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TITLE PAGE AND APPROVAL PAGE
The cover page of each SOP should contain the following information:  a title that clearly identifies the activity or procedure, the name of the applicable agency and division to which this SOP applies, and the signatures and signature dates of those individuals who prepared and approved the SOP.  

In addition, the title page also includes the following information which is also found in the document control box in the upper right-hand corner of each page after the title page:

· The document ID which will be assigned by the Quality Assurance Officer for the Division. 

· The Version is the iteration of the SOP that is the most recent. 

· First draft of SOP is 0.0.

· First iteration if final approved document should be 1.0.   

· Major revisions should reflect 2.0, 3.0, etc.

· Revisions of a minor nature should reflect 1.1, 1.2, etc.

· Branch QACs will determine whether changes are major or minor, but as a general guide, any revision that impacts the procedure should be considered major.  Changes that impact the document, but not the step-by-step procedure could be considered minor, or the minor change identifier could be used to track chronological revisions during a review process.  
· The Original Effective Date indicates the date that the original SOP was approved – this date will remain in effect throughout the life of the document.

· The Effective Date is the date the current revision is approved, listed here as the month and year [YYYY] of the approval.  
· The page numbers indicate the total number of pages, in “X of Y” format.
DOCUMENT REVISION HISTORY
The revision control page should clearly outline what revisions have occurred for the document, the effective date and version associated with those revisions, on what page or within which sections the revisions occur, and the person(s) that made the revisions.  Include only those changes made to the document holding this Document ID.  Historic documents that were used to create this SOP should be described and cited in the text.  Each new version of the document should get the next consecutive version number and a new effective date based upon the date of final approval within the Department for Environmental Protection (DEP).  
TABLE OF CONTENTS
A TOC containing all sections as well as a list of tables, figures, and appendices.
If using Microsoft Word, add and format a Table of Contents using ‘Table of Contents’ from the ‘References’ tab.  To add or remove lines from the TOC, use the ‘Add Text’ function in the ‘References’ tab.  See Appendix A for further details.  
1.0 SCOPE & APPLICABILITY
State why this SOP is necessary (i.e. the purpose of this procedure) and to whom the SOP applies (i.e. state when it is appropriate to use this SOP and who is expected to perform this task).  Include any relevant background information.  
2.0 SUMMARY OF METHOD

Briefly summarize the procedure. 
3.0 DEFINITIONS & ACRONYMS
Identify any acronyms, abbreviations, or specialized terms used in the SOP.  Here are some rules about using acronyms in QC documents: 

· Acronyms should be spelled out and then abbreviated in parentheses when first used in the text or a section title.  For example: Water Quality Branch (WQB).  

· After first use, acronyms should thereafter be referred to by only the acronym when used in the text of the document.

· Acronyms should not be used to start a sentence (lists are an exception).  

· Acronyms used only once and defined in that one instance, do not need to be included in the acronym list.  

· Acronyms can appear in tables and figures and be defined only in the Acronyms section.  

· Acronyms can be used in in-text citations and only defined in the associated reference.  
· Any regulation referred to informally in text should be referenced with its full citation in the Acronyms section.  For example:

303(d) – Section 303(d) of the Clean Water Act (33 USC §1313(d))

305(b) – Section 305(b) of the Clean Water Act (33 USC §1315(b))
319(h) – Section 319(h) of the Clean Water Act (33 USC §1329)
4.0 STEP-BY-STEP PROCEDURE
LIST ALL STEPS, IN ORDER, AND THE MATERIALS/SOFTWARE NEEDED TO ACCOMPLISH THEM
Be descriptive in what this SOP explains. Format in bulleted or numbered statements if possible; avoid long narratives and paragraphs.  If using screenshots, bullets are probably not appropriate; use titles and explanations for the screen shot that clearly identifies the steps.
4.1 
Using Tables and Figures
Tables and figures should be numbered by their order of appearance as referenced in the document text, and may be appropriate in any section of the document.  The actual table or figure should be incorporated into the document at the earliest logical location after the first in-text reference (i.e. not included in a ‘tables and figures’ section or appendices).  

Captions should have sufficient information to fully describe the contents of the table or figure as a stand-alone statement.  Table captions should appear above each table, and figure captions should appear below each figure.  Large tables and figures may require individual pages of a document be sized or oriented in a way that is different from the rest of the document.  
To automate Table and Figure captions, Microsoft ‘Insert Caption’ and ‘Cross-References’ functions may be utilized.  

