Template Section Descriptions  

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 for the SOP, revision number and/or date, and signatures of approving authorities included somewhere in the document. 

SOP TITLE (required)
The SOP title is required to include the identification of the test method but other than that can be whatever you like.  The title can go on a title page, on the first page, or in each Header (as in “Headers and Footers” shown in the template). A commonly used style for the “Title” of each SOP includes the method number or reference, and the analyte name or analyte group (such as Volatile Organic Compounds).  This type of title meets the NELAC requirement that the SOP include the identification of the test method.  

Example: EPA Method 160.2, Non-Filterable Residue (TSS)

1. SCOPE AND APPLICATION

This section includes the basic objective of the method, the matrices that can be analyzed (e.g., surface waters, drinking waters, sludges, etc.), and the practical analytical range of the method in those matrices.  If the method includes multiple analytes (e.g., VOAs by EPA Method 8260), list the analytes here.


Example – 


This method is used to determine TSS in wastewater and water. The practical range of the determination is 1 mg/l to 20,000 mg/l. Results reported out-side this range must be qualified on the final report.  Data generated by this method are used for self-monitoring and reporting for the permits for compliance with the Federal Clean Water Act.  This SOP is to be used by all personnel conducting this analysis at the TechAssess Laboratories, LLC.
2. SUMMARY OF METHOD

This section is a brief outline of the method, written in paragraph form, excluding technical information.

Example – 
A well-mixed sample is filtered though a glass fiber filter.  The residue retained on the filter is dried to constant weight at 103-105C.  The filter is weighed and the TSS is calculated.
