DOCUMENT CONTROL SOP TEMPLATE

SOP NO. AUTHOR DATE

PROCEDURE NAME

Describe who the SOP is for and why it is necessary.

PURPOSE

Describe the types of documents to be included in a version control system.

SCOPE

Detail who will maintain the document control system and this SOP.

RESPONSIBILITIES

Describe your naming, numbering, and dating conventions for your documents. Include details of page
and document formatting conventions. Add a graphic example to the procedure or as an appendix.
List any differences between conventions for each type of document.

VERSION
CONTROL
PROCEDURES

Describe how and when documents are archived.

ARCHIVING
CONVENTIONS

List any referral documents, if required.

REFERENCES


http://bit.ly/2WNUMgq

DISCLAIMER

Any arficles, templates, or information provided by Smartsheet on the welbsite are for reference
only. While we strive to keep the information up to date and correct, we make no representations
or warranties of any kind, express or implied, about the completeness, accuracy, reliability,
suitability, or availability with respect to the welbsite or the information, articles, templates, or

related graphics contained on the website. Any reliance you place on such information is therefore
strictly at your own risk.
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