Title of SOP

SOP contact person: Person in charge of maintaining/modifying SOP, ex: John Jones, 515-123-xxxx
1 Introduction (Background & Scope)

1.1 Why the requirements are being introduced (“Need statement”)
Addresses the need for the SOP.
1.2 Objectives
Expanded version of “Goal” from above.

2 Safety

Details of any potential hazards.

Personal Protective Equipment
3 Preparation
3.1 Tools and Supplies

Details of needed tools and supplies.
4 Procedure
4.1 Stages of Process
Graphical and/or text 
1. Do this first
2. Then do this
4.2 Other useful info.
Other information that may be pertinent or useful in the procedure. 
5 Followup

Contact information for help/questions with SOP content or procedure.  This may or may not be the same person responsible for maintaining the SOP itself, it may be the immediate supervisor, etc...
