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SOP Templates, Forms, Checklists, and Agreements.
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customized templates within a week.
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Top 50 SOPs for Standard Operating Procedures (SOPs) for
Office Administrative Services

SOP-1122-001:

Overview
SOP-1122-002
Management

SOP-1122-003:
SOP-1122-004:
SOP-1122-005:

Control

SOP-1122-006:

Management
SOP-1122-007
Management

SOP-1122-008:

Systems

SOP-1122-009:
SOP-1122-010:

Orientation

SOP-1122-011:

SOP-1122-012
SOP-1122-013
Approval

SOP-1122-014:

Standards

SOP-1122-015:
Professionalism
SOP-1122-016:

Feedback
SOP-1122-017
Development

SOP-1122-018:
SOP-1122-019:

Comfort

SOP-1122-020:

Rewards

SOP-1122-021:
SOP-1122-022:

Management

Standard Operating Procedure for Office Administrative Services

: Standard Operating Procedure for Front Desk and Reception

Standard Operating Procedure for Telephone Usage and Etiquette
Standard Operating Procedure for Mail Handling and Distribution
Standard Operating Procedure for Visitor Registration and Access

Standard Operating Procedure for Meeting Room Reservation and

: Standard Operating Procedure for Office Supplies Procurement and

Standard Operating Procedure for Document Control and Filing

Standard Operating Procedure for Records Retention and Disposal
Standard Operating Procedure for Employee Onboarding and

Standard Operating Procedure for Employee Offboarding Procedures

: Standard Operating Procedure for Time and Attendance Tracking
: Standard Operating Procedure for Employee Leave Request and

Standard Operating Procedure for Dress Code and Appearance
Standard Operating Procedure for Employee Conduct and

Standard Operating Procedure for Performance Appraisal and

: Standard Operating Procedure for Employee Training and

Standard Operating Procedure for Workplace Diversity and Inclusion
Standard Operating Procedure for Workplace Ergonomics and

Standard Operating Procedure for Employee Recognition and

Standard Operating Procedure for Confidentiality and Data Security
Standard Operating Procedure for Vendor and Contractor



SOP-1122-023
SOP-1122-024
the Workplace
SOP-1122-025:
Response
SOP-1122-026:
Badges
SOP-1122-027:
SOP-1122-028:
Maintenance
SOP-1122-029:
SOP-1122-030:
Office
SOP-1122-031:

: Standard Operating Procedure for Office Space Allocation and Layout
: Standard Operating Procedure for Health and Safety Guidelinesin

Standard Operating Procedure for Emergency Evacuation and
Standard Operating Procedure for Employee Access and Security

Standard Operating Procedure for Workplace Hygiene and Sanitation
Standard Operating Procedure for Office Equipment Usage and

Standard Operating Procedure for Printing and Copying Guidelines
Standard Operating Procedure for Communication Protocols in the

Standard Operating Procedure for Internal and External

Communication Guidelines

SOP-1122-032:
SOP-1122-033:
Guidelines
SOP-1122-034:
SOP-1122-035:
SOP-1122-036:
Programs
SOP-1122-037:
Maintenance
SOP-1122-038:
Office
SOP-1122-039:

Standard Operating Procedure for IT Equipment and Software Usage
Standard Operating Procedure for Social Media and Internet Usage

Standard Operating Procedure for Employee Grievance Handling

Standard Operating Procedure for Conflict Resolution Procedures
Standard Operating Procedure for Employee Health and Wellness
Standard Operating Procedure for Office Space Cleaning and

Standard Operating Procedure for Sustainability Practices in the

Standard Operating Procedure for Employee Volunteering and

Community Engagement

SOP-1122-040:
Management
SOP-1122-041:
Redesign
SOP-1122-042:
SOP-1122-043:
Use Policy
SOP-1122-044:
Policy
SOP-1122-045:

Standard Operating Procedure for Employee Benefits Enrollment and
Standard Operating Procedure for Office Space Renovation and

Standard Operating Procedure for Office Space Energy Conservation
Standard Operating Procedure for Workplace Smoking and Tobacco

Standard Operating Procedure for Alcohol and Substance Abuse

Standard Operating Procedure for Lost and Found Procedures



SOP-1122-046: Standard Operating Procedure for Fire Safety and Evacuation
Procedures

SOP-1122-047: Standard Operating Procedure for Office Space Security Measures
SOP-1122-048: Standard Operating Procedure for Disaster Recovery and Business
Continuity

SOP-1122-049: Standard Operating Procedure for Office Space Parking and
Transportation

SOP-1122-050: Standard Operating Procedure for Continuous Improvement and SOP
Review Process in Office Admin Services
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