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[bookmark: _Toc185247358][bookmark: _Toc185249140]Overview 
	Please provide an overview statement detailing the process that the SOP covers, as well as alignment to any policies or statutory requirements (if any). 


[bookmark: _Toc185249141]Purpose
	Please describe the rationale for this document. State the intention/objective of the procedure, and its significance to the underlying function described.


[bookmark: _Toc185247359][bookmark: _Toc185249142]Policy Statement
	If applicable, identify when and to whom the described procedures applies. Who is affected? Which areas or activities? What are the parameters for applying the policy?


[bookmark: _Toc185247360][bookmark: _Toc185249143]Compliance
	Describe any references to policies, state statute, federal regulations, or any other regulatory requirements relevant to the described procedures.


[bookmark: _Toc185247361][bookmark: _Toc185249144]Systems
	Describe any systems relevant to the described procedures and the purposes/functions that they serve throughout the process.


Roles
List the roles and functions of anyone involved in the operations described within this document.
	Role
	Responsibilities

	
	

	
	

	
	

	
	

	
	




[bookmark: _Toc185247362][bookmark: _Toc185249145]
Procedures
[bookmark: _Toc185249146]Process #1
Space to include process map screenshot or system level screenshot if needed.













Purpose: Explains process and gives the reader an understanding of what the document includes.
List field if needed.
List field if needed.
Space for more text.

1.  Process step 1 explained. On-screen instructions inputted here if applicable.
Process screenshot if needed.

1. Process step 2 explained. On-screen instructions inputted here if applicable.
Process screenshot if needed.

Screenshot or further process explanation text placeholder.
Process step 3 explained.
Process step 4 explained. On-screen instructions inputted here if applicable.
Process screenshot if needed.

Screenshot or further process explanation text placeholder.

[bookmark: _Toc185247365][bookmark: _Toc185249147]References
[bookmark: _Toc103888147][bookmark: _Toc117608517][bookmark: _Toc185247366][bookmark: _Toc185249148]Summary of Links
1. Link Name
a. Link
b. Link
2. Link Name
a. Link
b. Link
3. [bookmark: _Toc103888148]Link Name
a. Link
b. Link
[bookmark: _Toc117608518][bookmark: _Toc185247367][bookmark: _Toc185249149]Links to Text Input
1. Link Name
a. Link
b. Link
2. [bookmark: _Hlk97883791]Link Name
a. Link
b. Link
3. Link Name
a. Link
b. Link
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[bookmark: _Toc185249151]Appendix A:
Appendix screenshot


[bookmark: _Toc185249152]Appendix B:
Appendix screenshot
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