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PURPOSE: This is where you write the purpose for writing the Standard Operating Guideline. It may include background, reasons for writing, and/or clarify why this standard exists. If this addresses compliance with any Federal, State, or Local laws, regulations, or standards, be sure to cite them in this section. Delete the text written here and insert your own text. 
OBJECTIVE: Your objective states what you are trying to accomplish with the Standard Operating Guideline. State what you want the reader to know when they are finished reading this. Delete the text written here and insert your own text. 
GUIDELINE: This is where the meat of the Standard Operating Guideline is written. 
1. It should be a step by step process as to how to do something. 

2. Using a numbered layout is preferred. You can add in subsections, etc as needed to clarify certain steps. In so doing, create subsections using decimal points as you expand the guideline. 

3. Be sure to include any illustrations, charts, or examples to help clarify this guideline. 

4. In addition, address any decisions or exceptions that may alter the application of this guideline. 

5. It is also important to identify any safety considerations that may come into play with this guideline. 

6. Be sure to change the title box text 

a. Title of SOG. 

b. Date 

c. New or revised? Indicate with “NEW” or date of revision and revision number where indicated. 

d. Page numbering 

e. Header and Footer info. Insert name and number of SOG where appropriate. 

7. Delete the text written here and insert your own text. 

GUIDELINE (cont.):

1. This indicates how the header on any additional pages would look.

2. Change text in title, guideline number, date, revision indicator, and page numbering as appropriate. 
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