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1. purpose
Succinctly describe the purpose of the SOP. Should be no more than 2-3 sentences.
2. scope 
Outline the procedures/documents/staff covered by this SOP
3. responsibility

Outline who is responsible for following this SOP (i.e., who does it apply to). Add a sentence indicating that managers are responsible for ensuring their reporting lines are trained in this procedure.

4. BACKGROUND
Explain the background to why the procedure is required.
5. procedure
Enter the procedure. This should be written in simple straight forward language that is not open to misinterpretation. Do not give examples or clarifications. These should be put in the guidance document.
6. Contingencies
Standard wording
Unless approved by your manager, adherence to the requirements of policies and SOPs is mandatory.  Compliance with guidelines is not mandatory but is considered best practice.

Under certain circumstances an exemption from the requirements of a policy or SOP may be permitted.

1. When an individual study or project needs to deviate from the requirements of a policy or SOP for compelling business reasons, authorization of this deviation must be obtained, in writing, in advance, from the appropriate manager or designate.

2. When a team member needs a permanent exemption from a policy or SOP because a process will always be outside the requirements of the policy or SOP for compelling business reasons, this deviation must be approved, in writing, in advance, from the authorizer of the document.

When a deviation from a policy or SOP has occurred without authorization, this must be discussed with the line manager and documented.

7. Review and Revisions
Standard wording
This SOP will be reviewed periodically (at least every 2 years) and updated if necessary.

8. reason for change
Identify why the SOP has been changed. If this is the first version of the SOP state this.
9. Previous history of sop
Each previous version of the SOP should be listed in the table. If two or more documents have been combined to make this SOP list the history of each document. If this is the first version of the document remove the table and state this.
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APPENDIX 1 – 
Add Appendices as required. Appendices can include example email wording, definitions or further information that it is not appropriate to put in the main part of the SOP.
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