STANDARD OPERATING PROCEDURE
[Name of the task]
Free simple SOP template from TonyAIProfit. Replace everything in [brackets].
	Purpose
	[Why this task matters, in one sentence]

	Who does it
	[Role or name]

	When / how often
	[e.g. every day at closing, every new order]

	Time needed
	[e.g. 20 minutes]

	What you need
	[Tools, logins, supplies]

	Owner / last updated
	[Name] · [Date]



	#
	Step (what to do)
	Details and tips
	Done

	1
	
	
	☐

	2
	
	
	☐

	3
	
	
	☐

	4
	
	
	☐

	5
	
	
	☐

	6
	
	
	☐

	7
	
	
	☐

	8
	
	
	☐



	Done right looks like:
[What the result looks like when the task is done correctly]



	Common mistakes to avoid:
[Mistake 1]
[Mistake 2]



If something goes wrong, contact: [Name] · [Phone]


STANDARD OPERATING PROCEDURE
Closing the café at night
Example: a filled-in SOP for a small café. Use it as a model for your own.
	Purpose
	Leave the café clean, safe and ready to open at 6:30 a.m.

	Who does it
	Closing barista

	When / how often
	Every day, starting at 7:00 p.m.

	Time needed
	45 minutes

	What you need
	Cash drawer key, cleaning kit, closing checklist on the clipboard

	Owner / last updated
	Rosa · Oct 15



	#
	Step (what to do)
	Details and tips
	Done

	1
	Flip the sign to Closed and lock the front door
	Finish serving anyone already inside
	☐

	2
	Turn off the espresso machine and run the cleaning cycle
	Use 1 tablet; takes 10 minutes, start it first
	☐

	3
	Wrap and label leftover pastries
	Write today's date; anything older than 1 day goes to the staff tray
	☐

	4
	Wipe counters, tables and the pastry case
	Blue cloth for tables, green cloth for food areas
	☐

	5
	Sweep and mop the floor
	Start at the back, finish at the door
	☐

	6
	Count the cash drawer and fill in the cash sheet
	Leave $150 in small bills for the morning
	☐

	7
	Take out trash and recycling
	Bins go to the back alley on Tuesdays and Fridays
	☐

	8
	Lights off, alarm on, lock the back door
	Text Rosa "Closed ✓" when you leave
	☐



	Done right looks like:
Machine clean, floor dry, cash sheet signed, alarm on, and Rosa got the "Closed ✓" text.



	Common mistakes to avoid:
Mopping before the cleaning cycle ends (the machine drips on the clean floor).
Forgetting to leave $150 in the drawer for the opening shift.



If something goes wrong, contact: Rosa · (555) 014-2290
Write your SOPs in 20 minutes with AI: free guide and step-by-step books at tonyaiprofit.com
