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1. PURPOSE
Concise statement of why this SOP exists. Keep concise; avoid jargon.

2. SCOPE
Define boundaries: who, what, where this SOP applies.

3. DEFINITIONS
List acronyms, jargon, technical terms. Only include terms that could confuse a new researcher.
· Term 1: Definition
· Term 2: Definition
· Term 3: Definition

4. RESPONSIBILITIES
Role: Define role, e.g., Lab manager
Duties:
· Define duties and responsibilities, assigning clear ownership and avoiding overlap. This should only include technical duties and responsibilities specific to this SOP, not items such as “adhere to all safety protocols” or “analyze data.” 
· e.g., Stock consumable supplies
· e.g., Train new researchers in the general operation of the lab space

Role: Define role, e.g., Study lead
Duties:
· Define duties and responsibilities, assigning clear ownership and avoiding overlap. This should only include technical duties and responsibilities specific to this SOP, not items such as “adhere to all safety protocols” or “analyze data.” 
· e.g., Train new researchers on this SOP
· e.g., Respond to safety incidents

Role: Define role, e.g., Researcher
Duties:
· Define duties and responsibilities, assigning clear ownership and avoiding overlap. This should only include technical duties and responsibilities specific to this SOP, not items such as “adhere to all safety protocols” or “analyze data.” 
· e.g., Run experiments
· e.g., Perform weekly lab close-out

Add as many roles as required for the SOP.

5. SAFETY
This section is mandatory for lab and equipment SOPs; optional for administrative SOPs.
Hazards: 
Define all possible hazards in this activity using red/yellow/green categorization. If RED risks are present, they must be eliminated or mitigated using top-level engineering controls prior to SOP approval.
RED: high risk, high likelihood
YELLOW: low risk, high likelihood / high risk, low likelihood
GREEN: low risk, low likelihood
PPE Required: 
Include required PPE for the SOP activities.
Emergency Procedures: 
Define all emergency procedures to be followed. Define emergency procedures for each hazard.

6. MATERIALS & RESOURCES
List tools, reagents, software, equipment needed for executing the SOP. This should include everything required before starting the SOP.

7. DATA COLLECTION, DOCUMENTATION, & REPORTING
Data collected: Specify what data will be recorded. Include logs, spreadsheets, databases, and code.
Method of data collection: Specify how the data will be recorded. Include logs, spreadsheets, databases, and code.
Quality control: Specify any measurable checks during the protocol, such as calibration, periodic/repeating checks, or other data audit methods.

8. REFERENCES
List related SOPs, manuals, and external documents, including links whenever possible.
· Reference 1 name/link
· Reference 2 name/link
List as many references as required.

9. PROCEDURE
Keys to writing a good procedure (delete prior to publishing the SOP):
· Write steps in imperative voice (“Turn on pump,” not “Pump should be turned on”).
· Use conditional branches for troubleshooting (“If X occurs, go to Step Y”).
· Include examples in italics to guide new users.
· Ensure safety notes are highlighted and unambiguous.

1. [step 1]
a. [substep 1a]
b. [substep 1b]
2. [step 2]
3. [step 3]
4. [add as many steps as needed]
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