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	SOP Template

	Review Committee: (Data, NDSC, Planning or Research)
	Start Date: XX/XX/XXXX

	Attachments:
	Last Revised Date: XX/XX/XXXX

	Forms:
	Last Reviewed Date: XX/XX/XXXX


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Introduction:
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Make sure you use the Heading 1 style for the Introduction, Purpose, Scope, Responsibilities, Procedural Steps, etc. Use the Normal style for regular text. Once complete, make sure the properties pages are filled out.
Author = NDSC
Title = Number - Title
Subject = Heading tab
Keywords = as appropriate
Status = Final/Draft
Comments = Introduction
Purpose:
Provide intention of this SOP.
Scope:
Describe whom this SOP affects.
Responsibilities:
Describe who is responsible for following the details of this SOP, and a broad summary of what those responsibilities are.
Procedural steps:
Training requirements:
Compliance:
References:


History:
	Date
	Action

	x/x/xxxx
	SOP drafted


Review Schedule:
At least every 5 years.
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