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1. Purpose: This portion of the SOP explains what the SOP is used for
2. Scope:  This explains where (in what setting) the SOP applies.
3. Responsibilities: This explains the responsibilities of the various people involved in Writing the SOP, updating the SOP, following the SOP, and maintaining the equipment in the SOP
4. References: List any literature used to create the SOP
5. Definitions: Define any terms that may be unclear to the reader.
6. Precautions: List any safety precautions to be taken while following the SOP
7. Materials: List any materials necessary to follow the SOP 
8. Procedure: Write the detailed procedure to be followed while carrying out the SOP.  BE SPECIFIC AND DETAILED! 
9. Attachments: Attach any Documents, Diagrams, Charts etc. that are necessary for the SOP. 
