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Template instructions (to be deleted upon use):  

This template has all necessary styles embedded. Please use only those styles included in the document.  Do not reformat anything, as this may affect the styles.  

There are additional explanatory text and sample headings included for your convenience.  Modify as appropriate during implementation.
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Purpose

Instruction: Include a simple statement regarding why you are writing this document.  It may also be helpful to describe the purpose of the subject matter in the SOP. 
Scope and Responsibilities 
Instruction: This describes to whom or under what circumstances (or both) the document applies.
Definitions/Acronyms

Instruction:  If the definition is standard (accepted throughout the Industry) and published, cite the publication (or website). 

3.1 First term: Definition of first term. (Citation, if applicable)
3.2 Second term: Definition of second term. (Citation, if applicable)
Procedures

4.1 Heading 2
4.2 Heading 2
Example bullets

Example bullets

4.1.1 Heading 3
Heading 4
References

Instructions: List all citations and references to other documents/tools.  If none, include “None” herein.
Appendices
Instructions: Use appendices sparingly. If forms or other items are included as appendices, consider identifying them as EXAMPLES if it is acceptable to edit them when they are used.  If no appendices are included, delete this section
end of document

