
 

 

 

Module 6 – Creating Standard Operating Procedures (SOP) 

Creating Standard Operating Procedures (SOPs) is an important part of growing and scaling your 

business. By creating SOPs in your business, you are effectively creating uniform processes, which can be 

replicated quickly to create scale. Without having standard procedures, you are missing out on a very 

valuable training tool, and will likely see inconsistency in the way that processes or procedures are 

handled internally. 

What Are SOPs?  They are a set of step-by-step instructions designed to help workers carry out a set 

routine to perform a specific job duty.  The goal of creating SOPs in your business is to reduce the 

variance in tasks, to create consistency, increase efficiency, and control the quality and uniformity of 

your company's product.  Creating these will reduce miscommunication, and reduce the reliance on 

direct supervision. 

SOP's truly shine in situations where there is a standard process that is routinely performed that can be 

repeated different ways and have variable results. To comply with all Amazon standards, it is highly 

advised that you institute these in your processing tasks as they will insure not only that your employees 

are performing tasks in the most efficient manner possible, but also that products will routinely meet 

your quality guidelines. 

As your company grows and scales, this becomes even more important, as it provides a great and 

standard training regimen for new employees. 

How Do I Create SOPs?  The first step in this process is to document your existing process and look for 

improvements. As business owners, we should constantly be looking to improve the existing processes 

in our business.  So, we should document and study for more efficient processes.  You have to define a 

very specific target to make your SOP completely relevant to the process and expected performance of 

that process. 

Standard Operating Procedures have a few types of formats. You can choose to use any of them, but 

you should be consistent throughout.  The first SOP format we’re going to talk about is a simple step 

format. These are generally short and have a limited scope. In essence, they will read largely like a 

bulleted list with directions.  Here is an example of a simple step format SOP for handwashing.  Most of 

our SOPs are in this format. 

Next, we have steps formatting.  These are generally for long SOPs, with many steps and generally 

incorporate decisions, with clarifications and necessary terminology.  Here is an example of a steps 



 

 

formatting SOP for wastewater sampling.  As you can see, there are quite a few steps that require expert 

knowledge and understanding. 

Lastly, we have flowchart SOPs.  These flowcharts are best used with variable outcome based situations. 

You should opt to this format when your process delivers varying results.  Here is an example of a 

flowchart for milking cows when abnormal milk is detected.  On the left we have our flowchart.  On the 

right, we have a key as the different shapes of each step have different meanings. 

After you’ve selected your format, it’s time to then rewrite your SOPs in that format.  You should write 

your SOP with your audience in mind. Some critical factors are: 

• Your audience's prior knowledge. If you are writing this to incorporate the processes for new 

employees, you should focus it towards being light on lingo or job specific terminology, or to 

clearly outline necessary terms. 

• The size of your audience - Does their job interrelate to other positions and processes. If so, you 

should focus heavily on necessary transition steps. 

Write your SOP with purpose! Does this incorporate your desired process and outcome? You should 

focus heavily on providing the exact steps that will allow you to reach your destination and provide a 

satisfactory outcome. We have included a checklist that will help you write your own SOPs and 

incorporate this into your business.  These are the elements typically found in most SOPs. 

As you can see, in addition to title page and table of contents, we are looking to define the 

following:  our scope and applicability, methodology and exact procedures, clarification of any confusing 

terminology, any necessary warnings, necessary equipment and supplies with cautions and 

troubleshooting advice.  Give each one of these topics their own specific outline. 

Remember, when writing SOPs the overall most important factor is to be clear and concise.  You should 

write these as though your audience is a grade school child.  SOPs are very important in the growing and 

scaling process.  They create a systematized structure for the tasks necessary to run your business.  We 

highly recommend establishing SOPs when trying to grow your business.  That wraps it up for this video; 

thanks for watching. 

 


