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(Title): Issue (Number) 
Introduction

(Short description of product/procedure).

2
Scope

This SOP describes the procedure for (what is and is not covered).  

3
Training (Identify any specific training linked to the SOP)

This procedure may only be carried out by staff who have received training in this SOP (and in the use of equipment/other procedures etc).  Training records must be maintained and archived accordingly.

4
Safety Precautions

Before performing this procedure staff should have read and understood the following COSHH & risk assessments.

4.1 COSHH

(List the COSHH Assessments (number, title) associated with this procedure.  Note it is not necessary to document the full assessments).
4.2 Risk Assessments

(List the Risk Assessments (number, title) associated with this procedure.  Note it is not necessary to document the full assessments).
5
References/Associated documents

5.1 (List – other SOPs, Laboratory manuals, Instruction books that are linked with this procedure)

6
Equipment /Apparatus

6.1 (List, giving alternatives where appropriate)
7            Ingredients/Reagents/Media

                (List or Tabulate)

8
Procedure

(Describe, step by step where possible.  This should include the specific requirements of the procedure but equally it should be fit for purpose to take account of differences in approach between R&D and non-R&D)

9
Review

This procedure will be reviewed as a minimum on the time scales given in the review / amendment programme.  A record of the review will be made on a separate Review / Amendment Sheet which will be added to the Master Copy file of this SOP.  Any amendments arising from such review or from operating requirements will result in the issue of the entire amended procedure as a new Issue.

10
Records

This procedure, its review sheets and its subsequent revisions constitute records in themselves and each master copy will be retained in a file as arranged by the Quality Manager. Records will be retained for a minimum of five years unless otherwise specified.

(List specific record sheets/books)
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