5.0 RECORDS MANAGEMENT 
Describe what types of records this procedure generates.  Describe how the records and any procedural documentation will be managed and accessed by users (e.g. in a database).
6.0 QUALITY ASSURANCE
Describe all steps used for review of the products of this SOP.  This could include a checklist for supervisors to use for verification that the review was done properly, or a checklist that outlines a percentage of records checked for accuracy.  

7.0 REFERENCES
The references section should always begin on a new page.  Documents or procedures that interface with the SOP, but are not required to complete the procedure should be fully referenced (including version number).  Also, any procedure described in this SOP that is based upon existing published methodology or regulatory requirement, should be fully cited.  Citations cannot substitute for the description of the method being followed in the organization. Use an acceptable format for citing a reference (see examples provided below). All references should be maintained at the office or facility that is using the SOP, or be readily available electronically.  Any material critical to the performance of the method should be included as an appendix rather than cited as a reference. 
7.1 
General guidance on creating references:

· In-text citations should include the author and year of publication (EPA, 2010).  

· References should follow the basic style of [Author]. [Year]. [Title], [document identifiers]. [Location]. 

· References should be listed in alphabetical, then chronological order.  

· When more than one document is cited by the same author in the same year, lower-case letters in alphabetical order should follow the year.  For example: (EPA, 2010a) and (EPA, 2010b).  

Reference Citations for this text (useable as an example for formatting):

Kentucky Department for Libraries and Archives (KDLA).  2006.  State Agency 

Records Retention Schedule:  Department for Environmental Protection.  State 

Archives and Records Commission, Public Records Division, Frankfort, KY.

Kentucky Division of Water (DOW).  2017.  Worksite Hazard Assessment Guidance 

Document Water Quality Branch, DOWSOP03023 Version 3.0.  Department for 


Environmental Protection, Division of Water, Frankfort, Kentucky. 

7.2 
Citing Regulatory Documents:

Regulatory documents may not be included in the references section.  If they are un-named and only referred to by their location (e.g. 40 CFR §30) then they do not need to be included in the references section if no information would be added.  However, each reference specific to a regulation should have the full location information cited in the text.  In addition, if a regulation is referred to in general terms in the text, its citation information should be included in the Acronyms section.  For example, DOW WQB frequently refers to 305(b) assessments in general terms.  It is not necessary to cite this mention each time it appears in the text.  However, if in the text there is a statement such as “according to section 305(b) of the Clean Water Act (33 USC §1315(b))” the full citation should be included at the point of reference.    
8.0 APPENDICES

An example of an attachment that could be included in the SOP as appendices is a necessary file such as a spreadsheet or ArcMap project.  If a job aid for any portion of the procedure exists, this should also be included as an appendix.  Appendices should be labeled with letters in alphabetical order and follow the same format as the major headings (Heading 1) in the SOP (see Appendix A).  If a table, figure, or document is included as an appendix, it, or an image/scan of it should be included in this SOP document, not simply referenced.  

Additional reference materials such as technical SOPs or user manuals may also be considered a necessary attachment to this document.  
If any supplementary files are unable to be included in this document, but are still considered an appendix (i.e. necessary to the completion of this procedure), and not reference material, they should still have a titled appendix page and include a brief description of the file and the name and location of the file.   

APPENDIX A. HEADING 1 EXAMPLE FORMAT: CALIBRI 14 PT BOLD, ALL CAPITALS References TOC Level 1

Text Calibri “Normal” 12 pt.  Using this example numbering system and these Headings is important for consistency. However, how the sub-headings and categories below are formatted is less important as long as it is consistent within the individual SOP.  Note: using the Subheading numbering system is useful in having them easily referenced in the Table of Contents.  Use the ‘References’ tab in your Word document to create and organize your section headings and Table of Contents.
8.1 
Subheadings underlined in bold Calibri 12 pt, numbered consecutively (8.1, 8.2, etc.) and References TOC Level 2

Text Calibri “Normal” 12 pt

8.1.1 
Categories Underlined in Calibri 12 pt and References TOC Level 3

Text Calibri “Normal” 12 pt

Subcategories Italicized in Calibri 12pt

Text Calibri “Normal” 12 pt


