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STANDARD OPERATING SOP

[Insert title of the policy or SOP]


[INSTRUCTIONS: follow the outline format in the template, below. Text enclosed in brackets [ ] are guidelines or helpful text. Replace this text AND the brackets [ ] with the content of the policy or the Standard Operating Procedure (SOP) that you are writing.]

[This template contains a watermark “Draft” that will be removed after the final document has been approved and placed into the 99s online library.]


1. Purpose:  [State the purpose of the document, and if there is a committee or Trust, the purpose of that entity. One purpose should be to document and ensure repeatability of desired organizational behavior and good operational practices.]

1.1. [Use numbered subsections if you need more detail than fits comfortably next to the section heading; otherwise, delete this item]

2. Applicability:  [State to whom this policy or SOP applies. Be clear about whether the directions and required actions apply to the International level (i.e. IBOD, an International committee, Trust, etc.) and/or to Sections and/or to Chapters. Do not burden small Sections and Chapters with onerous or complex actions needed only at the Corporation level.]

2.1. [Use numbered subsections if you need more detail than fits comfortably next to the section heading; otherwise, delete this item]

3. Background:  [This section is optional; delete if not needed]

3.1. [Include any information to explain why this policy or SOP is needed, and perhaps how it relates to other areas of the organization.]
3.2. [Use numbered subsections if you need more detail than fits comfortably next to the section heading; otherwise, delete this item]

4. Membership: [This section is optional; delete if not needed]

4.1. [Include this section only in SOPs that relate to the conduct of business by a committee or Trust or any other type of functional group.  Describe in general how individuals become members of the committee or Trust (do not name individuals and do not go into the details of an election process).]
4.2. [If relevant, describe specific expertise, experience, or skills necessary to be an effective committee member (note: this is not the same as eligibility for being elected).]
4.3. [Use numbered subsections if you need more detail than fits comfortably next to the section heading; otherwise, delete this item]

5. Responsibility:  [Describe who is responsible for this document (by title, not by name). Summarize the subject areas described, or the high-level responsibilities of the committee or Trust.  Put details in the content section(s) below.]

5.1. [Use numbered subsections if you need more detail than fits comfortably next to the section heading; otherwise, delete this item]

6. References: [This section is optional; delete if not needed]

6.1. [If the policy or SOP refers to other documents, policies, or SOPs, and it is important to mention them, list them here. See the “Election Procedures” SOP for an example of where references are helpful to include.]
6.2. [Use numbered subsections if you need more detail than fits comfortably next to the section heading; otherwise, delete this item]

7. Policy Content: [This section is only needed if the document is or includes a policy; delete if not applicable. If you include this section in the document, you can retain the section title “Policy Content”, or change the title to one that is relevant for your content. Changing the title may be useful if you decide the content needs multiple top-level numbered sections, per 7.3 below.]

7.1. [Content will vary with the nature of the subject.  Policies include general behavioral dos and don’ts rather than procedural steps. In contrast, SOPs may relate to actions of a specific entity, or may relate to a subject of more general applicability.  It is important to be as complete as possible for the sake of efficient conduct of The 99s’ business and the smooth transition between succeeding position holders. Sometimes a policy or an SOP can be a stand-alone document; and sometimes it may make sense to have a policy and one or more related SOPs together in a single document.]
7.2. [Regardless of situation, the following topics should be included:]
7.2.1. [The specific issue to which the policy applies.]
7.2.2. [The Ninety-Nines, Inc.’s position / behavior / action in response to the issue.]
7.2.3. [The standards that apply (if appropriate).]
7.2.4. [If appropriate or relevant, describe the consequences to those who breach the policy, and provisions for appeal and escalation (not necessary for most policies). Note: the description of the consequences could be as simple as “Breaches are referred to the IBOD for consideration of appropriate consequences”.]
7.2.5. [If there are brief procedural steps used to implement the policy, they may be included in this section.  If the procedural steps are more complex, then one or more separate SOP sections or SOPs should be created.]
7.3. [Use additional top-level numbered sections if it makes the content clearer. See IBL/SRC SOP for an example.]

8. Procedure Content: [This section is only needed if the document is or includes an SOP; delete if not applicable. If you include this section in the document, you can retain the section title “Procedure Content”, or change the title to one that is relevant for your content. Changing the title may be useful if you decide the content needs multiple top-level numbered sections, per 8.3 below.]

8.1. [Content will vary with the nature of the subject.]
8.2. [Cover the “who, what, where, when, and how” of executing an entity’s responsibilities, or of implementing the subject activity. Use multiple paragraphs, sub-paragraphs, and even graphics as necessary.  Include the following:]
8.2.1. [bookmark: _GoBack][Make it clear who does what, i.e. what position (e.g. Chairman) takes what actions. Use specific positions, e.g. Headquarters Manager, or a specific Officer who participates. Use separate sections or subsections to describe actions of each position or group, if this would make responsibilities clearer. Don’t finalize the SOP unless those parties review the SOP and agree to their described responsibilities.]
8.2.2. [Stick to your entity’s purview--don’t wander into the duties of other entities except as they intersect with yours. They will write their own SOPs.
8.2.3. [Implement your entity’s responsibilities as allocated in the Bylaws and Standing Rules, in one or more policies, or from other authority. It is not necessary to cite paragraph references.]
8.3. [Use additional top-level numbered sections if it makes the content clearer. See IBL/SRC SOP for an example.]
8.4. [Consider adding a timeline in a section at the end of the document (see example in section 10, below)]
8.5. [Refer to the checklists in the SOP for Writing Policies and SOPs for additional guidance on Content and Style (Table I) and Format (Table II). The checklists are reminders of additional items to include, or methods to clarify the content or steps.]

9. Approval:

9.1. Authorizing Body: International Board of Directors.
9.2. Approval Date: This [policy or SOP] was approved on: [in review, or month day, year]
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10. Timeline: [This section is optional; delete if not needed]

[Consider creating a timeline, even one at a high level, with approximate or actual dates for required actions.  Use this timeline to keep everyone aware of where they are in the cycle, as well as to help in the preparation of an actual schedule to track detailed activities and due dates throughout the year.]

The following sequence of dates and activities is intended to be used as a guide, which should prepare a more detailed schedule for the actual tasks necessary each year.

[Below is an example. Revise the entries in each cell of the table with information relevant to this document.]
	Typical Date / Timeframe
	Days Duration of Activity
	Deadline
-Min Days Before
+Max Days After
	
Offset Event
	
Action or Event

	Early July
	
	
	Annual Meeting
	Annual Meeting (typical date)

	Early Aug
	
	+30
	Annual Meeting
	Prepare detailed schedule for the year of actual tasks, per 6.1.2

	Late Aug
	
	+45
	Annual Meeting
	Update BL & SR based on voting at the Annual Meeting. Send updated versions to HQ Manager for posting on website
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