How to Write Standard Operating Procedures for a Business
 
Standard operating procedures describe how your company conducts business. Government regulations typically state basic requirements and allow individual businesses to define how work gets done by their employees. Your standard operating procedures should document how quality management systems and technical activities function. SOPs typically define the procedures necessary to maintain and use production systems so that product output conforms to industry standards. Using these procedures, your staff can complete job tasks reliably, consistently and safely.
Identify the SOPs needed by your organization. For example, create a list of SOPs required to provide instructions on testing, operation, analysis, archiving and support. Identify who needs to contribute to generating the SOPs and who needs approve the documents. Set up a review process, and document when and how revisions occur. SOPs should be evaluated on a regular basis, such as every two years.
Step 2 
Download a template document from a reference library website created by an organization in your industry or create your own document format appropriate for your company. For example, the National Interoperability Information eXchange provides the Formal Agreement and SOP Reference Library website to give businesses like yours guidance on how to develop standard operating procedures relating to communications interoperability.

Step 3 
Create a title page for each procedure. List the complete title. Each procedure should have a descriptive title and number. For example, label procedures related to personnel with the letters “HR” for Human Resources. Write a short summary describing the purpose of the procedure and any other related procedures. List the necessary equipment and general safety instructions. Provide specific model numbers or versions of software, if applicable. Include references to supplementary usage manuals. List the name of the author and the date of the document. List the name of the person who can approve this procedure and the date of approval.
Step 4 
Create pages containing detailed instructions. Include the data of approval or a version number on each page. Include the SOP number and specify the category on each page as well. At the bottom of each page, include the current page number and the total number of pages in the document.
Step 5 
Archive the document once you have verified its accuracy. Make copies for the appropriate personnel and ensure everyone on your staff receives training on how to retrieve, use and provide feedback on the standard operating procedures. For example, create a company intranet website so you can upload, catalog and allow access to your documents. Monitor access to your documents. Examine logs and output generated by the execution of each procedure to ensure behavior conforms to your documented standard operating procedure.















Importance of SOP in organization :
Create more structure in your business activities using standard operating procedures. Not every organization will benefit from this kind of standardization. It really depends on you, the business owner or manager, to determine if there are work processes that can be duplicated every day within your company and if it's worth teaching those processes to employees through SOPs.
Routines
Well-written SOPs explained visually through a flowchart or annotated illustrations, if needed, make it easier for employees to do their jobs. They don't have to guess how you want a task done because they can follow a procedure made easy to reference on the computer or as a printout. Through a standard routine, employees enjoy more predictability in their jobs and can hone their skills on each task to raise their overall performance.
Quality Control
Your customers depend on a product or service to be of a certain minimum quality. SOPs help you reduce the errors, or variations, that occur in the mass production of a product or the duplication of a service. For example, if you own a factory that builds toy cars, you want SOPs for quality control. You want each car model to be the equivalent of the car before it on the production line. With SOPs in place, you can use your employees and managers to discard products that fail to pass tests for quality control.

Performance Management
Establishing SOPs throughout your organization makes it easier to conduct employee performance appraisals. Write each employee's job description as a collection of key SOPs. Give the employee a target level of outputs for each SOP in her job description. Determine her productivity on each SOP based on the corresponding level of outputs. Although an employee's performance appraisal doesn't have to include all procedures that she performs, you can select the procedures most crucial to her job or to your company's bottom line. It's also easy to compare the performance of employees who perform the same SOP as a component of their jobs.
Replication and Growth
As your organization grows, you may decide to set up different locations where employees will replicate the work processes of the original location. Having SOPs makes it easy to replicate processes across your organization. Employees at each location can use the same operating manual to identify how to perform a standard procedure. You can also track the productivity of each site based on the levels of performance for each standard operating procedure, which is good information to have if you must scale down the organization.
SOP for Sales :
Internet Sales SOPs
Internet sales SOPs detail the procedures an organization uses to sell its products via the Internet. Internet sales SOPs must include instructions for taking and posting pictures of an item, and drafting the text to describe the item. An Internet sales SOP should also track basic sales information, such as how much of each item is for sale at any time, how many have already been sold and the personal information of buyers for future targeted advertising campaigns. Draft SOPs clearly and in a step-by-step manner so that a new employee follows the SOPs and sells an item via the Internet in the same way that a veteran employee does.
International Sales
An international sales SOP details the step-by-step procedure for selling an organization's particular inventory of goods or services in international commerce. International SOPs must address currency conversions, the origination of financing if financing is needed, delivery through customs, the payment for and procurement of any licenses or permits required for transfer of the particular good or service, contracting and paying for an independent inspector prior to shipping, and international insurance.

Product Returns
Point of sale SOPs governing the return of merchandise exist to provide both employees and customers with a step-by-step process explaining how to return items, and how to receive and process returned items. Returns SOPs show customers exactly what to do to make a return and tell them what to expect every time a return is made. They also show employees exactly what to do with a return. Thus, regardless of whether the employee is new or a veteran of the organization, returns are always handled the same way.






Standard Operating Procedures of Customer Service


A standard operating procedure, or SOP, is a set of instructions drafted by an organization to standardize its approach to recurring situations, such as interacting with customers. A situation governed by an SOP is encountered so frequently by employees that it is considered repetitive. The SOP ensures that all employees follow the same steps every time that particular situation is encountered. Typical operating procedures for customer service include protecting the privacy of customers' personal information, steps for how orders are processed and steps for how the organization goes about providing post-purchase support.
Privacy
Privacy SOPs usually include a statement about what uses the organization makes of customer e-mail addresses that customers voluntarily provide to it. For example, brokerage T. Rowe Price says in its SOP that it collects customers e-mail addresses and uses them to communicate regularly with customers about their accounts. Also, T. Rowe Price does not ever sell e-mail addresses to third parties. However, third-party marketers for T. Rowe Price are provided customer e-mails to conduct marketing outreach specifically and only for T. Rowe Price.
Order Processing
Order-processing SOPs provide step-by-step instructions for how orders are filled, from placement to delivery. Nike's SOP for processing Internet orders, for instance, includes a statement saying that any orders placed, charged and confirmed that are for any reason canceled by Nike are refunded to the credit or debit card used to originally place the order.

Support
Product-support SOPs set out the process the company uses to verify the validity of a product warranty and what steps are taken to provide customers with help when something goes wrong with the product. The Nintendo Corp., for example, states in its service SOP that a customer calling for support with a Wii gaming system is always first asked for the unit's serial number. This allows customer service personnel to verify the purchase date and warranty before identifying the actual problem with the product.





