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Think Your Company Doesn’t Need
Standard Operating Procedures (SOPs)?
Why You Should Think Again.
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Do Your Employees
Really Know the Best
Way to Do Their Jobs?
Maybe, maybe not – unless, that is, they are following
Standard Operating Procedure (SOP). An SOP is a written,
step-by-step description that outlines how to perform a
critical company function, which can include anything from
accounts payable, to equipment maintenance, to hiring
and onboarding.
Companies in regulated industries, such as
pharmaceuticals and medical devices, are required to have
SOPs. But companies in non-regulated fields, especially
small and midsize businesses, tend to resist the idea of
creating them, says Brett Vengroff, principal consultant of
ComplianceLogix in Cambridge, Massachusetts.

“It takes time to develop procedures, and
things move so fast in a growing
company,” he explains. “There’s also a
fear that an SOP is going to limit creativity
and flexibility.
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“However, in my experience, developing a set of SOPs is one of the most important things
a company can do to become more effective and efficient, and to communicate best
practices. Otherwise, processes tend to just come down to ‘This is how Peter did it’ or
‘this is how Jane does it.’” Written SOPs are especially critical for the growing number of
companies that use remote workers.
“People start companies because they want to escape bureaucracy. But they don’t always
realize that having everyone understand how things are done is not restrictive – instead,
it gives you freedom,” says Donna Childs, founder of risk consultancy firm Prisere in
Providence, Rhode Island, and author of Prepare for the Worst, Plan for the Best. “If
someone’s out sick, or leaves the company, someone else can step in. And in the event of
a disaster, SOPs make your company more resilient.”
Standardizing a business practice can even save money. “Inevitably, the process
uncovers inefficiencies,” Childs says. “For example, one company we worked with realized
they were spending on postage for materials that could be delivered electronically.”

“Having everyone understand how things are done is not restrictive
– it gives you freedom.”

3/4
© 2018 SAP SE or an SAP affiliate company. All rights reserved.

SOPs That Won’t
Slow You Down
To create SOPs, start by setting priorities. “Focus
on whatever your core competency is, whether
that’s providing a particular service or
manufacturing a specific product,” Vengroff says.
The company executive who’s in charge of
operations typically oversees the drafting process.
Benchmarking against similar companies in the
industry can be useful (industry associations may
be able to help with this), but what’s most critical is
to involve the people who are actually performing
the job. “Otherwise, there’s the risk of having an
SOP that outlines how a company thinks it
operates, or how it wants to do so in the future, but
not what it actually does,” Vengroff says. Include an
organization chart, detailed instructions, and a
checklist for measuring results.
Once an SOP is written, the keys to success are
threefold: robust training, an efficient change
control process, and automation. “Whoever’s
involved in the work should have the ability to
suggest a change to the documented procedure
without having to go through a whole series
of approvals and review cycles,” Vengroff says.
“This way, a company can be open to new
best practices.”
Automation of SOPs will streamline the process by
offering version control, quick reference, and the
ability to track compliance. Software from
companies like Integrify, Process Street, or
SweetProcess can help create SOPs for a range of
business processes. For common process-related
pain points like invoice management, check out
automation software from Concur Invoice.
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To learn how to create a vendor invoice and other
payment request document management policy,
get the SAP Concur resource, Taking the Pain
Out of AP Management.

