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2 Purpose
2.1 Specify the purpose of the SOP.
3 Scope

3.1 Describe the scope of the SOP.
4 References (optional section)
4.1 Add regulations, guidelines, etc., as needed
5 Background (optional section)

5.1 Add background details that will aid the user in carrying out the procedure.

6 Definitions (optional section)
6.1 SOP = Standard Operating Procedure

7 Materials and Equipment

7.1 List the materials and equipment used during the execution of this procedure

8 Responsibility

8.1 The [functional role] is responsible for . . . 
9 Procedure
9.1 Fill in the procedure here.
9.1.1 Fill in sub-steps here.
9.1.2 Fill in sub-steps here.
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