Standard Operating Procedure (SOP) Template
Introduction:  Why SOPs and how to develop them?
	· This template can be used to create standard operating procedures (SOPs) in a specific operational context. An SOP can be developed for any operational procedure. Putting a written SOP in place can serve the following purposes:

· Provides predictability, clarity, and transparency for a course of action;
· Provides an overview of complex inter-linked processes;

· Assigns accountability for specific actions;

· Supports coordination between partners, and/or within the same agency;
· Reflects an agreed upon process (between partners and/or within the same agency) 

· Orients new staff members on how to achieve a certain outcome / deal with a specific situation when it arises; 

· Facilitates quick action by pre-defining the process. 


· SOPs must:
· Be simple and easy to understand (preferably in bullet point format);
· Be short; 

· Clearly define responsibilities;
· Be agreed upon and known by all concerned; 

· Be realistic and achievable in line with operational requirements. 



	Blue text = Annotations (template users will delete the blue script and replace it with their own)

Black text = Structure, main headings.




Standard Operating Procedure (SOP)

UNHCR Office Name or Refugee Situation Name

Title of the SOP
(for example: NFI distribution)

	Date of Issue
	[Date] 

	Purpose of the SOP
	[Short Summary Description]



	Responsible Unit / Agency
	

	Prepared by
	[Name]

[Title]

[E-mail]

[Tel. number]

	SOP ”Owner” 

(the manager responsible for this process)
	[Name]

[Title]

[E-mail]

[Tel. number]

	SOP actors 


	“UNHCR internal” or list all concerned partners who play a role in implementing the SOP.  


A. Trigger or Situation Requiring the Implementation of this SOP  

· Bullet points
B. Context and Associated Risks  

Short text and/or bullet points. 
C. Protection Considerations and Principles of the Response
Use this section only of the SOP directly affects refugees and/or other persons of concern, otherwise delete.
· Bullet points

D. Steps to be Taken 

Insert Sub-headings if several related processes are covered

1. Numbered steps (responsible actor/unit/partner in brackets)
E. Resources Required  

· Bullet points

F. Further References  

1

