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SUBJECT: Microsoft Word template and dummy example for a generic Standing Operating Procedure (SOP) 

ATZL-CST-KS                                                                                                  29 July 2007

MEMORANDUM FOR:  All Army Personnel who author SOPs
SUBJECT: Microsoft Word template and dummy example for a generic Standing Operating Procedure (SOP) 
I.   References: List all publications that guide or govern the reader in this subject area (e.g., ARs, FM, other SOPs, policy memorandums, etc.).  Use a separate subparagraph for each.  Give the full title of each.


a.
To cite a publication, give the type of publication, its number, date of publication, and title.


b.
To cite correspondence, give the type of correspondence, office symbol, date, and subject.


c.
To cite meetings and telephone calls, list the type, the parties involved and their units, the date, and the subject.

II. Purpose: Write a precise purpose statement that indicates what specific goal the publication serves.  Don't merely say it announces an SOP.  Word it using an infinitive verb phrase beginning "To . . . ."  If it's already clear from the title, omit the purpose statement
III. Summary: In a paragraph less than 1 inch deep, recap the main points of your document.  Write it after you've written the "Responsibilities" and "Procedures" paragraphs. Summarize (don't introduce) the key points, but be precise.  Write complete sentences in the present tense.

IV. Scope: State to whom the SOP applies and under what special conditions it applies.
V. Definitions: Define all terms your readers might not fully understand.  If not needed, omit this paragraph.
VI. Responsibilities: Focus here on WHO does WHAT.  List precise duties for key persons or groups.


a.
Specify WHOM you're addressing.  Write a short title.  EXAMPLE:  Commander, Battery A.

        b.
Write imperative sentences as if addressing the person directly.  Use the present tense and active voice.  Start with an action verb.  Avoid unneeded helping verbs such as "must," "will," or "will be."


c.
Maintain parallelism in your lists.  If you have an "a" or a "(1)", have a "b" or a "(2)".

VII. Procedures: 
        a.
Focus here on the sequence of events to be followed.  In chronological or topical order, describe exactly what happens.  Indicate WHO does WHAT, WHEN, HOW, to WHOM, and in WHAT ORDER.


b.
Write declarative sentences with a subject and a verb in the present tense and active voice.  Describe what happens.  EXAMPLE:  On the day of firing, the supply sergeant provides a warming tent at the range.  He also issues MREs and collects money from soldiers on separate rations.


c.
Create new paragraphs or use enclosures to discuss miscellaneous administrative and logistical topics.

VIII. Files.  If applicable, state what files or records must be kept otherwise omit this paragraph.

FOR THE COMMANDER:
                                                              JAMES J. GALVIN
                                                              COL, AV
                                                              Director, Battle Command Knowledge System
Enclosures.  As needed, use enclosures for detailed discussions, tabular data, charts, statistics, figures, or illustrations.  Assign them numbers. Template author: Bob Dalton
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