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1. Purpose:
Add a sentence or two about the purpose of this document (ex. The purpose of this document is to define the procedures to ….) (NOTE: SOPs do not define new policy.  They capture business processes different from normal processes or unique to the organization.)
2. Scope:
Add some sentences outlining the scope of the SOP.  The scope consists of what the SOP covers.  (ex.  This SOP describes the process for _____; identifying roles and responsibilities of those involved, defining the deliverables required, and providing links to relevant references.)  
3. General Information:
Add any background information as to why this is happening.  (ex.  If this SOP is for how to perform a Special Mission request, this section could start with something like:  The CIO has requested that ERM conduct a review of all Contracts to ensure they include the required security language.  If this SOP pertains to a Special Mission, the General Information can come from the memo signed about the Special Mission.  If the SOP is for something like requesting training, this section could say:  The information in this SOP is based on VA Directive 5015, Employee Development, dated April 15, 2002, and VA Handbook 5015/1, Employee Learning and Professional Development, dated June 2010. Per______ policy, all training requests must be directly related to ________.)
4. Roles and Responsibilities:  
The roles and responsibilities assigned in this section are brief descriptions specifically pertaining to the actions in the SOP.  

A. The ERM Executive Director is responsible for:
1. Fill in his/her responsibilities 
B. Title of next level of responsible party:
1. Fill in his/her responsibilities
C. Title of next level of responsible party:
1. Fill in his/her responsibilities
D. Title of next level of responsible party: 

1. Fill in his/her responsibilities
5. Procedure:
List the procedures to be performed step by step.  
1. Step 1
2. Step 2

3. Step 3…

6. Flow Chart (If Needed)
7. Definitions
List any definitions of words or acronyms used throughout the SOP that need to be further explained.
8. References
List any relevant references.
(ex.
VA Handbook 6500,
       
VA. Directive 6500

 NIST 800-53)
9. Recertification:
This document will be reviewed for revision, rescission or recertification every year from issue date, or sooner, if so directed by the Executive Director of ERM.
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