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GENERAL INSTRUCTIONS – delete this box from the completed SOP
NOTE: This form is designed to be a template for you to develop your own SOPs. Update it as necessary for your specific needs. 

Red text represents instructions to you – to be deleted from the final version.


Purpose

Instruction: Include a simple statement about why you are writing this document. 
Policy

Instruction: Include policy statements, references, and/or other relevant details here. 

Scope and Responsibilities 

Instruction: Describe to whom and/or under what circumstances the document applies.

Procedures

Instruction: Include step-by-step instructions using simple language. Insert tables, diagrams, charts, bulleted lists, footnotes, etc. as applicable. 

1.1 Heading 1
1.2 Heading 2

Example bullets

Example bullets

1.2.1 Subheading 1
Point 1
References

Instruction: List all citations and references to other documents/tools. If none, write “None”.
Appendix / Attachments

Instruction: List any relevant forms or documents here (e.g. checklists, templates, CRFs, source documents, etc.)
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