asking the owner to explain it again?

Why this task is a strong candidate

If the answer is no,

that task is a strong candidate
for your first SOP.

Key takeaway:

Start with one recurring task
that still depends on the
owner’s explanation.
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When to
bring in support?

If documentation keeps getting postponed,
or existing procedures are scattered and
inconsistent, AuofOnyx can help.

We work with growing businesses to develop
practical SOPs, checklists, and an organized
knowledge base.

S0P CHECKLIST

PSR S FLOW

to talk through where to begin.

Practical documentation
gives growing teams

a trusted way to work
consistently.

Source: U.S. Environmental Protection Agency. “Guidance for Preparing Standard
Operating Procedures (SOPs).” EPA QA/G-6, April 2007.

Read the EPA SOP guide (PDF): https://www.epa.gov/sites/default/files/2015-
06/documents/g6-final.pdf



https://www.epa.gov/sites/default/files/2015-06/documents/g6-final.pdf
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