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1.
Title Page and 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. 
The Approval Page may be combined on Title Page or be a separate page – it must include all reviewers and approving officials. It is recommended that an SOP have several reviewers that will actually be using the document.  There is no minimum or maximum number of reviewers.
2.
Revision Control Page and Document Control ‘Box’

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.
The Document Control Box should be inserted into the header of all SOPs, with the information included on this template.  The page margin for the top of the document will have to be set to 1.5”. 

3.
Table of Contents


A Table of Contents is 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. A TOC should include a list of tables, list of figures, nomenclature and key definitions. Include page numbers.
4.
Text of SOP

The following are topics that may be appropriate for inclusion in design review SOPs.  Not all will apply to every procedure or work process being detailed.  If a particular topic does not apply, or additional topics need to be added, then one can delete or add topics to modify the table of contents.
A. Introduction to Section

If the SOP is going to be utilized for introducing new employees to the work area, the introduction can be used to present an overview of the work objectives of the 
section as well as the job responsibilities of the respective employees.  If the SOP is to be used primarily as a reference document, then the SOP only needs to present the organization structure of the section and outline the respective work areas that are presented in detail in the following topics of the SOP.
B. Department for Environmental Protection – Kentucky Administrative Regulations and Statutory Authority

This topic presents an overview of the regulations applicable to the work of the section. The overview should define any relevant terms and explain the regulatory structure. The overview should include an introduction to each of the regulatory areas along with details on how to obtain the complete regulatory documents.  Any documents that are incorporated in the regulations by reference can be included in the appendix or listed in the reference section of the SOP. 

C. Project Assignments

This topic explains how projects are received by the section, logged-in (receipt documented), along with the distribution policy to the designated reviewers.  Included in this topic is the handling of requests for time extensions to expired permits along with addressing permit requests for applicants under sanctions.    

D. Project Documents Required Prior to Review

This topic presents the documents that must be submitted with a permit application.  These documents include both administrative and technical documents.  A description is presented for each type of project permit application.
E. Project Review Time Frames

This topic presents the regulatory time frames for each type of permit application.  Also included are procedures for minimizing the review time by prioritization of the projects for review and expediting special request or emergency requests.
F. Review of Permit Applications

This topic presents the review guidelines to be followed for each type of project reviewed by the section.  Included in this SOP topic are requirements for approval letters and permits, reviewer worksheets, checklists for specific type projects, handling NODs (Notice of Deficiencies) by phone calls, correspondence by regular mail, and email. Also included is how to address requests for emergency project approvals.  The last topic includes subtopics in SOP format (stand alone 
SOPs for repetitive procedures) for use of software and databases utilized by section to document work activity by administrative and engineering personnel, 
generating permits for printing, preparing approval letters for electronic signature, searching for information on a specific project, attaching documents received by section in electronic format related to project under review and tracking funded projects. 

G. Signature Process
This topic presents an overview of the proof reading and final review process by the review engineer in preparation for supervisory personnel approval of the completed permit and associated documents.
H. Preparing Projects for Final Disposition

Preparing the copies of permit materials along with use of approval stamps is addressed in this topic.  This step precedes the final review and approval of the completed permit application by supervisory personnel prior to final disposition (mailing and filing).
I. Final Disposition

This topic addressed how the approved permits and associated plans/drawings along with specifications are prepared for filing and mailing.
J. Policy Regarding Expired Construction Permits

An approved permit is valid for a designated time period.  Just prior to the expiration date, an extension may be granted.  The section outlines the procedures for approval and documenting permit extensions.
K. Site Inspection Visits

This topic presents the procedure for scheduling, conducting and documenting site visits to inspect the progress of approved projects under construction.
L. PowerPoint Template for Presentations

This topic presents the guidelines for using “logos” etc on presentations to the public.  Also is included is a template for the slide background related to color and graphics.
M. Example Work Plan for Summer Interns

Work plans for interns may vary significantly from the work plan for a full time employee.  This topic outlines those differences as well as presenting the “educational goals” for the intern.
N. Audit Checklist for General Permits

This topic describes the permits approval process for internal review by the applicant for designated types of projects.  Also described is the audit checklist used to maintain quality control and insure that the applicant is completing all the appropriate review and approval steps.
O. References

A list of references is provided as part of the SOP that includes regulatory documents and government issued guidance documents.
P. Appendices

The appendices should include extensive examples of correspondence, memorandums, worksheets, and reference documents used in the review process.  
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