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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, division, and/or branch to which this SOP applies, and the signatures and signature dates of those individuals who prepared and approved the SOP.  

The document control table located in the header of the document includes:

· The document control ID which will be assigned by the quality assurance officer for the Division. 
· The effective date indicates the date that the SOP has been approved and is now usable. This date will not change, regardless of revisions.

· The revision date is the date the document is changed.

· The revision # is the iteration of the SOP that is the most recent. Using 0.0 indicates the development date, 1.0, 2.0 used consecutively thereafter for revisions. 

· The page numbers indicate the total number of pages, in X of Y format.

Revision History Page

The revision history page should clearly outline what revisions have occurred for the document, the date of revisions, and on what page(s) the revisions occur.  Indicate the revision version and date on the cover page.
Table of Contents (TOC)

A TOC should include all sections, as outlined in the template, and a list of tables, figures and appendices.
Purpose/Scope
State why this SOP is necessary (e.g., lack of an SOP for the process, inconsistency in program, as a training document, etc.). State what the SOP addresses – what process, what types of review, etc. State the end users for the SOP.

Definitions

Identify any acronyms, abbreviations, or specialized terms used in the SOP.

Health & Safety Statement
Indicate any operations, reagents or other conditions that could result in compromising the results of this SOP. Describe conditions to mitigate these potential conditions.  State any potential harmful conditions encountered during execution of this procedure. Refer to any health and safety plans, and include applicable sections.
Interferences and Troubleshooting 
Indicate any activities or processes that could result in degradation of sample, or possible invalidation of results or data usability. Describe specific methods or techniques to could correct the issue(s).
Personnel Qualifications
State the minimum experience the user should have to complete the task satisfactorily, and cite any applicable requirements, e.g., certifications, licenses or educational background. 
Equipment and Supplies
List equipment, materials and reagents necessary to complete the procedure.
Step-by-Step Procedure 
Be descriptive in what this SOP explains. Give step-by-step bullets, or other concise way of explaining the steps of the procedure. 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. Ensure the screen shots are clear and legible.
Instrument or Method Calibration and Standardization

List and describe any instrument or method that requires calibration and/or standardization to accomplish the procedure.
Data and Records Management 

Describe what types of records and data this process or procedure generates.  State where these records are filed.  State the overall data management procedure - how will records be housed and retrieved.
Quality Control 
Describe procedures for QC that are required to demonstrate successful performance. 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 according to this SOP.  

References
Documents or procedures that interface with the SOP should be fully referenced (including version number), such as they relate to the SOP, published literature, or methods manuals.  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 in project files, or be readily available electronically. 

Example Reference Citations

· 40 CFR 30, Code of Federal Regulations, “Grants and Agreements with 


Institutions of Higher Education, Hospitals, and Other Non-Profit 



Organizations.”

· ANSI/ASQC E4-1994, Specifications and Guidelines for Quality Systems 


for Environmental Data Collection and Environmental Technology 


Programs, American National Standard, January 1995.

Attachments and Appendices

Field sheets, calibration sheets, bench sheets etc. are all examples of attachments that could be included in the SOP as appendices. Additional reference materials such as laboratory SOPs, user manuals or sections in literature should also be referenced, attached as an appendix or submitted on electronic media. 

