	CLEANING BUSINESS
STANDARD OPERATING PROCEDURE
	SOP
TEMPLATE


Use this worksheet to document one repeatable process at a time.
	SOP NAME
[Process name]
	SOP NUMBER
[Optional]
	LAST UPDATED
[Date]

	OWNER / ROLE
[Responsible role]
	APPLIES TO
[Team / role]
	VERSION
[1.0]


1  PURPOSE
	What is this procedure designed to accomplish?
________________________________________________________________________________
________________________________________________________________________________


2  WHEN TO USE IT
	When does this SOP apply? Include triggers, timing, or job type.
________________________________________________________________________________
________________________________________________________________________________


3  TOOLS & SUPPLIES
	☐  [Item / equipment / product]
	☐  [Item / equipment / product]

	☐  [Item / equipment / product]
	☐  [Item / equipment / product]


4  PROCEDURE
	1
	[Clear action step]

	2
	[Clear action step]

	3
	[Clear action step]

	4
	[Clear action step]

	5
	[Clear action step]

	6
	[Clear action step]

	7
	[Clear action step]


5  QUALITY CHECK
	☐  [What must be true before this process is complete?]

	☐  [What must be true before this process is complete?]

	☐  [What must be true before this process is complete?]

	☐  [What must be true before this process is complete?]


6  EXCEPTIONS / ESCALATION
	If something unexpected happens: stop if needed → document → contact the designated person → follow instructions.
________________________________________________________________________________
________________________________________________________________________________


7  APPROVAL
	APPROVED BY
[________________]
	ROLE
[________________]
	DATE
[________________]
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