Template Section Descriptions  

1.   TITLE PAGE (optional but recommended)

The title page includes the title and revision number, and may include signatures of the approving authorities. You do not have to have a title page, but you do have to have a title, revision number, effective date, and signatures of approving authorities. 

2.    SOP TITLE (required)

The title of each SOP can be whatever you like. However, each SOP is should have a unique reference number for document control. It is sometimes convenient to use this reference in the title. For example, SOP-IntAudit v01. 

The SOP title and revision number can go on the title page, on the first page, or on each page (as in headers and footers shown in the template). It is good practice to include the title, revision, and effective date on all pages.

If you want to follow a commonly used style, the “Title” of each SOP includes an abbreviation for the procedure or policy and revision designation (see example).  

3.    SUMMARY (optional)


This section is an outline of the administrative procedure.

4.   DEFINITIONS (optional)

This section lists or references all definitions that will explain terminology and abbreviations used in the SOP.  Most laboratories find it helpful to have a master list of definitions and reference it here.  A glossary may be included in the laboratory Quality Manual, so that is a good choice of reference. If there are any terms specific to the procedure that are not included in the referenced definition list, they will be listed and defined in this section.

5.   PROCEDURE (required)

This section describes the procedure in detail.  A suggested style is in a step-by-step 

Fashion so that the procedure can be repeated by someone else with similar knowledge and training.

6.  REFERENCES (optional)


This section includes a list of all documentation used to derive the procedure. If references are listed, it is helpful to add “...or most recent revision”. Then the reference can be updated during the SOP review.
