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The footer of the SOP should contain the information as listed in the footer of this template.

1.
Title Page, with Approval Page
The first page or cover page of each SOP should contain the following information:  a title that clearly identifies the activity or procedure, an SOP identification (ID) number, date of issue and/or revision, 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.  Electronic signatures are acceptable for SOPs maintained on a computerized database.

2.
Revision Control Page

The revision control page should clearly outline what revisions have occurred for the document, what page the revisions occur, and what sections the revisions affect. The document control ‘box’ should reflect the overall revision number.

3.
Table of Contents

A Table of Contents may be needed for quick reference, especially if the SOP is long, for locating information and to denote changes or revisions made only to certain sections of an SOP. Include page numbers on TOC, and on entire document.
4.
Procedures

The following are topics that may be appropriate for inclusion in administrative SOPs.  Not all will apply to every procedure or work process being detailed.  If a particular topic does not apply, leave the topic heading in and insert “Not applicable for this SOP”.
a. Purpose – identify the intended use of the process.

b. Applicability / Scope – identify when the procedure is to be followed.

c. Summary of Procedure – provide a brief one or two sentence summary of the procedure.

d. Definitions – define any words, phrases, or acronyms having special meaning or application to this SOP.

e. Personnel Qualifications / Responsibilities – identify any special qualifications users should have such as certification or training experience and any individual or positions having responsibility for the activity being described.
f. Step by Step Procedure - (LIST ALL PERTINENT STEPS, IN ORDER, 
AND THE MATERIALS NEEDED TO ACCOMPLISH THEM)
g. Criteria – provide any specific criteria, checklists, or other standards that 
are to be applied during the procedure such as citing this document as guidance for reviewing SOPs.

h. Records Management – specify all documents and their locations.  Refer 
to document retention program if applicable. Detail electronic or filing system for records.
5.
Quality Control and Quality Assurance Section

Describe any control steps and provisions for review or oversight prior to acceptance of the product or deliverable.  This can include test plans such as verification and validation plans for software or running a “spell check” program on the finished draft document.

6.
Reference Section

Cite all references noted in the body of the SOP.  A copy of any cited references not readily available should be attached to the SOP. All readily available references should be maintained at the office or facility pertaining to the SOP in use, or cited in the references section (e.g., Web sites, personal communications. Use an acceptable format for citing a reference (see examples provided below).


1.
40 CFR 30, Code of Federal Regulations, “Grants and Agreements With 


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



Organizations.”


2.
ANSI/ASQC E4-1994, Specifications and Guidelines for Quality Systems 


for Environmental Data Collection and Environmental Technology 


Programs, American National Standard, January 1995.


3.
U. S. Environmental Protection Agency, 2000a.  Guidance for Data 


Quality Assessment:  Practical Methods for Data Analysis (QA/G-9), 


EPA/600/R-96/084, Office of Environmental Information.
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