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PURPOSE

[Include a brief description of the purpose of the SOP.]
SCOPE

[Describe to whom and under which circumstances the SOP applies.]

GUIDING PRINCIPLES
[Describe the background for the procedure, including regulatory requirements which impact on the need for the particular SOP.]

DEFINITIONS/ABBREVIATIONS

[Define all relevant terms and abbreviations that will be used in the SOP.]

RELATED SOPs AND OTHER DOCUMENTS

[Include details of any related SOPs referred to in the SOP as well as other documents,  Regulations or Guidelines, e.g. ICH GCP Guidelines, National requirements etc.]

PROCEDURES

[The procedure is to be written stepwise, using a clear format (eg: tables) indicating step number and action.  When referring to other SOPs, include the non-version specific SOP number.]

	Step
	Action

	
	


ATTACHMENTS

[Include all relevant documents, along with example forms.  This may include process diagrams etc. if applicable.]
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